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1. 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 (NTCB) has been constituted for the first time involving industry professionals to tackle issues currently faced by the tourism industry as well as others stakeholders.
 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 study the subject contents both for male and female trainees at Diploma level. This training program covers basics of the subject like introduction of the concept, principles, constituents, organization, entrepreneurship skills; the economic and managerial aspects of tourism; the historical and modern insights into the industry; the marketing, organizational and technological issues involved at national level. It involves the management of multiple activities such as studying tour destination, planning the tour, making travel arrangements and providing accommodation. It also covers marketing efforts to attract tourists to travel particular destinations at local, regional, national and international levels.
[bookmark: _Toc88652460]2. Purpose 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.
1. Discuss issues/challenges in tourism industry, such as the impacts of tourism and corporate social responsibility practices for       implementation.
1. Point out relevant industry stakeholders & their roles in driving innovative tourism policy-making and strategic decision-making.
[bookmark: _Toc88652461]3. Overall objectives of training course

The primary objective of this training program is to provide the trainees with up-to-date knowledge and skills required for tour management operations to cope the challenges of the tourism industry. After qualifying the course at different levels (Level 1 – 5), the students will be able to get job in the tourism industry and also be able to perform as entrepreneurs. The contents of the course are specifically designed in such a way that it covers all the major tourism aspects hence, the students are sufficiently exposed to operational requirements of this sector and are ready to perform their duties confidently.

    The overall objectives of this qualification are to:

· Improve the overall quality of training delivery and setting national benchmarks for training of Tourism Management (Level 1-5) at national level.
· Provide flexible and progressive learning opportunities for trainees to receive relevant and up-to-date skills in tourism industry.
· Provide basics for competency-based assessment which is recognized and accepted by employers in modern days.
· Establish a standardized and sustainable training in consultation with the tourism industry.



[bookmark: _Toc88652462]4. Competencies to be gained after completion of course

After completing this course, the students will be capable of performing different tourism management operations effectively in tourism industry. Furthermore, this skilled training program enables the students to develop multispectral competencies such as creative thinking, problem solving, research skills, personal and group management, presentation and communication skills, technical and professional negotiations related to Tourism Management operations. The below listed competencies imprinted by this training program are quite prominent to the students’ profile to enhance their employability in Tourism Industry:

· Knowledge and concepts of processing operations in tourism industry.
· Creative thinking and troubleshooting skills in operations.
· Potential to translate theoretical knowledge into practice.
· Identify and explore potential areas of opportunities.
· Develop strategies to maintain quality and safety.
· Time management, team building and conflict resolution with stakeholders.
· Safe and secure use of workplace tools, techniques and materials at on sites.
· Digital documentation and effective communication skills.
· Working in commercial setups and meeting the timelines.

[bookmark: _Toc88652463][bookmark: _Hlk61348492]5. Job opportunities available immediately and in the future

     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 Tourism Transport Assistant Level 2, Ticketing  reservation Assistant Level 2, Tour Guide Level 3, Camp Supervisor Level 3, Tour Leader Level 4, Event coordinator Level 4, Assistant Tour Manager Level 4, Tour Counselor Level 5, Assistant Tourism Officer Level 5.A
[bookmark: _Hlk61348527]
[bookmark: _Toc88652464]6. Trainee Entry Level:

Entry requirements of these qualifications are Matric or level 4 or equivalent. 

[bookmark: _Toc88652465]7. Minimum Qualification of Trainer
· 2-5 years of professional experience in tourism industry after DAE (Tourism  Management)/ Bachelors degree in Tourism Management.

[bookmark: _Toc88652466]8. Recommended trainer: trainee ratio
· The recommended trainer and trainee ratio is 1:24 per class

[bookmark: _Toc88652467]Medium of Instruction:
· Urdu, English or Local Language



[bookmark: _Toc88652468]10. QUALIFICATION DEVELOPMENT COMMITTEE
  The following members participated in the qualifications development workshop from 25-29,Jan,  2021, in Lahore:
	Sr. No
	Name & Designation
	Organization

	1. 
	Mr. Muhammad Asim 
Coordinator/ Deputy Director
	SS&C Wing-NAVTTC, Islamabad 

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

	1. 
	Mr. Ali Raza
Instructor
	GSTC, Faisalabad

	1. 
	Mr. Muslim Farooq
Tourism Instructor
	ITHM, Lahore

	1. 
	Mr. Mohsin Ali Sindhu
Director Operations / Consultant
	Bara-Dari Event Complex , Lahore

	1. 
	Ms. Haifa Azhar
Manager Sales & Marketing
	Park Lane Hotel, Lahore

	1. 
	Ms. Mariyam Zahid
Sr Trainer/Freelancer/Consultant
	Hashoo Foundation, Lahore

	1. 
	Mr. Mujahid Hussain 
Freelancer/ Trainer/Consultant
	Islamabad 

	1. 
	Mr. Muhammad Mazhar Virk
Administrator
	Offroad Travel and Tours, Lahore

	1. 
	Mr. Numan Asif
Consultant/ Visiting faculty
	COTHM, Lahore

	1. 
	Mr. Qasim Raza
Manager Academics/Sr Instructor
	ITHM, Faisalabad

	1. 
	Ms. Farwah Munir
Freelancer
	Lahore


[bookmark: _Toc88652469]11. Duration of Course (Total time, theory & practical)
	Module #
	Title
	Theory Total
(Hours)
	Practical Total
(Hours)
	Total
(Hours)
	Credit hours

	1. 
	Manage Visitors Attractions
	40
	60
	100
	10

	2. 
	Apply tourism Promotional Techniques
	40
	60
	100
	10

	3. 
	Apply Principles of Marketing in Tourism
	20
	80
	100
	10

	4. 
	Develop Sports Tourism 
	40
	40
	80
	8

	5. 
	Identify Ecotourism
	40
	60
	100
	10

	6. 
	Manage Gastronomy and Culinary Tourism
	20
	60
	80
	8

	7. 
	Manage Tourist Transport Operations
	20
	40
	60
	6

	8. 
	General Adventure Activities in Tourism
	30
	50
	80
	8

	9. 
	Interpret Air Travel
	40
	60
	100
	10

	10. 
	Apply Risk Management Techniques in Tourism
	30
	40
	70
	7

	11. 
	Develop and up-date Tourism Skills
	30
	40
	70
	7

	12. 
	Develop Tour Packages
	40
	60
	100
	10

	13. 
	Promote Tourism Products & Services
	30
	70
	100
	10

	14. 
	Manage Resorts
	20
	40
	60
	6

	Total hours
	440
	760
	1200
	120






















[bookmark: _Toc88652470]12.SUMMARY OF COMPETENCY STANDARDS

The proposed curriculum is composed along with generic modules that will be covered in 1200 hrs. It is proposed that the course will be delivered in ONE year period (Level 4). The distribution of contact hours (practical & theory) is given below:

· Theory: 440 hours

· Practical: 760 hours

[bookmark: _Toc88652471]13. SUMMARY – OVERVIEW OF THE CURRICULUM (Core Competences)

	Module Title
	Learning Units
	Theory Days/hours
	Workplace Days/hours
	Timeframe of modules

	Module 1
[bookmark: _Toc9610570]Manage Visitor Attractions
	LU1. Identify the key features of visitor attractions
LU2. Classify the visitor attractions for different visitor types
LU3. Analyze the impacts on visitor attractions
LU4. Plan the management strategies used at visitor attractions
	
40
	60
	100

	Module 2
[bookmark: _Toc9610572]Apply Tourism Promotional
Techniques

	LU1. Understand the role of promotion in    tourism
LU2. Identify promotion methods in tourism
LU3. Conduct a promotional campaign for tourism

	40
	60
	100

	Module 3
[bookmark: _Toc9610574]Apply Principles of Marketing in Tourism
	LU1.  Identify and apply the basics of marketing mix
LU2. Examine the role of marketing
LU3. Coordinate the production of marketing materials
LU4. Evaluate market research techniques to identify target markets

	

20
	

80
	

100

	Module 4
Develop Sports Tourism
	LU1. Understand Sports Tourism
LU2. Identify sports tourism Activities
LU3. Develop Sports and Tourism Connection
LU4. Coordinate Sports Tourism with Environment


	
40
	
40
	80

	Module 5.
[bookmark: _Toc9610580]Identify Ecotourism
	LU1. Define ecotourism and eco-tourist
LU2. Identify Environmental Sustainable Practices
LU3. Identify the Natural Areas
LU4. Develop Interpretation, Education and Conservation
LU5. Identify Local Communities, Peace and Cultural Understanding
LU6. Establish Best Practice Ecotourism Package


	
40
	
60
	100

	Module 6.
Manage Gastronomy and Culinary Tourism
	LU1. Identify famous regional food area
LU2. Manage A Food Business
LU3. Explore Food festival as tourist attraction
LU4. Introduce Food as a marketing tool of tourism

	


20
	


60
	


80

	Module 7
Manage Tourist Transportation operations
	LU1. Coordinate with tourists
LU2. Schedule the transport operations
LU3. Monitor the transport operations
LU4. Conduct and manage vehicle operations

	
20
	
40
	
60

	Module 8
General adventure activities
in Tourism

	LU1. Identify  Domestic tourism (Day Visits and Overnight)
LU2. Identify Adventure based activities
LU3. Realize Water based activities
LU4. Discover Nature
LU5. Identify man-made activities
	
30
	50
	80

	Module 9
Interpret Air Travel
	LU1. Examine current trends in the airline/airport industry
LU2. Assess the process client enquires for general information on scheduled air travel
LU3. Operate computerized reservation system
LU4. Apply Advanced Airfare Rules and Procedures
LU5. Demonstrate airline computer reservation and associated procedures
LU6. Calculate and Quote published fares for domestic and international journeys
LU7. Interpret current documentation used in air travel

	


40
	


60
	


100

	Module 10
Apply Risk Management
Techniques in Tourism

	LU1. Mark   Risk  for Tourism and related sector, Individual Traveler
LU2. Examine risks to the safety and security of visitors, host communities and tourism employees
LU3. Arrange information on hazards and Manage risks
LU4. Develop Hazard List
LU5. Evaluate  appropriate safety plan

	30
	40
	70

	Module 11
Develop and up-date Tourism skills
	LU1. Identify skill standards
LU2. Develop  training program

	30
	40
	70

	Module 12
Develop Tour Packages

	LU1. Develop tour itineraries
LU2. Apply tour costing tips

	
40
	60
	100

	Module 13
Promote Tourism Products & Services

	LU1. Describe promotional initiatives for tourism products and services
LU2. Develop a promotion efforts
LU3. Verbally promote tourism products and/or services to customers
LU4. Coordinate the Production of Brochures and Promotion Materials
LU5. Source and Package Tourism Products and Services

	30
	70
	100

	Module 14
Manage Resorts
	LU1. Familiarize with structure of resort operations
LU2. Understand quality systems and procedures
LU3. Manage the     issues related to unseen incidents
	20
	40
	60

	SOFT SKILLS

	Module1.
Manage Meetings
	LU1. Prepare for meetings
LU2. Conduct meetings
LU3. Follow up meetings
	10
	40
	50

	Module 2.
Undertake project work
	LU1. Define project
LU2. Develop project plan
LU3. Administer and monitor project
LU4. Finalize the project
	20
	50
	70

	Module 3.
Work safety in an office environment
	LU1. Work safely
LU2. Implement workplace safety requirements
LU3. Participate in OHS consultative processes
LU4. Follow safety procedures
	10
	40
	50

	Module 4.
Develop workplace documents
	LU1. Interpret written information
LU2. Develop written materials
LU3. Draft document
LU4. Review document
LU5. Write final document
	20
	40
	60

	Module 5.
Maintain professionalism in workplace
	LU1. Respect work timeframes
LU2. Maintain personal appearance and hygiene
LU3. Maintain adequate distance with colleagues and clients
LU4. Work in an ethical manner
	20
	40
	60











[bookmark: _Toc88652483]LEVEL- 4






[bookmark: _Toc88652484]Module 1: Manage Visitors Attractions
Objective: After completing this module, the learner will be able to manage visitor attractions carry out guests to the proposed sites.

	Duration:
	Total hours
	100
	Practical
	60
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning  Place

	 LU1. Identify the key features of visitor attractions.
	· Differentiate between different types of visitor attractions.

· Recognize key objectives of different types of visitor attractions.


· Describe the role of agencies and organizations involved in different types of visitor attractions
	· Understand Visitor needs.

· Identify the value addition to the visitor.
  

· Define Opening times e.g., seasonal closure to aid recovery of natural habitats.
	10 hours Theory

15 hours Practical

Total:25hours
	· Visitor maps.
· Transport information.
· Human accessibility equipment like wheelchairs etc.
· Broachers (I.E.C) material visitor attractions


	
Classroom 

	LU2. Classify the visitor attractions for different visitor types
	·  Observe the needs of different visitor types are met at visitor attractions. 

· Apply motivational theories to  explore the appeal of different visitor attractions
	· Understand visitor demand e.g., visitor flows. 

· Explain how to Manage different group of visitors e.g. (University Tour, Family Tourist group)

	10 hours Theory

15 hours Practical

Total:25
	· Visitor maps.
· Transport information.
· Human accessibility equipment like wheelchairs etc.
· Broachers (I.E.C) material visitor attractions

	Classroom 

	LU3. Analyze the impacts on visitor attractions
	· Evaluate the economic impact of visitor attractions. 
· Analyze the impact of visitor attraction on the environment and local communities
	· Explain impacts, (Economic, Environmental) 

·  Define codes of conducts for visitors.

	10 hours Theory

15 hours Practical
Total:25
	· Visitor maps.
· Transport information.
· Human accessibility equipment like wheelchairs etc.
· Broachers (I.E.C) material visitor attractions

	

	LU4. Plan the management strategies used at visitor attractions
	· Assess management strategies used at visitor attractions.
· Implement the management strategies at visitor attractions to enhance sustainability
	· Explain different type of strategies to attract visitor.

· Presentation on management strategies  for sustainability 

	10 hours Theory

15 hours Practical
Total:25
	· Visitor maps.
· Transport information.
· Human accessibility equipment like wheelchairs etc.
· Broachers (I.E.C) material visitor attractions

	




[bookmark: _Toc88652485]Module 2: Apply tourism Promotional Techniques.
Objective: This Module covers the skills and required knowledge to develop the understanding of promotion in business and to practice evaluation of existing campaigns and development of new ones.  It will provide the trainee with marketing skills to enhance the business revenue.

	Duration:
	Total hours
	100
	Practical
	60
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU 1: Analyze the role of promotion in    tourism
	· Explain the aims of promotion in tourism business.
	
· Identify the measurement procedure of a promotional        campaign.

· Demonstrate the regulating activities of tourism promotion 
	· Integration/interrelationship with promotional activities.

· Promotional campaign in local/regional tourism.

· Presentation on public regulation for tourism promotion.


	15 hours Theory

20 hours Practical

Total:35hours
	· Advertisement brochures
· Stationary
· Local rout maps

	Classroom and workplace

	LU 2: Identify promotion methods in tourism
	· Explain the different promotional methods used by tourism business.

· Explore current trends in choice of promotional methods in tourism.

· Analyze the importance of branding in tourism promotion
	· Explain Promotional methods (e.g., advertising, personal selling, sales promotion, public 
relations, exhibitions)

· Importance of brand image activities. 
	15 hours Theory

20 hours
Practical

Total:35
	· Promotional banners
	Classroom and
Workplace

	LU 3: Conduct a promotional campaign for tourism
	· Demonstrate purpose aims and objectives for a promotional campaign. 

·  Rationalize choice of target customers for the promotional campaign.

· Devise suitable promotional tourist activities
	· Illustrate promotional strategies. 

· Presentation on customer market.

· Role Play (Organize a promotional event for in school for local feast.)
	10 hours Theory

20 hours
Practical

Total:30
	· Stationary
· Multimedia 
· Computer System with MS Office 
	Classroom and
workplace



[bookmark: _Toc88652486]Module 3: Apply Principles of Marketing in Tourism
Objective: This Module covers the skills and required knowledge to demonstrate the understanding of basic principles of marketing. It introduces the main theories and activities associated with marketing in the travel and tourism industry. 

	Duration:
	Total hours
	100
	Practical
	80
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Identify and apply the basics of marketing mix
	· Identify the elements of the marketing mix. 

· Evaluate the components of the product offered by tourism business.

·  Be aware of possible changes required in the marketing mix for improvement purposes.

· Indicate the potential market share and customer needs.
	· Define the Elements of the marketing mix (4 Ps).
 
· Nature of the travel and tourism product and its impact on marketing practices.

· Role play on identify customers’ needs. 

	05 hours Theory

20 hours Practical

Total hours 25
	· Stationary,
· Advertisement brochures,
· Promotional banners
	Classroom and workplace

	LU2. Examine the role of marketing
	· Analyze the impacts of seasonality on marketing practices in tourism.

·  Study the possible outcome of marketing strategy.

· Analyze the factors influencing the demand for the travel and tourism product in an area
	· Target markets and potential customers

· Explain Marketing strategy according to the tourism area.

· Discuss the influencing factor on travel and tourism.

· Present possible outcomes of marketing. 
	05 hours Theory

15 hours Practical

Total:20
	Computer System with MS Office 
	Classroom and workplace

	LU3. Coordinate the production of marketing materials 
	· Use of social media platforms

· Design user experience, user experience as per digital marketing


· Plan the production of brochures and effective marketing materials.

· Collected information to be included in marketing materials.

· Obtain quotations for artwork and printing. 
· Coordinate the production and distribution of marketing materials
	· Production requirements of marketing materials.

· Gather and demonstrate the information for marketing material.

· Role play on distribution of marketing material.

· Simulation on collection of quotation. 

· Presentation 
on 5C’s of marketing. 

	05 hours Theory

30 hours Practical

Total:35
	Computer System with MS Office
Request for quotation sample. 

	Classroom and workplace

	LU4. Evaluate market research techniques to identify target markets
	·  Keep the record of good quality information to facilitate the marketing process.

· Identify the types and sources of information that travel, and tourism businesses could use in the marketing process.

· Demonstrate the methods of consumer behavior research in the travel and tourism sector.

· Measure of traffic generated by social media
	· Define 4Ps of Marketing W.R.T Tourism destinations.

· Conduct a market survey to monitor 4 P’s of Marketing.

· Role play on 5Cs of communication. 




	05 hours Theory

15 hours Practical

Total:20
	Computer System with MS Office
	Classroom and workplace




[bookmark: _Toc88652487]Module 4: Develop Sports Tourism
Objective: After completing this module, the learner will be able to manage sports tourism, behavioral, historical, economical, management, marketing, environmental and policy perspective.

	Duration:
	Total hours
	80
	Practical
	40
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Explore Sports Tourism
	· Explore Sport tourism with reference to mobility and identity.

· Identify Sport tourism in a global world.

· Recognize Sports and contemporary mobility.

· Explore culture and identity for sports tourism
	· Understand sports tourism industry.

· Discuss on Various sorts of sports tourism and sports tourists. 

· Discuss how to organize a sports event in your school level.

· Discuss different cultural sports.
	05 hours Theory

10 hours Practical

Total hours 15
	· Stationery 
· Computers System with MS office  

	Classroom and workplace

	LU2. Identify sports tourism Activities
	· Recognize mobility of elite competitors.

· Identify Spectatorship and spectator experiences.

· Recognize Recreational sport and serious leisure.
	· Discussion on sports tourism motivation.

·  Explain various factors which enhance the sports tourism activity.


	05 hours Theory

10 hours Practical

Total hours:15
	Visuals of famous cultural sports events. 

	Classroom and workplace

	LU3.  Develop Sports and Tourism Connection
	· Identify Authentic experiences

· Define Temporary sport migrants.

· Seek awareness of transnationalism, migration and diasporas
	· Explain the strategies for sports tourists’ destinations. 

· Enlist sports Organizations (public & private).

· Presentation on sports tourism and its elements. 
	15 hours Theory

10 hours Practical

Total hours 25
	· Computers System with MS office  

	Classroom and workplace

	LU4.Coordinate Sport Tourism with Environment
	· Identify Modern landscapes and retro parks.



· Explain Place attachment


· Identify Sport and place competition.

· Explain Globalization, mobility, and identity: Building theoretical informed insights into the study of sport and tourism
	· Enlist National parks, Modern landscapes, and retro parks on national level. 

· Discuss sports place attachments with the tourist destination.



· Presentation on globalization with eco-friendly practices.
	15 hours Theory

10 hours Practical

Total hours 25
	· Sports activities calendars,
· Computer
· Telephone, 

· Printer

	



[bookmark: _Toc88652488]Module 5. Identify Ecotourism
Objective: This Module covers the competencies to acclimate skills and knowledge about nature of the travel industry and ecotourism to develop tour itineraries and tour costing. The trainees will be able to brief fundamental components of ecotourism. 

	Duration:
	Total hours
	100
	Practical
	60
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools
& Equipment) Required
	Learning Place

	LU1.  Explore ecotourism and eco-tourist
	· Distinguish between tourism and ecotourism Explain the role of eco labeling within ecotourism.

· Develop an understanding of Green box.

· Define the principles of ecotourism and demonstrate how their enterprise strives to achieve these principles
	· Principles of ecotourism

· Sample of an international ecotourism project and eco-labeling.

· Explain green box impact.
.

	8 hours Theory

10 hours Practical

Total hours: 18
	· Environmental policy journals
· Computer System with MS Office & Internet connection
· Banners
	Classroom and workplace

	LU2.  Identify Environmentally Sustainable Practices
	· Focus on tourism policy within their ecotourism enterprise which focuses on energy, waste, water, chemical use, wildlife and biodiversity, and green purchasing.

· Communicate their environmentally sustainable practice to their staff, visitors and community and explain to visitors how they can minimize their environmental impact while on holiday
	· Examples of good environmentally sustainable practices including one on conservation.

· Example of how ecotourism could benefit the learner’s local community.

· Define sustainable tourism practices.


	06 hours Theory

10 hours Practical

Total hours:16
	Computer, Telephone, Fax, Printer 
	Classroom and workplace

	LU3.  Identify the Natural Areas
	· Demonstrate an understanding of the landowner debate.

· Demonstrate an understanding of ‘Leave no Trace’ policy.

· Identify the need to manage and restrict numbers of visitors while experiencing nature.

· Discuss the role of education and interpretation as part of their ecotourism product
	· Provide information on the Green-box project and its activities, a profile of international ecotourism organizations and a list of course members.

· Explain the’ leave no trace policy’.

· Role play on role of education in eco-tourism. 

	06 hours Theory

10 hours Practical

Total hours:16
	· 
	Classroom and workplace

	LU 4.  Develop Interpretation, Education and Conservation
	· Explain the role of interpreting nature for tourists as part of their tourism product.

· Identify the need for an interpretive and education component for their ecotourism product.

· Explain the importance of conservation within their ecotourism product
	· Define interpretation method.

· Conversation of eco-tourism.

· Describe the need for an interpretive and education component (global warming and its preventative actions).


	06 hours Theory

10 hours Practical

Total hours:16
	· Computer System with MS Office & Internet connection

	Classroom and workplace

	LU5.  Identify Local Communities, Peace and Cultural Understanding
	· Demonstrate an understanding of the contribution that ecotourism makes to the community.

· Work with the community on events to conserve the environment.

· Communicate the role of ecotourism in promoting cross cultural understanding and respect and awareness of heritage
	· Explain about local communities cultural.
 
· Differentiate  culture and cross culture.


	06 hours Theory

10 hours Practical

Total hours:16
	· Computer System with MS Office & Internet connection

	Classroom and workplace

	LU6. Establish Best Practice Ecotourism Package
	· Discuss the importance of responsible marketing within ecotourism.

· Demonstrate an understanding of delivering standards and developing ecotourism packages.

· Demonstrate an understanding of the necessary marketing tools to promote ecotourism.

· Identify the importance of collecting market research from their visitors
	· Explain the practices of marketing of ecotourism. 

· Define Eco-Tourism packages. 

· Importance of Visitor feedback form.


	08 hours Theory

10 hours Practical

Total hours:18
	· Computer System with MS Office & Internet connection

	Classroom and workplace



[bookmark: _Toc88652489]Module 6: Manage Gastronomy and Culinary Tourism
Objective: After completing this module, the learner will be able to implement and apply best practices of economic food tourism, social and promotional importance of gastronomy in the development of local and national economies and its impact in the tourism and travel industry.

	Duration:
	Total hours
	80
	Practical
	60
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Identify famous regional food area.
	· Highlight popular food serving areas in the region.

· Classify food points on price and culture basis.

· Search for local food experiences.

· Develop relationship with local food vendors.
	· Define the terms such as food tourism, culinary tourism and global gastronomic tourism, and the social and cultural contexts.

· Discuss World’s culinary aspects and cuisines.

· Discuss strategic role of vendors & suppliers.
	10 hours Theory

18 hours Practical

Total hours: 28
	Map/direction to food service area 
	Classroom and workplace

	LU2. Manage a food business.

	· Organize and manage a food enterprise.

· Analyze future of food industry. 

· Evaluate growth of online food industry.
	
	· Discuss the growth of food tourism.

· Explain the components of food business plan.

· Checklist for a food business (temperature control, ambience of outlet and service quality).


	05 hours Theory

13 hours Practical

Total hours:18
	Administrative permit 
	Classroom and
workplace

	LU3. Explore Food festival as tourist attraction
	· Explore national food festivals.

· Plan food exhibition to promote food tourism.

· Visit exhibitions that explain the history of local cuisine
	· Define the 09 key elements that successful a food business.

· Introduction of different food festivals around the globe. 

	05 hours Theory

12 hours Practical

Total hours:17
	Exhibition Promotional banner 
	Classroom and workplace

	LU4. Introduce Food as a marketing tool of tourism
	· Participate in gastronomic events and festivals.

· Prepare promotional materials for gastronomic tourism.

· Apply pull strategy to attract visitors on special cuisines  
	· Role of food tourism to promote cultural. 

· Define marketing tools for food tourism.

· Explain the ways of promotion of food tourism. 

	05 hours Theory

12 hours Practical

Total hours:17
	Computer System with MS Office
	




[bookmark: _Toc88652490]Module 7: Manage Tourist Transport Operations
Objective: After completing this module, the learner will be able to apply skills and knowledge to plan and schedule the transport requirements after coordinating customers, organizing and monitoring the operations. It will further enable the trainees to develop the skills of managing transport, maintenance of transport vehicles and supervision of drivers.

	Duration:
	Total hours
	60
	Practical
	40
	Theory
	20


 
	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Coordinate with tourists
	· Ensure to attend all calls from tourists. 

· Obtain tourist personal details and pick-up/drop-off locations.

·  Acknowledge the special requirements of tourists.

· Inform tourists about various available tour packages.

· Share the transportation details with the tourists
	· Explain managing behavioral etiquettes with the customers.

· Effective coordination with tourists.

· Role play on communication with difficult customers. 

· Enlist transportation details for tourists. 


	05 hours Theory

10 hours Practical

Total hours 15
	Computer system with MS Office and Internet connection 
	Classroom and workplace

	LU2. Schedule the transport operations
	· Organize and manage the work of driving staff.

· Allocate the vehicles on daily or weekly basis to the drivers.

· Allot the driver, based on the customer requirement and the availability of the drivers.

· Schedule daily work assignments for the drivers
· Coordinate the schedule of transport activities based on the tourist requirement.

· Screen the luggage and passengers before travelling.

· Ensure there are no hazardous items carried.
· Warn the drivers who carry an unpleasant personality and non-professional Etiquette
	· Explain to manage a Transport Company.

· Code of conducts for drivers. 

· Prepare roster and work plan for drivers.
 
· Explain transport management operation.

· Define the element of transport services.

· Define safety and security measures for drivers and customers.
	03 hours Theory

12 hours Practical

Total hours:15
	Computer system with MS Office and Internet connection
	Classroom and workplace

	LU3. Monitor the transport operations
	· Develop the instructions and manuals for the transportation officers.

· Manage the maps and driving directions for long trips to ensure efficiency. 

· Check for the safety and maintenance of the vehicles.

· Monitor the control and discipline of the drivers.
 
· Evaluate the driver performance.

· Track the vehicles before and during the journey.

· Monitor traffic and road conditions to ensure the best and safest routes.

· Inform all the drivers to carry necessary materials such as first aid box, fire extinguisher, vomit bags, sanitary equipment, internet data device, online maps, etc.
· Ensure that the transportation officer knows necessary emergency numbers
	· Discuss the standards and guidelines confined to transportation.

·  Understanding of road safety precautions. 

· Checklist for safety and maintenance for vehicles.

· Key performance indicators for drivers. 

· Explain the weather conditions to the drivers and travelers before travelling.

· Ensure the necessary tools and equipment’s for travelling. 

· Train the drivers on tool handling and basic first aid.  

	05 hours Theory

10 hours Practical

Total hours 15
	

Emergency fuel, emergency car tools, etc.

	Classroom and workplace

	LU4. Conduct and manage vehicle operations
	· Diagnose vehicle faults and undertaking minor repairs for the safe operation of a vehicle.

· Maintain the vehicle systems in a safe and effective manner.

· Carry out minor repairs to a vehicle within the scope and responsibility.

· Complete documentation regarding all vehicle repairs and need for further maintenance.

· Operate radio communication systems were fitted to ensure the coach participants are in a safe situation.
· Make sure to collect all the fuel filling paper work on the same time
	· Explain Vehicle Inspection and service procedures.

· Explain vehicle controls and use of indicators W.R.T weather conditions and other factors.

· Understanding for driver to operate radio for communication.
	04 hours Theory

11 hours Practical

Total hours 15
	Computer system with MS Office and Internet connection
	Classroom and workplace




[bookmark: _Toc88652491]Module 8: Generate Adventure Activities in Tourism
Objective: After completing this module, the learner will be able to organize the tourism activities so that trainees acquire the related skills and understand its components.
	Duration:
	Total hours
	80
	Practical
	50
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment)
Required
	Learning Place

	LU1. Identify Domestic tourism (Day Visits and Overnight)
	· Locate the total value of domestic day and overnight trips including the activity.

· Realize the extent to which individual activities are the reason for taking a trip.

· Count the average number of other activities undertaken on trips.

· Utilize data from steps 2 and 3 to calculate the share of spend attributable to (motivated by) each activity
	
· Explain basic principles of tourism in all its dimensions.

· Understand the activities related to the tourism industry in all areas (intermediary companies, hotels, catering and entertainment, consulting, etc).
	06 hours Theory

10 hours Practical

Total hours: 14
	Equipment (outdoor) for trekking (complete set)



	Classroom and workplace

	LU2. Identify Adventure based activities
	· Explore activities which include thrill, test your endurance, and have risk involved in them are considered as Adventure based activities.
· Hiking
· Paragliding 
· Skiing
· Mountaineering
· Bird watching
· Cycling etc. 
	· Define the adventure tourism.

· Explain the types of tourists.

· Define the hard adventure tourism activities. 

· Define the soft adventure tourism activities. 
	06 hours Theory

10 hours Practical

Total hours:16
	Paragliding, skiing, mountaineering, and cycling. 

Basic water sports equipment

	Classroom and workplace

	LU3.Realize Water based activities
	· Arrange water-based activities include water sports, involving the common activities carried out in water like Swimming and Fishing.
· Scuba Diving
· Canoeing
· Kayaking
· Sailing
· Cliff Diving
· Boating
· Jet ski
	· Identifications of destinations, the tourist structures, and its subsector businesses

· Elements of the tourism system and its interaction with the business environments as well as their impact.
	06 hours Theory

10 hours Practical

Total hours:13
	First aid box 
	Classroom and workplace

	LU4.Discover Nature
	· Obtain how the nature has the direct link with all kind of activities, and they include adventure as well as new experiences for people.

· Star Gazing
· Bird Watching
· Watching wildlife
· Camping
· Desert Safari
	· Explain economic dimension of tourism in different scales

·  Understand the relationship between economic and tourism.

· Define the link adventure tourism activities with nature.
	06 hours Theory

10 hours Practical

Total hours:13
	Computer system with MS office and Internet Connection
	Classroom and workplace

	LU5. Identify man-made activities
	· Analyze the activities which are linked with tourism attractions or activities which are totally man-made purposely built for the sake of tourism activities.

	· Evolution of tourism with respect to the new society of leisure.

· Introduction of man-mad tourism attraction.

·  Benefits and economics impacts on adventure tourism. 

	06 hours Theory

10 hours Practical

Total hours:14
	
	Classroom and workplace



[bookmark: _Toc88652492]Module 9: Interpret Air Travel
Objective: After completing this module, the learner will be able to interpret Air travel by recognizing the trends, calculating fares and assessing the documents required to travel.

	Duration:
	Total hours
	100
	Practical
	60
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools
& Equipment) Required
	Learning Place

	LU1. Examine current trends in the airline/airport industry
	· Comprehend International Air Travel Association (IATA) and its codes.

· Mark airline alliances

· Assess low-cost carriers.
· Communicate airports consolidators and net fares regulations relating to air travel
	· Explain major trends in in airline industry.
 
· Follow international System /Global Distribution System (GDS).

· Importance of e-commerce in airline industry.

	05 hours Theory

9 hours Practical

Total hours: 14
	Computer systems with MS Office with internet connection. 

GDS & CRS Systems

	Classroom and workplace

	LU2. Assess the process client enquires for general information on scheduled air travel
	· Obtain Clients’ air travel requirements.

· Communicate flight information and associated information.

· Prepare itineraries.
· Recognize requirements
	·  Checklist for air travel requirements.
 
· Define airport procedure. 

· Explain air travel itineraries.

· Content and format of text-based tariffs and supporting manuals or automated fares systems.
	08 hours Theory

10 hours Practical

Total hours:18
	Computer systems with MS Office with internet connection. 


	Classroom and workplace

	LU3. Operate computerized reservation system
	· Access and manipulate CRS information to meet administrative and customer requirements.

· Create and process CRS reservations according to system.

· Interpret information required for processing of non-air documentation.

· Interpret domestic airfare information accurately.

· Construct cost and process domestic airfares and itineraries

· Interpret international airfare information from a variety of sources.
· Process international air travel documentation.
· Prepare Ticket for Promotional Airfares
	· Define the different type of reservation system. 

· Demonstrate online airline reservation and associated procedures.

· Explain the information about non-air documentation. 

· Explain international travel documents (Passport, Visa, Insurance, hotel booking details, medical certificates: Polio, COVID-19, TB)

	05 hours Theory

07 hours Practical

Total hours:12
	Computer systems with MS Office with internet connection. 


	Classroom and workplace

	LU4. Apply Advanced Airfare Rules and Procedures
	· Construct mixed class fares according to carrier guidelines and regulatory requirements.

· Construct fares incorporating add-ons.
 
· Apply minimum checks to ensure rules are correctly interpreted and applied. 

· Issue international pre-paid ticket advices accurately and within appropriate timeframes

· Apply indirect travel limitation rules accurately.

· Construct round the world journeys that meet carrier rules and customer requirements in a cost-effective manner.
· Construct fares for open jaw journeys 
	· Compare fare construction principles and procedures.

· Define booking procedure. 

· Demonstrate online booking on web portal.

· Explain connecting flights operations.

· Visit travel operator company office and monitor the operations.
	05 hours Theory

9 hours Practical

Total hours:14
	Computer systems with MS Office with internet connection. 

	Classroom and workplace

	LU5. Demonstrate airline computer reservation and associated procedures
	· Perform Encoding and decoding data.

· Exhibit timetable information according to given requirements.

· Vend seats from displayed availability to satisfy client requirements.
· Confirm Flight and seat availability.

· Make booking for tourist. 
· Retrieve Passenger Name Record (PNR)
	· Explain encoding & decoding data.

· Process airline computer reservation and associated procedures using a Computer Reservation.

· Explain PNR.

· Make a dummy booking on any three-airline web portal.

	05 hours Theory

10 hours Practical

Total hours:15
	Computer systems with MS Office with internet connection. 

	Classroom and workplace

	LU6. Calculate and Quote published fares for domestic and international journeys
	· Mark client requirements

· Calculate fares for a range of client types.

· Prepare fare rules, restrictions, and conditions.

· Communicate discounts in accordance with rules
	· Normal fare construction principles and procedures.

· Range of international fare types.

	07 hours Theory

09 hours Practical

Total hours:16
	Computer systems with MS Office with internet connection. 

	Classroom and workplace

	LU7. Interpret current documentation used in air travel
	· Interpret complete information provided on a relevant document.

· Take Print of an electronic ticket or online
	· Components of an international airline ticket.

· Visit any air line office to monitor the reservation process. 
	05 hours Theory

06 hours Practical

Total hours: 11
	Computer systems with MS Office with internet connection. 

	Classroom and workplace














[bookmark: _Toc88652493]Module 10. Apply Risk Management Techniques in Tourism
Objective: After completing this module, the learner will be able to identify risk, developing hazard list, planning and evaluating safety plan. The trainees will be able to enhance risk management skills. 
	Duration: 
	Total hours
	70
	Practical
	40
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Mark   Risk  for Tourism and related sector, Individual Traveler
	· Locate poor safety standards in tourism establishments (fire, construction errors, lack of anti-seismic protection)

· Report poor sanitation and disrespect for environmental sustainability

· Communicate absence of protection against unlawful interference, crime and delinquency at tourism facilities

· Assess local law and order situation
	· Explain & analyzing complex organizational requirements reviews, evaluates, interprets, and applies content from a range of sources.

· Presentation on Risk Management for tourism 

· Discuss on local law and order situation. 
	06 hours
Theory

08 hour
Practical

Total:14
Hours
	Computer (laptop/Desktop)
	
Classroom and workplace

	LU2. Examine risks to the safety and security of visitors, host communities and tourism employees
	· Obtain common delinquency (theft, pick pocketing, assault, burglary, fraud, deception)
 
· Assess organized crime (extortion, the slave trade, coercion

· Analyze  terrorism and unlawful interference (attacks against state institutions and the vital interests of the state), hijacking and hostage taking

· Mark social conflicts and political and religious unrest
	· Learn about Interpreting statistical data and mathematical information to consider trends.

· Present a chart on examination on risk mitigation.

·  Dealing with social conflicts, political and religious unrest 
	06 hours
Theory

10 hour
Practical

Total:16 hours
	Multimedia 
Computer system with MS office 
	Classroom and workplace

	LU3. Arrange information on hazards and Manage risks 
	· Develop and monitor policy and procedures

· Undertake risk identification

· Evaluate risk

· Recognize scientific data, disaster management sources, and records of past events

· Analyze importance of consultation with stakeholders and experts
	· Evaluating outcomes to identify opportunities for improvement.

· Elaborate policy and procedure.

	 06 hours
Theory

06 hour
Practical

Total:12 hours
	Stationary	
	Class Room and workplace


	LU4. Develop Hazard List
	· Report natural hazards (cyclone, storm surge, flood, tsunami, earthquake, mudslide, avalanche, volcanic eruption)

· Recognize Technological hazards (failure of technical systems relating to industrial sites, transportation, infrastructure)

· Identify Biological hazards (spread of disease amongst people or animals, pests, contamination)

· Analyze Civil/political hazards terrorism, sabotage, civil unrest, hostage situations
	· Ensuring a lead role in the development of strategies to achieve organizational goals.

· Explain reporting procedures to report natural hazards.

· Define types of hazards (technological, biological)

· Overcome or mitigate civil/political hazards.


	06 hours
Theory

08 hour
Practical

Total:14 hours
	First aid box
Computer system with MS Office 
Stationery 
	Classroom/ workplace

	LU5. Evaluate  appropriate safety plan
	· Ensure safety of visitors and employees

·  Select secure systems to communicate with all persons within the facility and within the destination

·  Examine security of buildings, facilities and equipment from the effects of the disaster

·  Undertake liaison with disaster management agencies during response and recovery operations
	· Explain safety & security measures for tourists.

· Interlink regional and provision disaster management department. 
.

	06 hours
Theory

08 hour
Practical

Total:14 hours
	Fire extinguisher 
Computer system with MS Office 
Stationery 
	Classroom/ workplace
















[bookmark: _Toc88652494]Module 11: Develop and up-date Tourism Skills Develop and up-date Tourism skills
Objective: After completing this module, the learner will be able to identify the skills standard need in tourism industry and develop training programs. The trainees will be able to enhance skills through investigate the standards and training programs.
	Duration: 
	Total hours
	70
	Practical
	40
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Identify skill standards
	· Investigate existing standards in related jobs 
 
· Find technical knowledge, foundation skills and personal qualities of a particular job

· Conduct a survey of particular current worker’s job

· Develop work-related scenarios to place the skill standards 

· Develop assessments through the collaboration of industry and education

· Assess results using the criteria
	· Define Skills standards in industry. 

· Explain Survey conduction and its process.

· Describe Compiling and organizing information

· Analyze skills need for a particular job


	15 hours
Theory

15 hour
Practical

Total hours 30
	Calculator
Computer / Smart phone
Regional Maps
Survey questioners 
	Classroom and workplace

	LU2. Develop training program 





	· Identify necessary competencies based on the skill standards information of tourism

· Design tourism training programs

· Analyze  gap to determine changes in industry needs

· Revise existing curriculum to better meet the current and future needs

· Develop new training programs based on these competencies
	
· Plan training program as per need
· Discuss necessary competencies based on the skill standards information of tourism.

· Conduct a training program based on the required competencies

· Identify the gaps

	15 hours
Theory

25 hours
Practical

Total hours 40
	Computer system with MS Office 
	Classroom and workplace


















[bookmark: _Toc88652495]Module 12: Develop Tour Packages	
Objective:  After completing this module, the learner will be to   develop   tour itineraries and tour costing. The trainees will be able to enhance tour packages skills for better understanding of tourism industry.
	Duration:
	Total hours
	100
	Practical
	60
	Theory
	40



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Develop tour itineraries
	· Obtain relevant information’s
 
· Collect visitors requirements for the specific tour 

· Identify alternatives routes

· Identify suitable weather conditions

· Prepare suitable tour itinerary 

· Plan the inclusion proper stop-over / short stay

· Plan itinerary according to visitor’s age groups

· Plan itinerary keeping visitors interest alive

· Provide  services included  tour cost 

· Use appropriate material to collect relevant  information
	· Compiling and organizing information that required from tourist

· Describe alternative rules

· Explain stop over/ short stay

· Describe a detailed tour plan

· Prepare tour itinerary.

	20 hour theory

30 hour practical

Total = 50 hours
	Calculator
Computer system with MS office 
Stationery 
Regional maps
	Classroom and workplace

	LU2. Apply tour costing tips
	· Seek  the lowest fares according to tour itinerary
 
· Manage accommodation, transportation and entry tickets 
· Plan the inclusion of guide’s fee 
· Calculate the tour cost
· Inform the concerned  personnel
	  
· Explain techniques to acquire lowest fares from market

· Define accommodation services

· Explain about entry tickets accordingly

· Calculate tour guide fee for a day tour

· Define tour package  details






	20 hours
Theory

30 hour
Practical

Total:50 hours
	Rate list form different services provider 
Calculator 
	Classroom and workplace




[bookmark: _Toc88652496]Module 13: Promote Tourism Products & Services
Objective: After completing this module, the learner will be able to promote products and services, development of promotions and its communication. The trainees will be able to make creative promotional materials and communicate it effectively to the customer.
	Duration: 
	Total hours
	100
	Practical
	70
	Theory
	30



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Describe promotional initiatives for tourism products and services
	· Identify marketing activities 

· Produce marketing objectives

· Plan Marketing activities

· Plan sales activities 
	· Explain methodologies for promotional activities

· Define how to produce marketing objectives

· Explain marketing activities

· Describe sales activities

· Packaging a range of different products to meet a specific market need 

	
8 hours
Theory

15 hour
Practical

Total:23 hours
	Computer system with MS Office 

	
Classroom and workplace

	LU2. Develop a promotion efforts
	· Identify purpose of promotions of products and services

· Use  promotion techniques 

· Plan different types of promotions
 of products and services

· Prepare promotional materials 

· Monitor the setup of all promotional efforts
	· Explain promotion techniques.

· Presentation on service promotion 

· Discuss  promotion material 
	
8 hours
Theory

15  hour
Practical

Total:23 hours
	Computer system with MS Office 

Promotional material 
	Classroom and workplace

	LU3. Verbally promote tourism products and/or services to customers
	· Communicate relevant information of products and services.

· Provide information on product and service’s features and benefits.

· Use methods of promotion to explain product features and benefits. 

 


	· Discuss relevant information about product and service
	
6 hours
Theory

10 hour
Practical

Total:16 hours
	Printing materials and accessories

	
Class Room and workplace


	LU4. Coordinate the Production of Brochures and Promotion Materials
	· Plan the production of brochures and effective promotional materials within promotional budgets

· Produce information for inclusion in promotion materials that is comprehensive, pitched to the target audience and accurate
 
· Obtain quotations for artwork and printing as appropriate for the required quality, timeframe and within budget

· Develop final copy for brochures and marketing materials 

· Coordinate the production of brochures and promotion materials to ensure their timely and optimum availability
	· Market context for the materials being produced

· Explain print production processes and terminology.

· Visit a printing press to observe the printing process.

	04 hours
Theory

15 hour
Practical

Total:19 hours
	Computer system with MS Office 

	Classroom/ workplace 
Printing press 


	LU5. Source and Package Tourism Products and Services
	· Source appropriate products from a range of available resources that are within the capacity of the business to deliver

· Package products for customers that are attractive, cost-effective and meet an identified market

· Design discounted packages for groups / referrals
	· Creative writing methods for research preparation and proofing of copy.

· Prepare different customer packages (silver, gold, premium) 

· Visit tour agency office
	04 hours
Theory

15 hour
Practical

Total:19 hours
	Computer system with MS office
Stationery 
	Classroom/ workplace 





[bookmark: _Toc88652497]Module 14: Manage Resorts 
Objective:  After completing this module, the learner will be able to develop an understanding of the operations of tour operators within resorts.  
	Duration:
	Total hours
	60
	Practical
	40
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Familiarize with structure of resort operations
	· Analyze the function of the resort operations
 
· Measure the potential structure of the resort offices of different types of tour operator 

· Monitor financial position by comparing previous years’ closing
	· Explain resort operation

· Discuss the structure of resorts. 

· Describe the procedures for analyzing the financial position for the last 5 years of resort operation. 

	6 hours    Theory

15 hours     Practical

21 hours
Total


	Personal safety equipment


	Classroom and workplace

	LU2. Understand quality systems and procedures
	· Describe how effective quality systems and procedures affect legal and conflict situations.

· Analyze the impact of quality systems and procedures implemented by a specified tour operator on its operations Issue invoices timely with clarity and accuracy
	· Explain effective quality systems and procedure 

· Impact on quality system and procedure for resorts.

	4 hours
Theory

15 hour
Practical


Total hours: 19
	Fire safety equipment 


	Classroom and workplace

	LU3.  Manage the     issues related to unseen incidents
	· Analyze incidents that could affect the operation of a resort

· Evaluate the procedures to be implemented by a tour operator to deal with different incidents

· Describe the procedures to be implemented by a tour operator and their link with guidelines of trade associations and government bodies

	· Legal issues and regulations related to resort management.

· Incident and situation dealing methods.



	10 hours
Theory

10 hours
Practical

Total:  20 hours
	Financial note book

	Classroom and workplace




















[bookmark: _Toc88652514]Soft Skills
[bookmark: _Toc88652515]Module 1: Manage meetings
Objective: After completing this module, the learner will be able to plan, organize and execute different range of meetings with different stakeholders and the follow up step after closing of meeting. 

	Duration: 
	Total hours
	50
	Practical
	40
	 Theory
	                         10



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Prepare for meetings
	· Develop agenda in line with stated meeting purpose
 
· Ensure style and structure of meeting are appropriate to its purpose 

· Identify meeting participants and notify them in accordance with organizational procedures 

· Confirm meeting arrangements in accordance with requirements of meeting
 
· Dispatch meeting working papers to participants within designated timelines
	·  Outline responsibilities of the chairperson and explain group dynamics in relation to managing
meetings
	04 hours
Theory

10 hour
Practical

Total:14 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace

	LU2. Conduct meetings
	· Chair meetings in accordance with organizational requirements, agreed conventions for type of meeting and legal and ethical requirements 

· Conduct meetings to ensure they are focused, time efficient and achieve the required outcomes 

· Ensure meeting facilitation enables participation, discussion, problem-solving and resolution of issues
 
· Brief minute-taker on method for recording meeting minutes in accordance with organizational requirements and conventions for type of meeting
	·  Describe options for meetings including face-to-face, tele-conferencing, web-conferencing and using webcams

	03 hours
Theory

15 hour
Practical

Total:18 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3. Follow up meetings
	· Check transcribed meeting notes to ensure they reflect a true and accurate record of the meeting and are formatted in accordance with organizational procedures and meeting conventions

· Distribute and store minutes and other follow-up documentation within designated timelines, and according to organizational requirements 

· Report outcomes of meetings as required, within designated timelines
	· Describe meeting terminology, structures, and arrangements as per organizational procedures.

· Explain the methodology to distribute meeting minutes, filing of documents and planning for next meeting 
	 3 hours
Theory

15 hour
Practical

Total hours 18
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace






[bookmark: _Toc88652516]Module 2: Undertake project work
Objective: After completing this module, the learner will be able to understand and demonstrate the project management concepts that is Initiating, Planning, Executing, Monitoring & Controlling, Closing, preparation of different reports and how to capture the lesson learned.

	Duration: 
	Total hours
	70
	Practical
	50
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Define project
	· Assess project scope and other relevant documentation
 
· Identify project stakeholders
 
· Seek clarification of discrepancies from delegating authority related to project and project parameters 

· Determine and access available resources to undertake project
	· Explain & demonstrate the requirement gatherings and identify the project scope

· Types of stakeholders and their resistance levels


· Demonstrate the organizational process assets and enterprise environmental factors

	4 hours
Theory

10 hour
Practical

Total hours 12
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU2. Develop project plan
	· Develop project feasibility report
 
· Develop project plan in line with the project parameters 

· Develop and approve project budget 

· Formulate risk management plan for project, including Workplace Health and Safety (WHS)
	· Outline types of documents and other sources of information commonly used in defining the
parameters of a project (Work breakdown structure).

· Explain different types of budget estimate techniques (Analogous, Parametric, 3 Point Estimate, Bottom up)


· Explain process of managing risks (Transfer, Mitigation, Avoid & Accept)
	8 hours
Theory

15 hours
Practical

Total hours 19
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3.  Administer and monitor project
	· Ensure project team members are clear about their responsibilities and the project requirements

· Ensure outcomes and documented time lines of the project are met
 
· Maintain required recordkeeping systems throughout the project 

·  Implement and monitor plans of project finances and resources 

· Prepare project progress reports as required to stakeholders 

· Monitor risk management as required to ensure project outcomes are met
	· Outline the organization’s mission, goals, objectives and operations and how the project relates to
them

· Demonstrate how to prepare different reports (Milestone Report, Progress Report, Status Report & Variance Report) 


· Quality Assurance documents

	4 hours
Theory

15 hours
Practical

Total hours 17
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU4. Finalize the project
	· Complete financial recordkeeping associated with project for audit 

· Maintain proper record of unused items during project 

· Complete project documentation and obtain necessary sign-offs for concluding project
	· Explain the methods to get project acceptance from sponsor

· Lesson learned register


· Post project report

· Release the project team
	4 hours
Theory

10 hours
Practical

Total hours 12
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class room and work place















[bookmark: _Toc88652517]Module 3: Work safely in an office environment
Objective:  After completing this module, the learner will be able to plan, practice workplace occupational health and safety (OHS) processes and understand the emergency and disaster procedures.

	Duration:
	Total hours
	50
	Practical
	40
	Theory
	10



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Work safely
	· Follow established safety procedures when conducting work 

· Carry out pre-start systems and equipment checks in accordance with workplace procedures
	·  Explain responsibilities of employers and employees under relevant health and safety regulation
	3 hours    Theory

10 hours     Practical

13 hours
Total


	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU2. Implement workplace safety requirements
	· Identify designated persons for reporting queries and concerns about safety in the workplace
 
· Identify existing and potential hazards in the workplace, report them to designated persons and record them in accordance with workplace procedures 

· Identify and implement workplace procedures and work instructions for controlling risks 

·  Report emergency incidents and injuries to designated persons 

· Maintain emergency contact list
	· Role & responsibilities of safety owner

· Report of potential hazards at the workplace to
designated persons and record at workplace

· Workplace procedures and work instructions for controlling risks and identifying and reporting risk triggers

	3 hours
Theory

10 hour
Practical


Total hours: 13
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3.  Participate in OHS consultative processes
	· Contribute to workplace meetings, inspections or other consultative activities 

· Raise OHS issues with designated persons in accordance with organizational procedures 

· Take actions to eliminate workplace hazards or to reduce risks
	· Describe emergency procedures including procedures for fires, accidents and evacuation as per enterprise standards
	2 hour
Theory

10 hour
Practical

Total:  12 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector
	Class Room and workplace

	LU4. Follow safety procedures
	· Identify and report emergency incidents
 
· Follow organizational procedures for responding to emergency incidents
 
· Check of safety tools
	· Outline commonly used hazard signs and safety symbols as per organization standards

· Preparation of preventive & maintenance equipment reports

	2 hours
Theory
10 hours
Practical
Total: 12 hours
	Laptop/Computer White board Projector screen Multimedia
projector

	Class room and work place
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Module 4: Develop workplace documents
Objective: After completing this module, the learner will be able to prepare different kinds of documents related to workplace, including designing, drafting and finalizing.

	Duration: 
	Total hours
	60
	Practical
	40
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Interpret written information
	· Read workplace materials to identify the subject and key information for using or reporting to others. 

· Read procedural manuals and codes of practice to locate specific information to carry out work functions in accordance with policy and standards

· Read a range of written materials to locate and select required information for summaries, short reports and response to requests. 

· Identify the cultural context and prior knowledge required to interpret workplace information and obtain assistance when required. 

· Determine candidate and purpose for the document 
· Seek assistance with interpretation of complex materials in accordance with organizational procedures.
	· Explain the reading and writing procedures

· Explain the integration of information from a number of sources

· Describe the ways to write and sequence paragraphs

	
4 hours
Theory

8 hour
Practical

Total:12 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace

	LU2. Develop written materials
	· Identify and comply with established requirements for a range of written materials
 
· Determine format and structure 

· Identify organizational requirements 

· Establish method of communication 

· Develop introductory guide for incumbents
	· Describe the different methods to prepare information according to target audience

	
4 hours
Theory

8 hour
Practical

Total:12 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace

	LU3. Draft document
	· Develop draft document to communicate key points 

· Obtain and include any required additional information
	· Explain the ways to concise the information with eco- friendly practices
	4 hours
Theory

8 hour
Practical

Total:12 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace


	LU4. Review document
	· Check draft for suitability of tone for audience, purpose, format and communication style 

· Check draft for readability, grammar, spelling, sentence and paragraph construction and correct any inaccuracies or gaps in content.

· Check draft for sequencing and structure

· Check draft to ensure it meets organizational requirements 

· Ensure draft is proofread, where appropriate, by supervisor or colleague
	· Proof reading

· Explain the use of words against tone of the document

	4 hours
Theory

8 hour
practical

Total:12 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace


	LU5. Write final document
	· Make and proofread necessary changes
 
· Ensure document is sent to intended recipient within required time frames 

· File copy of document in accordance with organizational policies and procedures
	· Explain the resources to assist in document production, such as dictionary, templates and style sheets

· Demonstrate the ways to store the document according to enterprise standards
	4 hours
Theory

8 hour
Practical

Total:12 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace





[bookmark: _Toc88652519]Module 5: Maintain professionalism at workplace
Objective: After completing this module, the learner will be able to practice the required professional image in the workplace, including behaving ethically, demonstrating motivation, respecting timeframes and maintaining personal appearance.

	Duration: 
	Total hours
	60
	Practical
	40
	Theory
	20



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials (Tools & Equipment) Required
	Learning Place

	LU1. Respect work timeframes
	· Demonstrate punctuality in meeting, set working hours and times.

· Utilize working hours only for working and follow company regulations. 

· Complete work tasks within deadlines according to order of priority 

· Perform extra ordinary during working hours
	· Explain code of conducts of the organization 

	
5 hours
Theory

10 hours
Practical

Total: 15 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	
Class Room and workplace

	LU2. Maintain personal appearance and hygiene
	· Clean hair, body and nails regularly

· Wear suitable cloths for the workplace, and respect local and cultural contexts 

· Meet specific company dress code requirements
 
· Keep smiling and have positive body language during working hours
	· Describe oral and personal hygiene
	
5 hours
Theory

10 hours
Practical

Total: 15 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class Room and workplace



	LU3. Maintain adequate distance with colleagues and clients
	· Respect personal space of colleagues and clients with reference to local customs and cultural contexts

·  Avoid cross transmission of infections (especially through respiration).
	· State workplace hygiene standards

· Explain social distancing
	5 hours
Theory

10 hours
Practical

Total: 15 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	

	LU4. Work in an ethical manner
	· Follow company values/ethics codes of ethics and/or conduct, policies and guidelines. 

· Use company resources in accordance with company ethical standards. 

· Undertake work practices in compliance with company ethical standards, organizational policy and guidelines

· Instruct co-workers on ethical, lawful and reasonable directives. 

· Share Company values/practices with co-workers using appropriate behavior and language. 

· Report work incidents/situations and/or resolved in accordance with company protocol/guidelines.
	· Outline the Company regulations, performance and ethical standards

· Explain work responsibilities/job functions

	5 hours
Theory

10 hours
Practical

Total: 15 hours
	Internet
Laptop/Computer
White board
Projector screen
Multimedia
projector

	Class room and work place






[bookmark: _Toc88652527]Equipment and Tools used for Tourism.

	Sr. No
	DESCRIPTION

	1.
	Globe

	2.
	Local and regional maps

	3.
	GPS

	4.
	Brochures of national attractions

	5.
	Destination images & videos

	6.
	Brochures of international attractions

	7.
	International destination videos & images

	8.
	Calendar of activities at international destinations

	9.
	Hotel list manual around the globe

	10.
	Tourism industry organizational charts

	11.
	Computer

	12.
	Application software related to the tourism industry

	13.
	Reception desk

	14.
	Telephone

	15.
	Fax

	16.
	Printer

	17.
	Weigh scale

	18.
	Key card machine

	19.
	Calculating machine

	20.
	Credit card machine

	21.
	Electronic cash register

	22.
	Safe-deposit box

	23.
	Stationary

	24.
	Charts

	24.
	Android applications (Facebook, Twitter, Skype)

	25.
	Computer software (such as the professional version of Windows, etc.)

	26.
	Internet access

	27.
	Portable Camera (such as above the monitor or embossed in laptop)

	28.
	Desktop computer

	29.
	Record books

	30.
	Ledger books

	31.
	Visitor attraction Maps

	32.
	Transport equipment information

	33.
	Human accessibility equipment (such as wheelchair etc.)

	34.
	Brochures of user attraction

	35.
	Advertisement brochure

	36.
	Local road maps

	37.
	Promotional banners

	38.
	Environmental policy journals

	39.
	Banners

	40.
	Sports activities calendars

	41.
	Personal safety equipment

	42.
	Internet devices

	43.
	Vomit bags

	44.
	Sanity accessories

	45.
	Equipment (outdoor) for trekking (complete set)

	46.
	Paragliding

	47.
	Skiing

	48.
	Mountaineering

	49.
	Cycling

	50.
	Basic water sports equipment

	51.
	GDS System

	52.
	CRS System

	53.
	Multi-media

	54.
	Screen

	55.
	Fire extinguishers

	56.
	Meeting calendars

	57.
	Computer policies & regulations

	58.
	Communication equipment

	59.
	MIC & Speakers

	60.
	Play-Cards

	61.
	Calculators

	62.
	Regional Maps

	63.
	Printing materials & accessories

	64.
	Record keeping

	65.
	Fire safety equipment

	66.
	Financial notebook

	67.
	CSR manual

	68.
	Computer set

	69.
	Internet access (At destination)

	70.
	Mobile phones (both with guide & tourist)

	71.
	Power bank (of high MGHs)

	72.
	Google map application

	73.
	News / Magazine reports on sustainable tourist

	74.
	Documentaries

	75.
	Picture & video clips of destinations

	76.
	Picture & video clips of tours

	77.
	Picture & video clips of activities

	78.
	Tourism policy manuals

	79.
	Research papers on sustainable /eco /responsible tourism

	80.
	Different types of tents

	81.
	Different types of mattress

	82.
	Different types of sleeping bags

	83.
	Ropes & knots with rock climbing equipment

	84.
	Compass

	85.
	Altimeter

	86.
	GPRS

	87.
	First aid kit

	88.
	Mountaineering equipment

	89.
	Camping kitchen equipment (Light stoves & trek utensils)

	90.
	Mountaineering Rules & Regulations by (former) Federal Ministry of tourism

	91.
	Trekking Rules & Regulations by (former) Federal Ministry of tourism

	92.
	Pamphlets of destination

	93.
	Brochures of destination

	94.
	Cultural-historical maps

	95.
	Heritage sites brochures

	96.
	Economic journals

	97.
	Products journals

	98.
	Cleaning equipment

	99.
	Animal care utensils

	100.
	Animal welfare policy document

	101.
	Public use plans (PUP)

	102.
	Using specific research

	103.
	Develop a vision for the destination

	104.
	Set the goals for tourism development

	105.
	Compile a visitor survey

	106.
	Collect visitors experience

	107.
	System of measuring excellence for destination (SMED)

	108.
	Monitoring the destination

	109.
	Google Analytics for research of destination

	110.
	Person counting

	111.
	Statistical models
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