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1. [bookmark: _Toc181736596]Introduction
[bookmark: _Hlk173186892]Automobile Technology is a branch of engineering which deals with everything about automobiles and practices to propel them. Automobile can also be defined as a vehicle which can move by itself, for example Car, jeep, bus, truck, scooter, etc. Therefore, industry expectations for skilled workforce are also dynamic which can only be managed through setting relevant competency standards in collaboration with the leading industries. Being cognizant of this fact, National Vocational & Technical Training Commission (NAVTTC) developed competency standards for Automobile Technology under National Vocational Qualifications Framework (NVQF). These competency standards have been developed by a Qualifications Development Committee (QDC) and validated by the Qualifications Validation Committee (QVC) having representation from the Auto Mobile industry of the country.
	[bookmark: _Toc181736597][bookmark: _Hlk181733911]1.1 Date of Development
	

	[bookmark: _Toc181736598]1.2. Date of Review and Validation
	

	[bookmark: _Toc181736599]1.3. Entry Requirement 
	Automobile Mechanic Level-2

	[bookmark: _Toc181736600]1.4. Minimum qualification for teachers
	· Should have completed intermediate or equivalent qualifications and must be a holder of G-II certificate in Automobile 
                          or 
· Three years DAE in Automobile/Mechanical Technology. 
· Must be able to communicate effectively.
· Must have at least 4 years teaching experience.

	[bookmark: _Toc181736601]1.5. Medium of instruction
	Urdu, local language, English

	[bookmark: _Toc181736602]1.6. Duration of Course
	Total.	600 hours. 
Theory.	120 hours (20 %) 
Practical.	480 hours (80 %)


1.7. [bookmark: _Toc181736603]Overall objectives of training program
The Automobile Assistant Supervisor qualification of level 3 consists of 20 % Theory and 80 % Practical and having the following Modules. Details are as follows:
· 0716MSB1 Service Electronic Diesel Fuel Injection (Common rail) 
· 0716MSB2 Repair Suspension / Steering System
· 0716MSB3 Carry out Wheel Balancing and Alignment
· 041600455 Communicate in the workplace to support customers and team
· 041600459 Work effectively in a customer service - sales environment
· 041600460 Develop professionalism
· 041600461 Comply with health and safety regulations
2. [bookmark: _Toc101870336][bookmark: _Toc181736604]Scheme of Studies

	[bookmark: _Hlk90218228]Module Code
	Name of Competency
	NVQF Level
	Category 
	Contact Hour
	Credit
	Periods per week

	
	
	
	
	Th
	Pr
	Total
	
	Th
	Pr
	Total

	0716MSB1
	Service Electronic Diesel Fuel Injection (Common rail) 
	3
	Technical
	21
	120
	141
	14.1
	1.31
	7.50
	8.81

	0716MSB2
	Repair Suspension / Steering System
	3
	Technical
	33
	138
	171
	17.1
	2.06
	8.63
	10.69

	0716MSB3
	Carry out Wheel Balancing and Alignment
	3
	Technical
	30
	138
	168
	16.8
	1.88
	8.63
	10.50

	041600455
	Communicate in the workplace to support customers and team
	3
	Generac
	12
	21
	33
	3.3
	0.75
	1.31
	2.06

	041600459
	Work effectively in a customer service - sales environment
	3
	Technical
	12
	33
	45
	4.5
	0.75
	2.06
	2.81

	041600460
	Develop professionalism
	3
	Generic
	9
	18
	27
	2.7
	0.56
	1.13
	1.69

	041600461
	Comply with health and safety regulations 
	3
	Functional 
	3
	12
	15
	1.5
	0.19
	0.75
	0.94

	Total
	120
	480
	600
	60
	7.5
	30.0
	37.5




3. [bookmark: _Toc181736605]Overview of the Curriculum for Automobile Assistant Supervisor
	Module Title 
	Learning Units 
	Theory hours 
	Workplace hours 
	Timeframe of modules 

	0716MSB1 Service Electronic Diesel Fuel Injection (Common rail) 
	LU1. Diagnose Faults in EFI System of Diesel Fuel System
LU2. Service of the EFI System of Diesel engine
LU3. Service Common Rail Diesel Fuel Injection System
LU4. Service Air Intake System
LU5. Service Exhaust System
	21
	120
	141

	0716MSB2 Repair Suspension / Steering System
	LU1. Diagnose Suspension System
LU2. Repair/Service Suspension System
LU3. Diagnose Faults in Steering System
LU4. Repair Steering System
	33
	138
	171

	0716MSB3 Carry out Wheel Balancing and Alignment
	LU1. Perform Wheel Balancing
LU2. Measure Alignment Angles (Camber, Caster, Toe, Toe out on turn, KPI) 
LU3. Perform Wheel Alignment	
	30
	138
	168

	041600455 Communicate in the workplace to support customers and team
	LU1. Communicate face-to-face with customers.
LU2. Adopt technology to communicate with customers.
LU3. Communicate with customers and colleagues 
LU4. Work in a team.
LU5. Ask appropriate probing / questioning from customers
LU6. Provide continuous feedback
	12
	21
	33

	041600459 Work effectively in a customer service - sales environment
	LU1. Work within organizational requirements.
LU2. Support the work team.
LU3. Maintain personal presentation.
LU4. Develop effective work habits.
LU5. Portray ethical behavior
LU6. Acquire up to date product / service knowledge
	12
	33
	45

	041600460 Develop professionalism
	LU1. Create a personal vision/ mission
LU2. Manage your attitude
LU3. Practice self- discipline
LU4. Manage time
LU5. Manage your professional development
LU6. Participate in trainings and performance review
	9
	18
	27

	 041600461 Comply with health and safety regulations 
	LU1. Interpret health and safety regulations, standards and guidelines of an organization.
LU2. Apply basic safety procedures.
LU3. Apply basic emergency procedures.
	3
	12
	15

	TOTAL
	120
	480
	600



4. [bookmark: _Toc181736606]Detail of Modules.
[bookmark: _Toc17125865][bookmark: _Toc181736607]Module (0716MSB1): Service Electronic Diesel Fuel Injection (Common rail)

[bookmark: _Hlk177301303]Objective: This module covers the knowledge and  skills required to service the Electronic Fuel Injection (Diesel Fuel) System by Auto Mechanic, in accordance with the Manufacturer Manual. You will be able to diagnose fuel system problems of vehicle and service fuel metering.

	Duration: 141 Hours
	Theory: 21 Hours
	Practice: 120 Hours



	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials 
Required 
	Learning 
Place 

	LU1. 
Diagnose Faults in EFI System of Diesel Fuel System
	Trainee will be able to:
· Diagnose component faults through specified vehicle diagnostic tool/scanner
· Check fuel pressure with the help of fuel pressure gauge to verify the functioning as per given standards
· Check wiring circuit and fuel injector with the help of multi-meter to ensure standard operation
	· Occupational Health & Safety (OHS) precautions.
· Diesel Fuel system working Principles.
· Types of sensors use in EFI system
· Types of fuel injection pump
· Function of vehicle scanner (OBD Tool)
Practical Activity:
· Diagnose Diesel Common rail system.
	Theory: 06Hrs.
Practical: 42Hrs.
Total: 48Hrs.
	· Cotton waste
· Kerosene oil
· Diesel Fuel
	· Auto Diesel Lab



	LU2. 
Service Common Rail Diesel Fuel Injection System
	Trainee must be able to: 
· Inspect the components of EFI system Fuel pump, fuel line, fuel filter, pressure regulator, common rail, injector
· Replace clogged/ contaminated diesel fuel filter and diesel fuel pump strainer, if needed
· Ensure diesel fuel pump pressure according to Standard specifications; replace, 
· Replace clogged/ contaminated diesel fuel injector
· Inspect and replace fuel pump
· Inspect and replace pressure regulator
· Inspect and replace fuel filter
· Inspect and replace injector
· Inspect and replace fuel line
	· Construction and operation of Inline fuel injection pump
· Construction and operation of diesel fuel injectors
· Airlock in diesel fuel supply system
· Construction and operation of distributer Practical Activity:
· Replace the diesel fuel filter
· Service Inline fuel injection pump
· Service distributer type fuel injection pump
· service diesel fuel injectors
· Remove airlock from diesel fuel supply system.

	Theory: 09Hrs.
Practical: 48Hrs.
Total: 57Hrs.
	· Cotton waste
· Kerosene oil
· Diesel Fuel
	· Class Room
· Automobile Diesel Lab

	LU3. 
Service Air Intake System
	Trainee must be able to
· Perform thorough visual and physical inspections of each component, checking for signs of damage, clogging, or leaks.
· Measure and assesses the condition of components, such as checking the air filter for dirt accumulation and ensuring that hoses and connections are secure and free from cracks.
· Identify symptoms of common air intake issues, such as rough idling, decreased engine performance, or increased fuel consumption.
· Replace or cleans components as needed, such as changing the air filter, cleaning the throttle body, or replacing damaged intake hoses.
· Test the air intake system after servicing to verify that engine performance is restored to optimal levels and that all issues have been resolved.
	· Purpose and function components of air intake system.
· Types of Air filters
· Types of air intake system.
· Introduction to forced induction system. (Turbo chargers and Superchargers with their various types)
· Sensors associated with the air intake system, such as the Mass Air Flow (MAF) sensors.
· Common problems in air intake systems
Practical Activity:
· Inspect and Replace Air filter
· Perform Intake system Leak test 
· Identify faults in electric system (Sensors, MAP and MAF) with multimeter and test lamp. 
	Theory: 03Hrs.
Practical: 15Hrs.
Total: 18Hrs.
	· Throttle body cleaner
· WD-40
· Rags

	· Class Room
· Automobile Lab

	LU4. 
Service exhaust system
	Trainee must be able to
· Technique to measure and assess the condition of exhaust components, ensuring they meet manufacturer specifications
· Identify symptoms of common exhaust system problems, such as unusual noises, decreased engine performance, or excessive emissions.
· Identify symptoms of Emission Control system problems
· Identify issues with exhaust components, such as faulty oxygen sensors or clogged catalytic converters with 
Emission testers, OBD-II scanners) to Replaces worn or damaged components, 
	· Components of Exhaust system
· Functions of Exhaust system components 
· Emission control systems
· Selective Catalytic Reduction (SCR) 
· Exhaust Gas Recirculation (EGR)
· Diesel Particulate Filters (DPF)
Practical Activity:
· Inspect exhaust system 
· Clean DPF
· Clean EGR
· Inspect leakages in exhaust system.   
	Theory: 03Hrs.
Practical: 15Hrs.
Total: 18Hrs.
	· WD-40
· Exhaust sealant
· Replacement gasket


	· Class Room
· Automobile Lab



[bookmark: _Toc181736608]


Module (0716MSB2): Repair Suspension / Steering System

Objective: This module covers the knowledge and skills required to repair suspension system and ancillary components of vehicle by Auto Mechanic, in accordance with the Manufacturer Manual. You will be able to perform inspection and diagnosis of faults in Suspension System of vehicle and perform road test to verify performance of the vehicle.


Duration:  171 Hours			Theory: 33 Hours				Practice: 138 Hours
	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials
Required
	Learning
Place

	LU1. 
Diagnose Suspension System
	Trainee will be able to:
· Perform road tests on different types of roads to verify abnormal noise/stability and vibrations
· Lift-up and perform physical inspection (Shock Absorber Leakage, Bushes, Coil Springs, Leaf Springs, Tension and Torsion Bars, Stabilizer Bars, Spring Seat etc.) to identify abnormal wear/tear and movements 
· Perform ground clearance according to manufacturer specifications
	· Purpose and function of the following.
· Independent suspension system
· non-independent suspension system
· Semi-independent system.
· Function of Wheel bearings and hub (driving and non-driving hub)

Activities:
1. Perform the road test and diagnosing the suspension system noise.
2. Raise the vehicle and inspect following components.
Lower control arm bush, Leaking the shock absorber oil, broken spring (coil spring/ leaf spring), stabilizer bar and bush lower ball joints, Z-link, axle bearing (wheel bearing) under the specified procedure
3. Inspect the vehicle ride height/trim height.
4. Carryout Inspection of wheel bearings faults.
	Theory: 12Hrs.
Practical: 39Hrs.
Total: 51Hrs.
	· Grease
· Kerosene Oil
· Cotton rag
· Wheel bearings
· Bearings seal
	· Class Room
· Workshop

	LU2. 
Repair/Service           Suspension System
	Trainee will be able to:
· Replace Ball Joints, Lower Control Arms, Z-links and Stabilizer Bar to avoid wear and tear of suspension, if required
· Replace front and rear Shock Absorbers to verify smooth operation of Shock Absorber as per set standards
· Fix or replace front and rear spring, height and tension of springs as per set standards
	· Introduction to Suspension Components like Beam axle, live axle, strut/McPherson strut, wishbone, trailing arm/semi trailing arm, torsion beam, springs (Coil, leaf, torsion, air), shock absorber antiroll bars, sub-frame assemblies, shackles, hangers, u bolt, damper bushes.

Activities
· Removal and refit of Macpherson struts from the vehicle under the specified procedure in the repair manual.
· Replace the coil spring /shock absorber by using spring compressor. 
· Change stabilizer bar, rubber bush and Z-link of the vehicle.
· Replace the lower control arm ball joints and change the ball joint dust boot.
· Inspect and replace the main component of leaf springs as following. Master leaf, center bolt, bum stopper, shackle, hanger, rubber bushes, rebound clips.
· Replace the wheel bearings and wheel hub under the specified procedure.
	Theory: 11Hrs.
Practical: 45Hrs.
Total: 56Hrs.
	· Silicon Grease
· Dust cover Boots
· Rubber bushes
· Kerosene Oil
· Cotton rag
· Washing gun
· Shock absorber
· Wheel Hub
· Coil spring
· Leaves springs
· Thread locking tube
· ball joints
· D- bushes
· Z link
· Lower control arm
· Rubber bushes
· Shock mounts
· Wheel nut and studs
· Shock glass
	· Class Room
· Workshop

	LU3. 
Diagnose Faults in Steering System
	Trainee must be able to: 
· Perform road tests on different types of roads to verify abnormal noise/stability and vibrations
· Check steering rack assembly to identify fault, if any
· Check power steering pump, pipe, connection, belt, steering rack and fluid level of hydraulic power steering gear box including leakage, if any.
· Check wiring, steering assembly, EPS module and electrical connection of Electronic Power Steering (EPS).
· Check EPS sensor light in instrument panel
· Check all mounting nuts and bolts to ensure safety
	· Function and purpose of the steering system like Tie rod, tie rod rubber boots, rack ends ball joints, adjuster assembly, pinion gear, rack gear, steering lubricants, steering column, spiral cable, intermediate shaft, steering ratio, steering control arm, knuckle, and universal joints
· Introduction to EPS system.
Practical activities
· Perform the road test and diagnosing the steering system fault.
· Remove and refit steering box rack and pinion from the vehicle under the specified procedure.
· Inspect tie rods end/rack end set under the specified procedure.
· Inspect power assisted steering for abnormal noise play and leakage. 
· Check EPS warning light
· Diagnose the EPS faults (DTC) by using scanner
	Theory: 09Hrs.
Practical: 27Hrs.
Total: 36Hrs.
	· Oil can
· Cotton rag
· Power steering fluid
· Steering dust boots
· Spiral cable
	· Class Room
· Workshop

	LU4. 
Repair Steering System
	Trainee must be able to:
· Repair/ replace faulty components of steering system according to set standards
· Replace/ repair electrical components of EPS, if                   required
· Perform steering calibration, if required
	· Function and purpose of power steering system like Power steering pump, steering control valve, hoses, Power steering oil.
Practical Activities
· Change the rubber boots of steering rack ends.
· Service and adjust the backlash of Steering box.
· Inspect tie rods end/rack end set 
· Replace the power steering pump
· Repair/replace	the	power steering for abnormal noise and play.
· Change the power steering fluid
· Adjust steering play.
· Replace the EPS motor
	Theory: 01Hrs.
Practical: 27Hrs.
Total: 28Hrs.
	· Tie rod
· Silicon
· Grease

	· Class Room
· Workshop





[bookmark: _Toc181736609]Module (0716MSB3): Carry out Wheel Balancing and Alignment

Objective: This module covers the knowledge and  skills required to wheel balancing and steering alignment of vehicle by Auto Mechanic, in accordance with the Manufacturer Manual. You will be able to perform wheel and steering alignment and balance and repair faulty part/s according to set standards.

Duration: 168 Hours			Theory: 30 Hours				Practice: 138 Hours
	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials
Required
	Learning
Place

	LU1. 
Perform Wheel Balancing
	Trainee will be able to:
· Identify Wheel/Rim size and Tire Specification
· Perform road test to verify the balance of wheels according to set standards
· Check Wheel rim and tyre condition according to set standards
· Carry out wheel balancing using appropriate wheel balancing equipment and fix weight/s as per requirement
· Re-test vehicle on road to verify correction of wheels balancing according to set standards
	· Wheels and types of rims.
· Introduction to the following
· Rim design.
· Drop center wheel.
· Semi drop center wheel.
· Safety wheel.
· Split wheel
· Function of tires.
· Types of tires according to construction.
· Specification of  tire
· Tire width.
· Aspect ratio.
· Construction of tire
· Rim size.
· Load index.
· Speed symbol.
· State Tire rotation.

Activities
· Perform wheel balancing on wheel balancing machine by attaching the weights as per requirement
	Theory: 12Hrs.
Practical: 48Hrs.
Total: 60Hrs.
	· Weights (different sizes)
· Cotton rag
	· Class Room
· Wheel balancing workshop.

	LU2. 
Measure alignment Angles (Camber, Caster, Toe, Toe out on turn, KPI)
	Trainee will be able to:
· Utilize alignment equipment (e.g., wheel alignment machine, camber/caster gauge, toe plates) to measure camber, caster, toe, toe out on turns, and KPI angles
· Record alignment angle measurements precisely, noting any deviations from manufacturer specifications.
	· Importance of various wheel alignment angles like Castor angle, 
Toe in-out, Camber, Kingpin inclination and toe out on turn
Practical Activity:
1. Measure Camber and Caster Angles Using a Wheel Alignment Machine
2. Perform Toe Adjustment
3. Analyz Toe-Out on Turn and KPI
	Theory: 09Hrs.
Practical: 45Hrs.
Total: 54Hrs.
	
	· Class Room
· Workshop

	LU3. Perform Wheel Alignment
	Trainee must be able to: 
· Perform road test to verify alignment of wheels according to set standards
· Check functionality of suspension, steering and adjust camber, caster, toe-in-and toe-out according to set standards
· Adjust camber, caster, toe, and other alignment angles using appropriate tools and techniques, ensuring adjustments are made according to manufacturer specifications.
· Re-test vehicle on road to verify alignment of wheels according to set standards
	· Introduction to wheel balancing machine with following features.
Setting procedure, Digital data setting procedure, cycle time, weight installation and removal procedure, machine calibration.
Practical activities
· Perform wheel alignment by Ackerman principle for a true rolling motion, steering pull, steering center point.
· Identify Wheel alignment faults like.
Toe in, toe out, positive camber, negative camber, positive caster, steering axes inclination, included angle, tire wear, ride height, trim height of vehicle
· Perform vehicle pre alignment checks like Tire pressure, tire deformation, tie rod ends, suspension fault, chasses damage.
· Perform wheel alignment on machine and adjust toe, camber, and caster.
	Theory: 09Hrs.
Practical: 45Hrs.
Total: 54Hrs.
	· Camber bolts
· Cotton rag
	





[bookmark: _Toc181736610]Module (041600455): Communicate in the workplace to support customers and team

Objective: This module covers the knowledge and skills required to communicate in the workplace to support customers and team as per organization’s approved guidelines and procedures. You will be expected to communicate face-to-face with customers, use technology to communicate with customers, communicate with customers and colleagues from diverse backgrounds, work in a team, ask appropriate probing / questioning from customers and provide continuous feedback to customers / colleagues. Your   under-pinning knowledge about basic communication tools and correspondence tactics will be sufficient for you to provide the basics of the work.

Duration:  33 Hours			Theory: 12 Hours				Practice: 21 Hours
	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials
Required
	Learning
Place

	LU1. 
Communicate face-to-face with customers
	Trainee must be able to:
· Maintain welcoming customer environment that reflects company branding and market position and is in line with the company policy and procedures.
· Greet customer warmly according to company policy and procedures.
· Create effective service environment through verbal and non-verbal interaction according to company policy and procedures.
· Fix customer needs by 
questioning and active listening 
· Adopt positive and inclusive language.
· Recognize personal factors impact on customer service delivery
	· Techniques that can be applied when communicate with customer face to face 
· Types of customer behavior and dealings 
· Communication skills and techniques 
· Basic key elements of the communication process. 
· Communication methods that can be used to effectively communicate with customers and identify the most appropriate to use in different situations. 
· Body language’ impacts on the communication process. 
	Theory: 02Hrs.
Practical: 06Hrs.
Total: 08Hrs.
	
	· Class Room
· Workshop

	LU2. 
Adopt technology to communicate with customers
	Trainee must be able to:
· Answer telephone according   to the company procedures.
· Question and active listening to identify caller and establish and confirm requirements.
· Functions according to instructions Use telephone 
· Practice email, social networking sites and other technologies to receive and process information and customer requests in line with company policy and procedures.
· Record and promptly pass on messages or information.
· Inform customer of any problems and relevant action being taken.
· Perform follow-up action as necessary.
	· Principles of communication electronically, by telephone and in writing. 
· Methods of collecting customer feedback on telephone. 
· Importance of collecting customer feedback and how this can be used to improve customer service.
· Enhancement of service delivery process using technology. 


	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
	
	· Class Room
· Computer Lab




	LU3. 
Communicate with Customers and colleagues
	Trainee must be able to: 
· Treat customers and colleagues from diverse backgrounds with respect and sensitivity.
· Consider cultural differences in verbal and non-verbal communication.
· Practice of gestures or simple words to communicate where language barriers exist.
Obtain assistance from colleagues or supervisors when required to facilitate.
	· Barriers to effective communication that can arise and how best to deal with these.
· Identification when it is necessary to seek advice or assistance from colleagues and when to take own initiative. 
· Types of dealings techniques with different types of behaviors 
· 
	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
	
	· Class Room
· Workshop

	LU4. 
Work in a  team
	Trainee must be able to: 
· Display a courteous and helpful manner at all times
· Complete allocated tasks willingly, according to set timeframes.
· Actively seek or provide assistance by approaching other team members when difficulties arise
· Identify and use lines of communication with supervisors and peers according to company policy.
· Encourage, acknowledge and act upon constructive feed- back provided by other team members.
· Make questioning to minimize misunderstandings. Identify signs of potential workplace conflict
· Wherever possible and take action to resolve the situation using open and respectful communication.
· Participate in team problem solving. Interpret organization’s goals and objectives and translate them into individual targets
Prepare plan of action to achieve individual as was as team goals
	· Team work and importance of team work. 
· Company goals and objectives as well as SOPs of the company 
· Concepts and techniques of problem solving 
· Systematic decision-making process 
· Characteristics of a successful teamwork experience. 
· 
	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
	
	· Class Room
· Workshop

	LU5. 
Ask appropriate probing questions from the customers
	Trainee must be able to
· Ask different types of questions when appropriate.
· Allow the other person to answer freely.
· Collect facts, information and data about the other person’s situation.
Focus on the necessary information (information that links directly to product
	· Open-ended questions 
· Close-ended questions 
· High gain questions 
· Mirror questions 
· Probing questions 
· Situation questions 
· 
	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
	
	· Class Room

	LU6. 
Provide continuous feedback
	Trainee must be able to
· Give and receive feedback from customers
· Apply appropriate body language and read customers body language
· Give and receive feed-back with internal departments.
· Design a communication system / process and share information.
· Gain commitment from others to work together in the interest of the customers
· Conduct meetings
Utilize the feed-back to identify opportunities for product / service improvement
	· Customer feed-back to improve your business 
· Importance of body language. 
· Communication ethics. 
· Organizational Jargon. 
· 
	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
	· Charts
· Markers
	· Class Room







[bookmark: _Toc181736611]Module (041600459): Work effectively in a customer service- sales environment

Objective: This module covers the knowledge and  skills required to Work Effectively in a Customer Service/Sales Environment as per Organization’s approved guidelines and procedures. You will be expected to work within organizational requirements, support the work team, maintain personal presentation, develop effective work habits, portray ethical     behavior and acquire up to date product / service knowledge. Your underpinning knowledge about Work Effectively in a Customer Service/Sales Environment will be sufficient for you to provide the basics of the work.

Duration: 45 Hours			Theory: 12 Hours				Practice: 33 Hours
	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials
Required
	Learning
Place

	LU1. Work within organizational requirements.
	Trainee will be able to:
· Identify and read organization’s requirements and responsibilities and seek advice from appropriate people where necessary
· Interpret staff rosters and provide sufficient notice of unavailability for rostered hours according to workplace policy and procedures
· Develop and use a current working knowledge and understanding of employee and employer rights and responsibilities.
· Comply with relevant duty of care and legal responsibilities, and support organizational culture
· Identify roles and responsibilities of colleagues and immediate supervisors.
· Identify standards and values considered to be detrimental to the organization and communicate this through appropriate channels.
· Identify, recognize and follow behavior that contributes to a safe and sustainable work environment.
	· Industry awards and agreements that relate to personal job role and terms and conditions of employment.
· Responsibilities of employer and employee.
· Relevant legislation and legal requirements


	Theory: 02Hrs.
Practical: 06Hrs.
Total: 08Hrs.
	· Charts
· Markers
	Class Room

	LU2.  
Support the work team.

	Trainee will be able to:
· Display courteous and helpful behavior at all times.
· Take opportunities to enhance the level of assistance offered to colleagues and meet all reasonable requests for assistance within acceptable workplace timeframes.
· Complete allocated tasks as required.
· Seek assistance when    difficulties arise.
· Use questioning techniques to clarify instructions or responsibilities.
· Identify and display a non-discriminatory attitude in all contacts with customers and other staff members
	· Importance of team work 
· Workplace relations 
· Workplace policies, plans and procedures, including:
· Dealing with grievances 
· Discriminatory behavior 
· Equal opportunity issues. 
· Staff rosters and notification of shift 
· Availability or non- Attendance 
· Providing customer service to colleagues and customers. 


	Theory: 02Hrs.
Practical: 06Hrs.
Total: 08Hrs.
	· Charts
· Markers
	· Class Room
· Workshop

	LU3.  
Maintain personal presentation.
	Trainee must be able to: 
· Observe appropriate dress code and presentation as required by the workplace, job role and level of customer contact.
· Follow personal hygiene procedures according to organizational policy and relevant legislation.
	· Hygiene and personal presentation
· Importance of workplace ethics 
	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
	
	· Class Room
· Workshop

	LU4.  
Develop effective work             habits.

	Trainee must be able to
· Interpret, confirm and act on workplace information, instructions and procedures relevant to the particular task.
· Ask questions to seek and clarify workplace information.
· Plan and organize daily work routine within the scope of the job role.
· Priorities and complete tasks according to required timeframes.
· Identify work and personal priorities and achieve a balance between competing priorities.
	· Staff counseling and disciplinary procedures 
· Workplace organizational structure 

	Theory: 02Hrs.
Practical: 06Hrs.
Total: 08Hrs.
	· Charts
· Markers
	· Class Room
· Workshop

	LU5.  
Portray ethical behavior
	Trainee must be able to
· Follow ethical code of conduct.
· Understand your costumer’s code of ethics.
· Declare conflict of interest.
· Maintain confidentiality.
· Honor your commitments (timeframe, deliverables etc.)
· Use internet for business only on company time.
	· Importance of ethical behavior
· Importance of commitment in sales and customer services.
	Theory: 02Hrs.
Practical: 6Hrs.
Total: 08Hrs.
	· Charts
· Markers
	· Class Room


	LU6.  Acquire up to date product / service knowledge
	Trainee must be able to
· Gather information about your product /services.
· Identify the components of your product and services
· Recognize the essential selling features of your products and services.
· Translate all essential features of your product and services.
· Analyze product- success.
· Identify your market position.
· Familiar with all product promotions, sales manuals and product literature.
· Keep Information of latest technology advances and seek ways to use these technologies in your work.
	· Price per product. 
· Profit per product / service. 
· Price flection 
· Product strengths 
· Product weaknesses. 
· Warranty/ guarantee policies. 
· Packaging facilities and potential.
· Product /service fits into your customers overall operations, business plan, sales success, operation cost etc. 
	Theory: 02Hrs.
Practical: 06Hrs.
Total: 08Hrs.
	· Charts
· Markers
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Module (041600460): Develop Professionalism

Objective: This module covers the knowledge and  skills required to Develop Professionalism as per Organization’s approved guidelines and procedures. You will be expected to create a personal vision / mission, manage your attitude, practice self- discipline, manage time, manage your professional development, and participate in trainings and performance review. Your underpinning knowledge about Develop Professionalism will be sufficient for you to provide the basics of the work.

Duration: 27 Hours			Theory: 9 Hours				Practice: 18 Hours
	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials
Required
	Learning
Place

	LU1.  
Create a personal vision/ mission
	Trainee will be able to:
· Clarify / prioritize self- values and consider the value of others.
· Clarify expectations of yourself and expectations others have of you.
· Identify what you need to do to be successful (personal standards, targets, goals, principals)
· Set specific short- and long-term goals.
· Translate the vision into actionable steps.
· Integrate the vision into daily practice.
· Recount frequently with your vision and change accordingly.
	· Long- and short-term goals 
· Personal vision and mission is important for success
· Advantages of personal vision and mission



	Theory: 01Hrs.
Practical: 03Hrs.
Total: 04Hrs.
	
	· Class Room
· Workshop

	LU2.  
Manage your attitude
	Trainee will be able to:
· Challenge yourself, break old habits, and move out of your comfort zone.
· Practice innovative techniques for out of the box creative thinking.
· Seek out support and feedback from others on the team, in the organization / community etc.
· Identify daily, weekly accomplishments
· Read inspirational material audiotapes 
	· Importance of personal and professional motivation 
· Positive attitude. 
· Advantages of innovative ideas and techniques during job. 

	Theory: 01Hrs.
Practical: 03Hrs.
Total: 4Hrs.
	
	· Class Room
· Workshop

	LU3.  
Practice self- discipline
	Trainee must be able to: 
· Accountable for your performance.
· Identify what you need to do to be successful.
· Communicate your priorities to others.
· Make and honor appointments with yourself and others.
· Practice relaxation and energizing techniques.
	· Importance of communication.
· Advantages of self-discipline 
	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
	
	· Class Room
· Workshop

	LU4.  
Manage time
	Trainee must be able to
· Isolate key success activities and prioritize      them.
· Breakdown large tasks down into manageable action steps (set time frame).
· Create or adopt action plans and follow it.
· Set aside appropriate blocks of time for goal- related activities.
· Make the best possible use of support people / recourses to accomplish tasks.
	· Importance of time management to achieve different tasks. 

	Theory: 01Hrs.
Practical: 03Hrs.
Total: 04Hrs.
	
	· Class Room
· Workshop

	LU5.  
Manage your   professional development

	Trainee must be able to
· Take inventory of your personal interests, abilities, skills, knowledge 
· Identify and prioritize the strengths and gaps.
· Use available assessment tools.
· Create a personal growth strategy / career path
· Set personal goals and timeframe for achieving them.
	· Importance and need of professional development.
	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
	
	Class Room

	LU6.  
Participate in trainings and performance review

	Trainee must be able to
· Analyze, evaluate and improve performance, and report significant issues/problems to senior management
· Demonstrate to-do attitude in profession
· Demonstrate understanding of skills    requirements
	· Concept about performance standards. 
· Policies, procedures and regulations regarding human resources of the organization. 
· Self-planning and management techniques 
· Goals and strategies of self- development. 
· Knowledge about training / job requirements 
	Theory: 02Hrs.
Practical: 03Hrs.
Total: 05Hrs.
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Module (041600461): Comply with health and safety regulations 

Objective: This module covers the knowledge and  skills required to comply with health and Safety Regulations as per Organization’s approved guidelines and procedures. You will be expected to interpret health and safety regulations, apply basic safety procedures and apply basic emergency procedures. Your underpinning knowledge about comply with health and safety regulations will be sufficient for you to provide the basics of the work.

Duration: 15 Hours			Theory: 3 Hours				Practice: 12 Hours
	Learning Unit
	Learning Outcomes
	Learning Elements
	Duration
	Materials
Required
	Learning
Place

	LU1.  
Interpret health   and safety regulations, standards and guidelines of an organization.
	Trainee will be able to:
· Identify, understand and apply health and safety regulations at workplace
· Assess risk of injury and equipment damages in common work situations and report to department concerned for timely response.
· Participate in quality enhancement of products or services of the organization
· Comply with quality and safety standards effectively
· Handle toxic and hazardous material and product with caution
· Assess risk of injuries and accidents and report it to senior management for avoiding serious injuries
	· Concepts and principles of health, safety, Quality and environment regulations.
· Types of risk of injuring and equipment damages
· Types of risk and injury at workplace.
· Procedure of dealing with risk and injury situation
· Health and safety policies and guideline of the organization.
· Characteristics and types of toxic and hazardous material or products offered by company and their impact on environment.


	Theory: 01Hrs.
Practical: 06Hrs.
Total: 07Hrs.
	
	· Class Room
· Workshop

	LU2.  
Apply basic safety procedures.

	Trainee will be able to:
· Follow safety procedures to achieve a safe work environment, according to all relevant    WHS legislation, including codes of practice relating to particular hazards in the industry or workplace.
· Identify and report unsafe work practices, including faulty plant and equipment according to company policy and procedures
· Manage dangerous goods and substances according to company policies and relevant legislation.
· Identify potential manual handling risks and manage manual handling tasks according to company policy.
· Report work-related incidents and accidents to designated personnel.
· Participate in consultative processes and procedures for WHS.
	· Use of appropriate personal protective clothing. 
· Procedure to eliminating hazards. 
· First aid procedures. 

	Theory: 01Hrs.
Practical: 03Hrs.
Total: 04Hrs.
	
	· Class Room
· Workshop

	LU3.  
Apply basic     emergency procedures.
	Trainee must be able to: 
· Follow fire and emergency procedures, including evacuation, according to company policy and legislation.
· Identify designated personnel responsible for first aid and evacuation procedures.
· Accurately identifies safety alarms.
	· Fire, chemical and electrical hazards 
· Slip, trips and falls
· Procedure of storage of dangerous goods and hazardous substances and waste.
· Communication and consultation processes.
· Manual handling procedures.
	Theory: 01Hrs.
Practical: 03Hrs.
Total: 04Hrs.
	
	· Class Room
· Workshop
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5. List of Personal Protective Equipment
(For A Class Of 25 Students)
	Name of Trade 
	Automobile Assistant Supervisor Level-3 (Automobile)

	Duration of Course 
	6 Months

	Sr. #
	Description
	Quantity

	1. 
	First AID Box
	5 Nos

	2. 
	Fire Extinguisher Cylinder
	5 Nos

	3. 
	Fire Blanket
	25 Nos

	4. 
	Fire Bucket
	25 Nos

	5. 
	Safety Gloves
	25 Nos

	6. 
	Ear Protector
	25 Nos

	7. 
	safety googles 
	25 Nos

	8. 
	Safety Helmet
	25 Nos

	9. 
	Safety mask
	25 Nos

	10. 
	Formal Uniform for Work
	25 Nos

	11. 
	Safety Shoes
	25 Nos





	
6. [bookmark: _Toc176464739][bookmark: _Toc181736615][bookmark: _Toc176423408][bookmark: _Hlk176431443]List of Tools and Equipment 

	S#
	Tools and Equipment
	Quantity

	1
	Socket set  
	25

	2
	Service manual 
	5

	3
	Open end spanner
	25

	4
	Scanner 
	5

	5
	Screw driver set (Philips + Flat) 
	25 set each

	6
	Combination spanner set 
	20

	7
	Combination pillar
	25

	8
	Nose pillar 
	25

	9
	Ring spanner
	25

	10
	Multi-meter 
	25

	11
	Vehicle 
	2

	12
	Diesel injector 
	10

	13
	Diesel fuel injection pump (inline, rotary 
	10

	14
	Diesel pump test bench 
	5

	15
	Diesel injector tester
	5

	16
	ECM 
	5

	17
	Tools trolley (Complete set of hand tools) 
	5

	18
	Hydraulic jack /safety stand 
	5

	19
	Car lift 
	5

	20
	Automotive scanner 
	5

	21
	Suspension (SST) Ball joint removal 
	5

	22
	Grease gun 
	25

	23
	Hydraulic press 
	2

	24
	Torque wrench 
	25

	25
	Measuring tape
	25

	26
	Ball joint (Rack end) remover 
	20

	27
	Steering fluid pressure tester 
	5

	28
	Wheel balancing machine.
	1

	29
	Wheel balancing weight plier 
	25

	30
	Air compressor 
	1

	31
	Tire pressure gauge 
	25

	32
	Steering wheel puller 
	5

	33
	Alignment scissors lift 
	5

	34
	Turn table 
	5

	35
	Steering lock holder 
	5

	36
	Wheel stoper 
	5

	37
	AT Sensor 
	25

	38
	CKP sensor 
	25

	39
	CMP sensor. 
	25

	40
	MAP sensor 
	25

	41
	Knock sensor 
	25

	42
	idle air control valve 
	25

	43
	ECT sensor, 
	25

	44
	TP sensor 
	25





7. [bookmark: _Toc176464740][bookmark: _Toc181736616]List of Consumables

	S.no
	Consumable Item
	Quantity

	1
	Cotton waste
	2kg

	2
	Kerosene Oil
	5 liters

	3
	Emry Paper
	50

	4
	Diesel fuel
	10 liters

	5
	WD-40 
	10

	6
	Throttle body cleaner
	5

	7
	Rags
	5 kg

	8
	Exhaust Sealant 
	5

	9
	Replacement Gaskets
	10

	10
	Wheel Bearing
	10

	11
	Bearing Seal
	10

	12
	Silicon
	20

	13
	Grease
	10

	14
	Dust Cover boots
	20

	15
	Rubber bushes
	20

	16
	Thread Locking tube
	10

	17
	Oil can
	5

	18
	Power Steering fluid
	5

	19
	Spiral cable
	10

	20
	Weight different sizes 
	40

	21
	Camber bolts
	10




8. [bookmark: _Toc479859630][bookmark: _Toc4860387][bookmark: _Toc46700680][bookmark: _Toc176423409][bookmark: _Toc176464741][bookmark: _Toc181736617]Members of Qualification Development & Review Committee 
The Qualifications Development Committee consisted of following members:
	S. #
	Name
	Designation
	Organization

	1
	Ijaz Hamid
	Chief Instructor (Auto & Diesel)
	GCT. Railway Road, Lahore - PTEVTA

	2
	Syed Salman Nasir Ali Shah
	Deputy Manager
	PTEVTA

	3
	Mehwish Aisha Ahsan
	CBT Expert/Assessor
	

	4
	Adeel Ahmad
	Assistant Manager (Tech)
	Lahore Transport Company, Lahore

	5
	Rehman Ali
	Assistant Manager
	Al-Haj Faw Motors (Pvt.) Ltd.

	6
	Abdul Basit
	Technical Advisor
	Toyota Garden Motors, Lahore

	7
	Aamir Javed
	Service Manager
	Suzuki Khalid Motors, Lahore

	8
	Syed Kazim Hussain
	Technical Advisor
	Toyota Township Motors, Lahore

	9
	Atif Mahmood
	Service Manager
	Suzuki Mini Motors, Lahore

	10.
	Muhammad Abdul Wasay
	Assistant Manager
	Al-Haj Faw Motors (Pvt.) Ltd.

	Qualifications Validation Committee

	1
	Ijaz Hamid
	Chief Instructor (Auto & Diesel)
	GCT. Railway Road, Lahore PTEVTA

	2
	Mian Atique
	CEO
	Rehman Motors Workshop, Model Town, Lahore

	3
	Syed Aamir Ali Wasti
	Director
	Honda Kizan, Lahore

	4
	Muhammad Naveed Malik
	CEO
	Vision Plus, Automotive Equipment Solutions, Lahore

	5
	Haji Muhammad Arshad
	CEO
	Honda, Raheem Yar Khan Motors

	6
	Abdul Waheed
	CEO
	Honda Pit spot, Johar Town Motors

	7
	M. Mumtaz   Husain
	AM (After Sale Service)
	Honda Atlas Cars, Lahore

	8
	Jawad Haider
	Technical Advisor
	Suzuki, Lahore

	Qualification Review Committee

	1
	Engr. Tehseen Khalid
	Lecturer
	GCT Peshawar KP-TEVTA

	2
	Mr. Muhammad Boota Saleem
	Sr. Instructor 
	PVTC-Punjab 

	3
	Engr. Umair Ahmed Qureshi
	Sr. Instructor 
	GVTI Bhimber / AJK TEVTA

	4
	Engr. Karam Ali Janwari
	Sr. Instructor 
	VTC Khairpur / STEVTA

	5
	Mr. Muhammad Shoaib
	Sr. Instructor 
	GTTI Kasur / PTEVTA

	6
	Engr. Inayat ur Rehman 
	DACUM Facilitator
	Ex-.KPK-TEVTA

	7
	Muhammad Ishaq
	DD SS & C
	Islamabad

	8
	Asim Jamal
	DD SS & C
	Islamabad
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