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1. [bookmark: _Toc88556484]INTRODUCTION

 Tourism is one of the major & fastest growing industries of the modern world and helps create business opportunities as well as jobs at the local community levels. The present federal Govt. has rightly recognized the immense potential of tourism industry in our country and is now taking steps to tap this potential to overcome the shortfall of foreign exchange. National Tourism Coordination Board has been constituted for the first time involving industry professionals to tackle issues currently faced by the tourism industry. 
 Pakistan is one of the very few countries to have natural landscapes form the depth of ocean to the highest mountains. We have the three highest mountains ranges of the world and 5 summits above 8,000 meters. These mountains offer fascinating valleys and unique cultures for the visitors. We host some of the earliest civilizations of the world; from Mehr Garh to Indus valley civilization to Gandhara. This fascinating heritage is one of the many reasons, tourists visit Pakistan, but it is certainly not the only one.  Exciting adventure attractions, varied animal life, historical ruins and monuments, and the beautiful sceneries are just few of the many reasons to visit Pakistan. The mountain ranges feature alpine meadows and coniferous forests, leading down into desert plains, coast line and lands basin, also attract tourists to see all beautiful places located in different parts of Pakistan.
 With consistent & sustained growth in domestic tourism over the last few years, it is imperative to train local staff with skills necessary for successfully running the local businesses. Now local tourists find it easier and faster to travel to their desired locations to spend their vacations.  At popular domestic destinations we are already facing situations where tourists far outnumber the accommodation available and end up sleeping in their cars. We need to train our youth to benefit from these lost opportunities. 
 Tourism calls for coordination and cooperation between airlines, travel agents, tour operators, hoteliers, transporters, restaurants, theme parks, gift shops and tourists. The industry relies more heavily on services than on goods. Consequently, it creates a lot of jobs in the remote villages & valleys and also in major cities. With trained & skilled manpower from local host communities, we can offer superior services to tourists at their desired destinations.  
 This course on Tourism Management is designed as a comprehensive training program to the study of tourism for both male and female trainees at Diploma level. This training program covers basics of the subject like introduction of the concept, principles, constituents, organization, etc.; entrepreneurship skills; the economic and managerial aspects of tourism; the historical and modern insights into the industry; the marketing, organizational and technological issues involved. It involves the management of multiple activities such as studying tour destination, planning the tour, making travel arrangements and providing accommodation. It also involves marketing efforts to attract tourists to travel to particular destinations.



[bookmark: _Toc88556485]2. PURPOSE OF THE QUALIFICATION

The purpose of this qualification is to give the trainee a thorough understanding of the tourism sector as an industry. The tourism sector is diversified and continuously subject to changes. It is therefore important to stress the need for a multidisciplinary approach to meet the challenges within the sector. Upon successful completion of this course the trainees should be able to:
1. Explain the core elements and the historical development of the tourism value chain
1. Give an account of essential tourism trends
1. Demonstrate an understanding of different tourism and hospitality products
1. Understand how tourism and hospitality products are marketed both historically and currently
1. Point out relevant industry stakeholders & their roles in driving innovative tourism policy-making and decision-making processes strategically forwards
1. Discuss central challenges in tourism today, such as that of the impacts of tourism and 	corporate social responsibility practices for implementation
1. The core elements in tourism & the historical development of the tourism industry
1. Core challenges in tourism today, such as the human, economic and environmental of 	tourism

[bookmark: _Toc88556486]3. DATE OF VALIDATION

These national qualifications have been validated by the Qualification Validation Committee (QVC) on 23-25 May, 2019 in Lahore and will remain valid until May, 2021.
Again Qualification was validated on 15th to 19th Nov 2021 in Karachi.

[bookmark: _Toc88556487]4. DATE OF REVIEW
These national qualifications may be reviewed in May, 2022
[bookmark: _Toc88556488]5. CODE OF QUALIFICATION

The International Standard Classification of Education (ISCED) is a framework for assembling, compiling, and analyzing cross-nationally comparable statistics on education and training, ISCED codes for these qualifications as assigned as follow:

	Qualification Titles
	Code

	National Vocational qualification Level-5 in Assistant Tourism Officer
	000000000

	National Vocational qualification Level-5 in Tourism Counsellor 
	000000000





[bookmark: _Toc88556489]QUALIFICATION DEVELOPMENT COMMITTEE
  The following members participated in the qualification’s development workshop from 11-15 March, 2019; and 15-19 April, 2019 in Lahore:
	Sr. No
	Name & Designation
	Organization

	1. 
	Muhammad Nasir Khan
DACUM Facilitator
	EX-DD, SS&C Wing-NAVTTC, Islamabad

	1. 
	Mr. Ijaz Ahmed Butt
Manager
	Sale & Tour Production, Lahore

	1. 
	Mr. Fayyaz Ahmed
Manger Events
	International Tourism, Lahore

	1. 
	Mr. Muslim Farooq
Tourism Instructor
	ITHM, Lahore

	1. 
	Mr. M Saeed Ahmed
Incharge academics
	Lahore Transport Company, Lahore

	1. 
	Ms. Izza Umar
Lecturer
	University of The Punjab

	1. 
	Mr. Tauqeer
Instructor
	ITHM, Lahore

	1. 
	Dr. Muhammad Umair Arshad
Director
	Institute of Home & Food Sciences, Government College University, Faisalabad

	1. 
	Mr. Mohsin Ali Sindhu
Instructor
	ITHM, Lahore

	1. 
	Dr. Zulfiqar Cheema
	DD, SS&C Wing-NAVTTC, Islamabad

	1. 
	Mr. Tayyab Syed
	CEO, Karavan Leaders, Pvt (Ltd), Lahore





7. [bookmark: _Toc88556490]QUALIFICATION VALIDATION COMMITTEE

The following members participated in the qualifications validation workshop from 20-22 May 2019, in Lahore:
	S.No.
	Name & Designation
	Organization

	1. 
	Dr. Muhammad Umair Arshad
Director
	Institute of Home & Food Sciences, Government College University, Faisalabad

	1. 
	Mr. Muslim Farooq
Tourism Instructor
	ITHM, Lahore

	1. 
	Ms. Izza Umar
Lecturer
	University of The Punjab

	1. 
	Ms. Sidra Ehtisham
Administrator
	GTVC (W) Abbottabad, KP TEVTA

	1. 
	Mr. Saddam Anwar
Research Officer
	Punjab Board of Technical Education, Lahore

	1. 
	Muhammad Nasir Khan
DACUM Facilitator
	EX-DD, SS&C Wing-NAVTTC, Islamabad

	1. 
	Dr. Zulfiqar Ali Cheema
Deputy Director
	SS&C wing, NAVTTC HQ, Islamabad

	1. 
	Mr. Tayyab Syed
	CEO, Karavan Leaders, Pvt (Ltd), Lahore

	1. 
	Engr. Liaquat Ali Jamro
	Director (Academics & Training), STEVTA, Karachi





8. [bookmark: _Toc88556491]QUALIFICATION VALIDATION COMMITTEE - Karachi

The following members participated in the qualifications validation workshop from 15-19 Nov 2021, in Karachi:
	S.No.
	Name & Designation
	Organization

	1. 
	Dr. Anas M Arif
	Hazara University

	2. 
	Mr. Syed Azfar Raza
	PITHM, Karachi

	3. 
	Mr. Faizan Rehmat
	PITHM, Karachi

	4. 
	Mr. Shahryar Aftab
	Travel Pro Pvt Ltd.

	5. 
	Ms. Wisha Rehman
	ACM Pvt Ltd.

	6. 
	Syed Fawwad Ashraf
	DACUM Facilitator

	7. 
	Nimra Rehman
	Dawood University

	8. 
	Mr. Hassan
	UFONE

	9. 
	Engr. Liaquat Ali Jamro
	Director (Academics & Training), STEVTA, Karachi





9. [bookmark: _Toc88556492]ENTRY REQUIREMENTS

Entry requirements of these qualifications are Matric or level 4 or equivalent 
[bookmark: _Toc88556493]10.PACKAGING OF QUALIFICATION

The national vocational qualifications are packaged as per following
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	LEVEL-5

	Manage Corporate Social Responsibility
Provide Administrative Services
Develop Professional Relationships with Stakeholders
Execute Event Management
Manage Tourism Project
Conduct Tour Camping
Develop Mechanism of Tourist Security
Develop Sustainable Tourism
Manage the Tourist Destination
Recognize Cultural and Heritage Tourism

	

	

	

	

	

	

	

	

	

	

	

	





[bookmark: _Toc88556494]SUMMARY OF COMPETENCY STANDARDS




	
Code
	
Competency Standards
	

Level
	
Theory Contact
Hours
	
Practical Contact Hours
	
Total Contact Hours
	
Contact
Hours

Category

	Level 5

	1. 
	Develop entrepreneurial skills
	5
	35
	50
	85
	Generic

	2. 
	Apply project information management
	5
	35
	55
	90
	Generic

	3. 

	Develop a sales plan
	5
	40
	70
	110
	Technical

	4. 
	Develop project management plan
	5
	35
	55
	90
	Technical

	5. 
	Apply project human resources management approaches
	5
	30
	50
	80
	Technical

	6. 
	Manage Corporate Social Responsibility
	5
	20
	50
	70
	Technical

	7. 
	Provide Administrative Services
	5
	20
	40
	60
	Technical

	8. 
	Develop Professional Relationships with Stakeholders
	5
	30
	50
	80
	Technical

	9. 
	Execute Event Management
	5
	20
	50
	70
	Technical

	10. 
	Manage Tourism Project
	5
	25
	50
	75
	Technical

	11. 
	Conduct Tour Camping
	5
	40
	55
	95
	Technical

	12. 
	Develop Mechanism of Tourist Security
	5
	30
	55
	85
	Technical

	13. 
	Develop Sustainable Tourism
	5
	40
	50
	90
	Technical

	14. 
	Manage the Tourist Destination
	5
	20
	40
	60
	Technical

	15. 
	Recognize Cultural and Heritage Tourism
	5
	20
	40
	60
	Technical

	Total
	440
	760
	1200
	





1. [bookmark: _Toc88556518]Manage Corporate Social Responsibility
[bookmark: _Toc6845803]Overview:
The competency standard is designed to develop an understanding of CSR issues and impacts of CSR policy. Students will be required to demonstrate evidence of understanding corporate social responsibility (CSR) issues and the impact of CSR policies on stakeholders of organizations. They will make recommendations for responsible business practice.  
	Competency Units
	Performance Criterion

	1. Identify current corporate social issues facing by business
	P1: Explore issues that can be addressed through corporate social responsibility (CSR)
P2: Demonstrate environmental issues in CSR
P3: Explore economic and political issues in CSR
P4: Explore social and community issues in CSR

	2. Study the impact of  corporate     social responsibility policy on     different stakeholders
	P1: Assess the benefits of CSR to employees 
P2: Analyze the impact of CSR on the supply chain
P3: Demonstrate how a CSR policy impacts on business performance
P4: Explain how CSR impacts on marketing strategy 
P5: Assess the potential conflicts which may  arise between the needs and expectations of different stakeholders

	3. Be able to make recommendations     for responsible business practice
	P1: Review the CSR policy of a specific business 	
P2: Assess the extent of voluntarism in CSR policy
P3: Recommend changes to CSR policy to benefit different stakeholders
P4: Assess the potential impact of changes in CSR on business performance



Understanding and Knowledge:
The student must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards. This includes the knowledge of:
· Social responsibility policy
· Basics of business rules and regulations
· Conflict resolving strategies
· Contribution towards society as per CSR policy of company

Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:
· Ability to demonstrate the impact of various business activities on local socio- economic structure


Tools & Equipment (s) required:
	Sr. No
	DESCRIPTION

	1
	CSR manual

	2
	Computer set

	3
	Financial note book

	4
	Stationary





2. [bookmark: _Toc88556519]Provide Administrative Services
[bookmark: _Toc6845805]Overview:
The competency standard is designed to develop an understanding of the range of administrative services that might be offered to managers or departments within organizations and to develop administrative skills. Students will research the range and extent of administrative services and demonstrate administrative skills. 
	Competency Units
	Performance Criterion

	1. Explore the range and diversity of administrative services
	P1: Explain the different administrative services which may be offered
P2: Analyze the skills required to be effective in administrative services
P3: Explain the challenges presented when offering administrative support to more than one manager or department
P4: Explain the legal requirements relevant to administrative services 

	2. Manage to support meetings and events
	P1: Plan meetings and events 	
P2: Produce documentation for meetings
P3: Analyze policies and procedures for setting up meetings and events
P4: Recommend improvements to policies and procedures for setting up meetings and events

	3. Assess the importance of effective communication in the workplace
	P1: Evaluate the suitability and effectiveness of different communication systems in the workplace 
P2: Analyze the role of technology in supporting effective communication in the workplace


Understanding and Knowledge:
The student must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards. This includes the knowledge of:
· Meeting planning and scheduling
· Company policies and regulations and terms of reference
· Communication skills
· Evaluation of feedback for improvement purpose

Critical Evidence?
Tools & Equipment required:
	Sr. No
	DESCRIPTION

	1
	Meeting calendars

	2
	Company policies and regulations

	3
	Communication equipment





3. [bookmark: _Toc88556520]Develop professional relationship with stakeholders
Overview:
This competency standard will prepare the trainees for development of close relationship with the tourism stakeholders, government bodies/agencies will help to collect latest information to conduct touristic activities as well as source of latest information to uplift the quality of services. 
	Competency Units
	Performance Criterion

	1. Identify tourism stakeholders  
	P1: Consult Tour operators & Travel agents 
P2: Engage with hoteliers and transport providers 
P3: Identify different stakeholders at provincial / Regional Tourism departments /bodies levels
P4: Coordinate with Departments of Archeology regional and Provincial 
P5: Negotiate with Department of Museum & Art Galleries  
P6: Meet with local tour Guide and Porters 
P7: Meet with Tourist, Traveler and local community

	2. Establish Professional Relationship with stakeholders
	P1: Share and exchange the information and potential of tourist sites with stakeholders
P2:  Explain product detail to stakeholders
P3: Train and educate the local community to deal with the tourists/visitors  
P4: Brief the Tourists /visitors about the local customs, traditions and values 
P5: Conduct negotiations (price, timeline, values)
P6: Coordinate contact details of group members with guide and tour manager 
P7: Share the detail of tour itinerary and detail of services included / not Included with the tourists
P8: Receive tourists at arrival and orient them about itinerary
P9: Conduct activity based tourism to uplift the economy of the local community 
P10: Make formal business agreements that are ethical, legally and financially beneficial to the parties concerned



Understanding and Knowledge:
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards which includes the knowledge of:
· Steps to deal with the hoteliers, transporters and other relevant 
· Customs, traditions and values of the local areas for transmitting onward to the tourist  
· Current competitive environment



Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:

· Demonstrate Customer relationship management
· Ability to conduct business negotiations within a specific tourism and hospitality context

Tools & Equipment (s) required:
	Sr. No
	DESCRIPTION

	1
	Computer set

	2
	Financial note book

	3
	Stationary

	4
	Event Calendar




4. [bookmark: _Toc88556521]Execute Event Management

Overview:
             This competency standard covers the competencies to apply skills and knowledge to develop event management. The trainee will be able to demonstrate the event management tasks.
	Competency Units
	Performance Criterion

	1. Plan and develop event proposal and bids

	P1: Interpret event brief with objectives and scope
P2: Identify procedural and system requirements to conduct successful events 
P3: Prepare brief financial proposal for bidding 
P4: Identify work requirements and present to team members
P5: Calculate the event cost and profit margin 

	2. Develop an event program
	P1: Analyze venue and site requirements
P2: Co-ordinate event bookings to ensure correct scheduling
P3: Establish complete customer requirements accurately
P4: Prepare event check list to organize event

	3. Conduct and organize Events

	P1: Set, communicate and maintain timelines and priorities of events
P2: Co-ordinate event bookings to ensure correct scheduling and best utilization of resources and venues
P3: Establish complete customer requirements accurately
P4: Manage supplier response to conduct event
P5:  Allocate duties, and responsibilities to team members as per assigned task
P6: Arrange event details to reliably inform all involved service providers 
P7: Monitor events for ensuring provision of facilities and services 

	4. Supervise event team performance

	P1: Monitor the performance against defined performance criteria 
P2: Provide feedback to team members, positive support and advice on strategies to overcome any deficiencies
P3: Rectify team operations to ensure that employer/client needs and requirements are met
P4: Complete the relevant documentation in accordance with company procedures

	5. Provide on-site event management services
	P1: Process registrations accurately and according to organizational requirements
P2: Prepare for on-site management
P3: Identify indoor event operational requirements
P4: Identify source contractors for indoor events
P5: Monitor contractors of indoor events
P6: Record event participation and information for evaluation and future planning of other events





Understanding and Knowledge:
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards which includes the knowledge of:
· Types and levels of events
· Role and responsibilities of event manager
· Innovative perspectives and methods
· Entrepreneurial management 
· Typical meeting/event registration procedures and systems 
· Organizational skills in terms of event planning

Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:

· Ability to conduct the entire function organization process and ensure function services meet the agreed requirements of customers
· Accuracy in the presentation of function information and the ability to tailor the services of the establishment to meet customer needs.
· Produce Event design, budget and forecast
· Manage Event day operations
· Ability to accurately process registrations and produce accurate registration materials within organization acceptable timeframes

Tools & Equipment (s) required:
	Sr. No
	DESCRIPTION

	1
	Computer set

	2
	Financial note book

	3
	Stationary

	4
	Event Calendar





5. [bookmark: _Toc88556522]Manage Tourism project
[bookmark: _Toc9610609]Overview:
This competency standard covers the competencies to develop the ability of managing tourism project by conducting analysis, planning, monitoring and evaluating the delivery benefits. 
	Competency Units
	Performance Criterion

	1. Conduct Solid needs analysis
	P1: Indicate the basic criteria of stakeholders
P2: Discuss specific characteristics of service providers
P3: Plan various optimal outcomes
P4: Realize the needs of vendors/stakeholders

	2. Plan and design project
	P1: Plan projects that meet organizational needs and   requirements
P2: Indicate the structural steps of planning
P3: Allocate the duties to relevant personnel
P4: Evaluate the systematic method of designing project

	3. Develop monitoring and evaluation mechanisms 
	P1: Indicate the step-by-step procedure to have the project monitored
P2: Plan the time quarters to check on performance
P3: Realize the ongoing requirements of project
P4: Confirm the continuity of developed mechanism

	4. Integrate the delivery benefits and project closure phase
	P1: Assess the outcomes
P2: Evaluate the feedback of established project
P3: Enlist the lacking areas
P4: Devise strategies to jump out of it
P5: Finalize the Lessons Learned



Understanding and Knowledge:
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards which includes the knowledge of:
· Identifying Stakeholders closely 
· Analytical skills  
· Self-assessment skills
· Organizing a project as coordinator  
· Analyzing aftereffects of existing project
· Project management processes and systems
· In-depth knowledge of nature of the project being managed including internal and external issues to be considered 
· Understanding of the critical Units of effective project management
· Introduction to Project Management
· Analysis of the social context (Sustainable Development Goals)
· Action Plan (what is the problem, The communication goals, The target population, The communication strategy, Indicators for measuring success)


Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:

· Gather information about procedures, methods and equipment requirements for workplace communication, with the assistance of others
· Use appropriate verbal and non-verbal skills to seek and covey information in face-to-face situations
· Draft routine written documents within designated timeframes and check that the documents meet organizational requirements
· Tools & Equipment (s) required:
	Sr. No
	DESCRIPTION

	1
	Computer set

	2
	Stationary

	3
	Project management documents 





6. [bookmark: _Toc88556523]Conduct Tour Camping
[bookmark: _Toc9610611]Overview:
The competency standard is designed to develop in response to industry demand for a more professional approach to promote tourism product & services. To do any job or to achieve its standards the most important aspect is to understand its definition, so the application become easier and efficient otherwise the work done without proper knowledge, and its definition.
	Competency Units
	Performance Criterion

	1. Identify Adventure Tourism Project
	P1: Identify Adventure tourism sports practiced in the country
P2: Identify Role of Guide in Wilderness
P3: Recognize issues relating to legal liability and risk management in the adventure tourism industry
P4: Understand & demonstrate the use of camping equipment
P5: Describe the relationship between tourism and environment
P6: Assess the impact of adventure tourism as an economic, environmental, cultural and social force
P7: Describe professional, industry and government organizations that serve and have an influence on the sector
P8: Define technical, safety and environmental skills in adventure tourism
P9: Understand the “Code of Conduct” on Trekking & Mountaineering in Northern Pakistan

	2. Practice Outdoor Skills
	P1: Understand the fundamentals of clothing, equipment, trip planning, navigation, backcountry etiquette, health & safety
P2: Present a sound code of conduct for appropriate guiding behavior
P3: Ensure to know the latest clothing and personal equipment needs and resources available for wilderness travelers
P4: Demonstrate basic understanding of the theory of navigation including the fundamentals of map reading, the use of a compass, altimeter, and GPS instruments

	3. Establish a Campsite
	P1: Identify the appropriate site for establishing camping grounds
P2: Define the positions of accommodation tents, Kitchen, campfire & washrooms 
P3: Ensure to secure the campsite
P4: Evaluate the Environment Impact
P5: Establish Kitchen
P6: Establish Washrooms
P7: Ensure to Pitch the tents considering comfort levels
P8: Identify safety Brief for visiting tourist

	4. Identify an adventure sports session
	P1: Communicate project details from tour operator / project Manager
P2: Interact with adventure team & inspect the equipment and work on your check lists
P3: Inform clients (in advance) about dress code related requirements of equipment
P4: Identify and meet clients and brief them on safety procedures
P5: Identify On site, inspect equipment and delegate responsibilities
P6: Report & document the activities
P7: Ensure customer satisfaction



Understanding and Knowledge:
· Capable to identify adventure sports
· Capable to differentiate adventure and leisure tourism
· Capable to recognize the skills and tools required for various adventure sports
· Capable to assist in basic camping in outdoors
· Identify career opportunities available within the sector
· Successfully plan and prepare for basic wilderness-based group trips

Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:
· Develop and present to a group a sound code of conduct for appropriate behavior pertinent to the area to be traveled in. This would include minimal impact camping and travel techniques, concern regarding wildlife, safety, and health issues
·  Demonstrate a basic understanding of the theory and application of navigation, including the use of map, compass, and altimeter and GPS readings
· Successfully plan and prepare for basic wilderness-based group trips
Tools & Equipment required:
	S No.
	DESCRIPTION

	1
	Different Types of Tents, mattress and sleeping bags

	2
	Ropes & knots with rock climbing equipment

	3
	Compass, altimeter, GPS, and Maps.

	4
	First aid kit

	5
	Mountaineering Equipment

	6

	Camping kitchen equipment (Light stoves & trek utensils)


	7
	Trekking & Mountaineering Rules & Regulations by (former) Federal Ministry of Tourism 





7. [bookmark: _Toc88556524]Develop Mechanism of tourist security

Overview:
This competency standard covers the competencies to apply skills and knowledge to develop mechanism of tourist security to identify threats, to connect with residents and assess political instability. The trainees will be able to enhance his/her skills to perform skilled security personnel by assessing the circumstances and situations.
	Competency Units
	Performance Criterion

	1. Analyze Security Threats
	P1:   Assess the situations under which the tourist can be unsafe 
P2:  Highlight the areas/regions/routes which are dangerous to travel through at day and night times 
P3: Locate the areas/regions with limited network services such as mobile signals and internet access 
P4: Ensure to have the history/data of previous harmful incidents’ outcomes and location
P5:   Devise the criteria to help tourist  

	2. Connect with local residents of destination
	P1:   Inform the tour agents/vendors of potential dangerous area
P2:   Inform tour agent prior to visit.
P3:   Acquire certain tips (such as time of travel and path to take) from tour agent to travel their area
P4:   Coordinate with agent during travelling to their area so one can accompany at entrance

	3. Assess current political instability and threats
	P1:  Obtain day to day update of news from news channels, newspapers
P2:   Mark the destinations where war or disharmony have taken place   
P3:  Acquire from residents of destination to have the real picture of situation instead of merely relying on news channels 
P4:   Devise the alternate and similar (destination) approach to take the tourist to avoid any unpleasant incident

	4. Develop prior set of instructions
	P1:   Enlist the checklist of instructions to guide tourist before departure 
P2: Perform the responsibilities of tourist guide in order to take immediate action and keep the traveler/tourist safe
P3:   Select the equipment (s) that can be taken to destination for safety of both the tourist and guide 
P4:   Identify the route to destination at early stage/before departure   

	5. Accompany appropriate vehicle
	P1: Inform the road system and physical appearance (such as carpeted, hick-ups, broken)
P2:   Consider taking 4-wheel drive to hilly areas with best condition of tires 
P3:   Avoid extending the passengers beyond capacity in the vehicle to destination
P4:   Take regular breaks to avoid restlessness of guide/driver   

	6. Exchange contact details with tourist
	P1:   Inform the SIM/mobile connection’s availability and strength of signals on the destination 
P2:   Communicate to have mobile batteries, power bank and credit recharged at the time of departure  
P3:   Develop a plan and let the tourist know how to act at first in case of emergency knocks 
P4:   Cross check to have your and travelers’ mobile numbers saved
P5:   Confirm to have your google maps App updated 



Understanding and Knowledge:
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards which includes the knowledge of:
· Possible threats
· Vendors and clients
· Identifying unpleasant situation
· Conducting safety measures

Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:
· Handle unpleasant situation

Tools & Equipment required:
	Sr. No
	DESCRIPTION

	1
	Internet access (at destination)

	2
	Mobile phones (both with guide and tourist)

	3
	Power bank (of high MGHs)

	4
	Google map application





8. [bookmark: _Toc88556525][bookmark: _Toc9610615]Develop sustainable tourism
Overview:
This competency standard covers the competencies to apply skills and knowledge to explore current and future impacts and benefits tourism has on the environment. The trainees will be able to explain sustainable tourism, its stakeholders’ influence and impact on various geographical areas. 
	Competency Units
	Performance Criterion

	1. Analyze Sustainable tourism, Stakeholder influence, and impact on various geographical areas

	P1:   Analyze the debate on the acceptance of sustainable tourism, exploring barriers and potential solutions. 
P2:   Differentiate between sustainable and eco-tourism determining the role of eco in sustainable tourism and critically evaluate the impact this has had on the events industry.
P3:   Planning for ecologically sustainable tourism operations
P3: Analyze the stakeholders and their influence on tourism development
P4:   Report and critique sustainable tourism among the different geographical areas

	2. Assess Competitive edge, trends, impacts, and sustainable principles
	P1:   Enlist existing destination assets of a destination and determine its competitive advantage
P2:   Inform sustainable trends within major hospitality/tourism-based companies
P3:   Analyze methods to reduce the negative impact to the environment of a host destination due to tourism development
P4:   Apply sustainable principles to the different sectors of tourism

	3. Plan Tourism development process
	P1: Communicate the objectives of the planning system in tourism
P2: Examine the legislation involved within the different types of applications and plans
P3: Report the different stages of the planning process for tourism developments

	4. Analyze the concept of sustainability and its application within tourism planning and development
	P1: Inform the concept of sustainability
P2: Analyze the inter-dependence of tourism and the economic, social, cultural and physical environments
P3: Analyze the fragility of the natural, built, and cultural resources that tourism depends on and the need to preserve these
P4: Analyze relevant reports, policies and strategies

	5. Highlight the positive and negative impacts of tourism development and suggest sustainable solutions
	P1: Evaluate the current economic, socio-cultural and environmental impacts of tourism development and activities
P2: Analyzing the importance of protecting ecosystems and biodiversity
P3: Assess examples of impacts that can occur both during the tourism development stages and after development has been completed
P4: Apply techniques used to overcome or minimize negative impacts from tourism development


Understanding and Knowledge:
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards which includes the knowledge of:
· Different type of tourism development & the concept of sustainability
· Physical and socio-cultural environment and tourism 
· Global issues
· Principles of sustainable tourism development 
· Environmental impacts associated with tourism development 
· Protecting ecosystems and biodiversity 
· Techniques used to overcome or minimize negative impacts from tourism development 
· Analyzing sustainable tourism business practices 

Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:
· Explain the tourism development planning process
· Analyze the concept of sustainability and its application within tourism planning and 
· Development 
· Comment on the positive and negative impacts of tourism development and suggest 
· Sustainable solutions
· Analyze the tourism industry’s response to current sustainability issues. 
· Recognize the factors effecting tourism sector
· Access tourism’s impact on socioeconomic condition of a destination

Tools & Equipment required:
	S No.
	DESCRIPTION

	1
	News / Magazine Reports on sustainable tourism

	2
	Documentaries

	3
	Picture and video clips of destinations, tours, and activities.

	4
	Tourism policy manuals

	5
	Research papers on sustainable /eco / responsible tourism



9. [bookmark: _Toc88556526]Manage the tourist destination
[bookmark: _Toc9610617]Overview:
This competency standard covers the skills and knowledge required to understand tourist destination management, marketing research, make destination a brand and markets it. The trainees will be able research market and introduce a tourism destination as a brand and communicate in market  
	Competency Units
	Performance Criterion

	1. Explore tourist destination 
	P1: Locate tourist destinations
P2: Classify natural and man-made exploring destinations
P3: Indicate the characteristics of destinations
P4: Analyze attractive features of selected destination

	2. Explore destination as a brand 
	P1: Generate the reasons of branding a destination
P2: Develop an idea to change the perception of unfavorable destinations 
P3: Create a common vision for the future of tourist destination
P4: Indicate the unique characteristics of destination
P5: Write a report of brand destination

	3. Perform the marketing activities to launch the brand destination
	P1: Find the role of stakeholders in the destination branding process 
P2: Select communication methods used to raise awareness of the destination’s brand identity
P3: Indicate the different media used to communicate the destination’s brand identity
P4: Communicate brand in targeted market
P5: Devise suitable method to market the brand with local communities.

	4. Monitor the Effectiveness of branding
	P1: Observe costs of branding 
P2: Find key performance indicators (KPIs) of current level of branding effectiveness
P3: Take survey from visitors about the brand 


Understanding and Knowledge:
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards which includes the knowledge of:
· Characteristic of a destination
· How to present a brand get financial and logistic support
· Communicate the brand in targeted market
· Monitor the effectiveness of branding 


Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:
· Brand a destination 
· Use effective communication skills to market the brand
· Monitor the brand effectiveness among tourists

Tools & Equipment required:
	Sr. No
	DESCRIPTION

	1
	Maps

	2
	Computer , Digital marketing

	3
	Pamphlets/brochures of destination





10. [bookmark: _Toc88556527]Recognize cultural & heritage tourism
Overview:
This competency standard covers the skills and knowledge required to understand the growth, purpose of cultural and heritage tourism and effect of different organization. The trainees will be able to analyze and review the growth and development of cultural and heritage tourism as well as find Influence of different organizations on cultural and heritage tourism.
	Competency Units
	Performance Criterion

	1. Comprehend the growth of heritage and cultural tourism 
	P1: Analyze the growth and development of the heritage and cultural tourism
P2: Indicate potential risk in the conservation of heritage and cultural resources
P3: Review the growth and development of cultural and heritage tourism 

	2. Recognize the purpose of cultural and heritage attractions
	P1: Indicate potential cultural and heritage tourism 
P2: Analyze needs of visitor for cultural and heritage tourism 
P3:  Realize the importance of cultural and heritage tourism

	3. Assess the ownership, roles and responsibilities of different organizations
	P1: Survey the impact of different types of ownership on the cultural and heritage tourism
P2: Analyze the roles and responsibilities of different organizations within heritage and cultural tourism
P3: Review the of roles and responsibility of organizations
P4: Convey the findings effectively to concern person



Understanding and Knowledge:
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards which includes the knowledge of:
· Growth and development in cultural and heritage tourism 
· Potential conflict 
· Need of visitor
· Impact of different organization on cultural and heritage tourism
Critical Evidence (s) required:
The trainee needs to produce following critical evidence (s) to be competent in this competency standard:
· Identify the tourist needs and attraction for cultural and heritage tourism 
· Enlist the potential conflicts in cultural and heritage tourism
· Survey the different organization for their role to cultural and heritage tourism
· Diff between sustainability and non-sustainability development


Tools & Equipment required:
	Sr. No
	DESCRIPTION

	1
	Cultural Historical Maps / GPS

	2
	Heritage sites brochures 

	3
	Computer

	4
	Stationary




	[bookmark: _Toc88556534]Entrepreneurial Skills



1. [bookmark: _Toc88556535]Develop Entrepreneurial Skills
Overview:
This Competency Standard identifies the competencies required to develop entrepreneurial skills by Hotel manager, in accordance with the organization’s approved guidelines and procedures. You will be expected to develop a business plan, collect information regarding revenue generation, develop a marketing plan and develop basic business communication skills. Your underpinning knowledge regarding entrepreneurial skills will be sufficient to provide you the basis for your work.

	Unit of Competency
	Performance Criteria

	1. Develop a business plan





 

	P1: Conduct a market survey to collect following information
· Business Model
· Financials
· Equipment Estimation
· Revenue Generation Sources 
· Marketing strategy 
· Market Trends 
· Overall Expenses 
P1: Select the best option in terms of cost, service, quality, sales, operational expenses
P2: Compile the information collected through the market survey, in the business plan format 

	2. Develop a marketing plan
	P1: Make a marketing plan for the service products, price, placement, promotion, people, packaging and positioning 
P2: Include the information of marketing plan in the business plan  

	3. Develop basic business communication skills
	P1: Communicate with guests using effective communication skills Use different modes of communication to communicate effectively e.g.: presentation, speaking, writing, listening, visual representation, reading etc.
P2: Use specific business terms used in the market




	 


Knowledge and Understanding

	The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:
· 7Ps of marketing including product, price, placement, promotion, people, packaging and positioning
· 7Cs of business communication
· Different modes of communication and their application in the industry 
· Specific business terms used in the industry 
· Available funding sources
· Low interest loans to start a new business
· Market survey and its tools e.g: questionnaire, interview, observation etc
· Market trends for specific product offering
· State the main elements of business plan
· Business plan format
Critical Evidence(s) Required
	The candidate needs to produce following critical evidence(s) to be competent in this competency standard:
· List 7Ps 
· List 7Cs


2. [bookmark: _Toc88556536]Apply project information management and communications techniques
Overview:
This unit describes the skills and knowledge required to provide a critical link between people, ideas and information at all stages in the project life cycle. It involves assisting the project team to plan communications, communicating information related to the project, and reviewing communications. It applies to individuals who are project practitioners working in a project support role.
	Unit of Competency
	Performance Criteria

	1.Contribute to communications planning 
	P1: Identify, source and contribute relevant information requirements to initial project documentation
P2: Contribute to developing and implementing the project communications plan and communications networks

	2.Conduct information-management activities

	P1: Act on and process project information according to agreed procedures as directed, to aid decision-making processes throughout project life cycle
P2: Maintain information to ensure data is secure and auditable

	3. Communicate project information
	P1: Communicate with clients and other stakeholders during project using agreed networks, processes and procedures to ensure flow of necessary information
P2: Ensure reports are prepared and released according to authorization, or produced for release by others
P3: Seek information and advice from appropriate project authorities as required

	4. Contribute to assessing effectiveness of communication
	P1: Assist in ongoing review of project outcomes to determine effectiveness of communications-management activities
P2: Report communications-management issues and responses to higher project authorities for application of lessons learned to future projects



Knowledge and Understanding
	The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:
· Summarize models and methods of communications management in context of project life cycle and other project management functions
· Importance of managing risk by treating information securely
· Methods of reviewing outcomes
· Organizational policies and procedures relevant to this role in a specific context.


Critical Evidence(s) Required
	The candidate needs to produce following critical evidence(s) to be competent in this competency standard:
A person who demonstrates competency in this unit must be able to provide evidence of the ability to apply project information management and communications techniques. The evidence should integrate employability skills with workplace tasks and job roles and verify competency is able to be transferred to other circumstances and environments.


3. [bookmark: _Toc88556537]Apply Project Human Resources Management

         Overview:

This unit describes the skills and knowledge required to assist with aspects of human resources management of a project. It involves establishing human resource requirements, identifying the learning and development needs of people working on the project, facilitating these needs being met, and resolving conflict in the team. It applies to individuals who are project practitioners working in a project support role.

	Unit of Competency 
	Performance Criteria 

	1. Assist in determining human resource requirements

 

	P1: Analyze work breakdown structure to determine human resource requirements
P2: Prepare a skills analysis of project personnel against project task requirements
P3: Assist in assigning responsibilities for achieving project deliverables

	2. Contribute to establishing and maintaining productive team relationships
	P1: Actively seek views and opinions of team members during task planning and implementation
P2: Promote cooperation and effective activities, goals and relationships within team
P3: Communicate with others using styles and methods appropriate to organizational standards, group expectations and desired outcomes
P4: Communicate information and ideas to others in a logical, concise and understandable manner
P5: Regularly seek feedback on nature and quality of work relationships, and use feedback as basis for own improvement and development




	3. Assist with human resource monitoring
	P1: Monitor work of project personnel against assigned roles and responsibilities within delegated authority levels
P2: Monitor and control actual effort against project plan
P3: Review skill levels against allocated tasks and recommend solutions, where required, to others
P4: Advise others within delegated authority when assigned responsibilities are not met by project personnel
P5: Undertake work in a multi-disciplinary environment according to established human resource management practices, plans, guidelines and procedures
P6: Resolve conflict within delegated authority according to agreed dispute-resolution processes
P7: Assist in offering human resource development opportunities to individuals with skill gaps

	4. Contribute to evaluating human resource practices
	P1: Contribute to assessing effectiveness of project human resources management
P2: Document lessons learned to support continuous improvement processes



Knowledge and Understanding

	The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:

· Alternative project personnel engagement options
· Job design principles and work breakdown structures
· Learning and development approaches that can be incorporated into project life cycle
· Methods for skills analysis
· Project roles, responsibilities and reporting requirements for human resources.
Critical Evidence(s) Required
	The candidate needs to produce following critical evidence(s) to be competent in this competency standard:
A candidate who demonstrates competency in this unit must be able to provide evidence of the ability to apply project human resources management approaches. The evidence should integrate employability skills with workplace tasks and job roles and verify competency is able to be transferred to other circumstances and environments


4. [bookmark: _Toc88556538]Develop Project Management Plan
Overview:
This unit describes the skills and knowledge to develop a plan for a hotel management plan, including assessing project requirements and planning for all stages to completion and final documentation.
	Unit of Competency
	Performance Criteria

	1. Prepare project management plan





 

	P1: Evaluate and assess project brief and related documents 
P2: Produce document on project tasks and associated timelines, including installation processes and test requirements 
P3: Assess and produce document on resource requirements to assist allocation of appropriate resources
P4: Produce training plan assessing training needs and associated timelines for efficient project implementation
P5: Determine and document budgetary requirements
P6: Discuss roles of all identified parties associated with project to ensure their involvement
P7: Produce project verification document, including monitoring and control processes, and review processes such as quality audits
P8: Consult with all relevant parties prior to finalizing draft plan and make changes as appropriate


	2. Develop and evaluate management plan
	P1: Produce preliminary plan for consultation, including identified factors that may impact on realization of project and observance of relevant legislation, codes, regulation and standards
P2: Consult with client and clarify any amendment
P3: Develop final plan with recommendations


	3. Communicate project information
	P1: Produce and document final plan to include implementation details and training needs 
P2: Present plan to client and obtain sign off 

	4. Contribute to assessing effectiveness of communication
	P1: Assist in ongoing review of project outcomes to determine effectiveness of communications-management activities
P2: Report communications-management issues and responses to higher project authorities for application of lessons learned to future projects





Knowledge and Understanding
	The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:
· Key attributes of common telecommunications applications and related equipment
· Evaluate the connections to carrier infrastructure or equipment
· Current legislation relating to the design of installation of telecommunications equipment and connection to carrier services
· Advantages of leasing and purchase options to assist in delivering cost effective solutions
· Evaluate network and transmission equipment
· Network topologies, and interface and interconnect solutions
· Workplace health and safety (WHS) issues that need to be built into a plan, with consideration of:
· electrical safety
· materials handling
· physical hazards
· confined spaces
· heights
· lifting
· Evaluate the power requirements and electrical safety aspects of the installation plan
· Performance parameters and typical faults that may be encountered in client equipment and related connection and transmission media
· Various test equipment types suitable for tests to be made
· Warranty information for equipment supplies and contractor work guarantees.
Critical Evidence(s) Required
	           The candidate needs to produce following critical evidence(s) to be competent in this competency standard:
A person who demonstrates competency in this unit must be able to provide evidence of the ability to develop a project management plan. The evidence should integrate employability skills with workplace tasks and job roles and verify competency is able to be transferred to other circumstances and environments.
· determine the project attributes and specifications
· prepare a coherent draft project management plan
· consult on and revise a project management plan
· document final project management plan and obtain sign off



	
5. [bookmark: _Toc88556539]Develop sales plan
Overview:
This unit describes the skills and knowledge required to develop a sales plan for a product or service for a team covering a specified sales territory based on strategic objectives and in accordance with established performance targets. It applies to individuals working in a supervisory or managerial sales role who develop a sales plan for a product or service.
	Unit of Competency
	Performance Criteria

	1. Identify organizational strategic direction



 

	P1: Obtain and analyze assessment of market needs and strategic planning documents
P2: Review previous sales performance and successful approaches to identify factors affecting performance
P3: Analyze information on market needs, new opportunities, customer profiles and requirements as a basis for decision making
P4: Carry out competitor analysis for rate structure

	2. Establish performance targets
	P1: Determine practical and achievable sales targets
P2: Establish realistic timelines for achieving targets
P3: Determine measures to allow for monitoring of performance
P4: Ensure objectives of the sales plan and style of the campaign are consistent with organizational strategic objectives and corporate image

	3. Develop a sales plan for a product
	P1: Determine approaches to be used to meet sales objectives
P2: Identify additional expertise requirements and allocate budgetary resources accordingly
P3: Identify risks and develop risk controls
P4: Develop advertising and promotional strategy for product
P5: Identify appropriate distribution channels for product
P6: Prepare a budget for the sales plan
P7: Present documented sales plan to appropriate personnel for approval

	4. Identify support requirements
	P1: Identify and acquire staff resources to implement sales plan
P2: Develop an appropriate selling approach
P3: Train staff in the selling approach selected
P4: Develop and assess staff knowledge of product to be sold

	5. Monitor and review sales plan
	P1: Monitor implementation of the sales plan
P2: Record data measuring performance versus sales targets
P3: Make adjustments to sales plan as required to ensure required results are obtained


  


Knowledge and Understanding
	The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:

· Outline principles and techniques for selling
· Outline methods for monitoring sales outcomes
· Statistical techniques for analyzing sales and market trends
· Internal and external sources of information that are relevant to identifying organizational strategic direction and developing a product sales plan.
· Competitors intelligence
Critical Evidence(s) Required
	The candidate needs to produce following critical evidence(s) to be competent in this competency standard:
A person who demonstrates competency in this unit must be able to provide evidence of the ability to develop a sales plan. The evidence should integrate employability skills with workplace tasks and job roles and verify competency is able to be transferred to other circumstances and environments.
· Analyze information from a range of sources to develop a sales plan for a product and sales territory that meets organizational strategic direction including:
· resource requirements and budget
· achievable sales targets
· performance measures
· approaches to be used to meet objectives
· risk management
· advertising and promotional strategy
· product distribution channels
· Acquire staff, develop selling approach and provide training support on product knowledge and sales approach
· Monitor and evaluate performance and adjust the plan as appropriate.
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