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[bookmark: _Toc179194887]1. Introduction 

The National Vocational and Technical Training Commission (NAVTTC) recognizes the importance of vocational and technical education in equipping the workforce with the necessary skills and competencies to meet the evolving needs of the industry. In line with its commitment to promoting skill development and enhancing employability, NAVTTC intends to develop competency standards (CS) for the trade of "Information Technology" in Pakistan.
Information technology plays a vital role in various sectors. It encompasses a broad range of knowledge and skills related to Information. The demand for skilled professionals in this field is steadily growing, as the industry seeks individuals who can contribute to innovation, process improvement, and the safe handling of Information.
The development of competency standards for the trade of Information Technology aims to establish a framework that defines the essential knowledge, skills, and attitudes required for individuals to perform effectively in this field. These standards will serve as a benchmark for training providers, employers, and learners, ensuring that the workforce is equipped with the competencies necessary to meet industry requirements and contribute to Pakistan's economic growth.
The competency standards will be developed through a comprehensive and consultative process, involving industry experts, trade associations, academia, and relevant stakeholders. The process will be guided by international best practices and tailored to meet the specific needs of the Pakistani context. The resulting competency standards will align with global industry standards, taking into account emerging trends, technological advancements, and the evolving needs of the Information technology sector in Pakistan.
The competency standards will outline the core technical knowledge and practical skills required for professionals in the field of Information Technology. They will cover areas such as network maintenance, report writing, performing complex calculation, programing, managing emails, managing emails, content writing. Additionally, the standards will emphasize the development of transferable skills, including critical thinking, problem-solving, teamwork, and communication, to ensure holistic professional development.
NAVTTC recognizes that the successful implementation of these competency standards will require a collaborative effort from all stakeholders. Training providers will play a crucial role in designing and delivering quality training programs that align with the standards. Employers will benefit from a pool of skilled workers who possess the necessary competencies to drive productivity and innovation within their organizations. Individuals pursuing careers in Information Technology will have a clear pathway for skill development, career progression, and recognition of their qualifications.
The competency standards for the trade of Information Technology will contribute to enhancing the quality and relevance of vocational education and training in Pakistan. They will provide a standardized framework for curriculum development, assessment, certification, and accreditation, ensuring that the qualifications obtained by individuals in this field are nationally and internationally recognized. Ultimately, the development of these competency standards will support Pakistan's vision of a skilled and competitive workforce, capable of meeting the challenges and opportunities of the Information technology industry.

	[bookmark: _Toc479859627][bookmark: _Toc4860385][bookmark: _Toc46700677]Date of development:
	4-Sep 2023 to 8-Sep 2023

	Date of review & validation: 
	23-Oct 2023 to 27-Oct 2023

	Entry requirement: 
	Matric

	Teacher Qualification:
	BS in any IT related field or Diploma in Information Technology or any equivalent IT related international certification(s) 



[bookmark: _Toc179194888][bookmark: _Toc46700687][bookmark: _Toc479859631]2. Codes of qualification 

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

	ISCED Classification

	Code
	Description

	0611ICT15
	National Competency Standards Level 3 for Information Technology
“Computer Operator/IT Assistant”



[bookmark: _Toc179194889]3. Summary of competencies

	S. No
	Competency 
Standards
	NVQF 
Level
	Category
	Estimated Contact Hours
	Cr Hr

	
	
	
	
	Th
	Pr
	Total
	

	Level 3

	1
	Maintain Computer System 
	2
	Generic
	3
	12
	15
	1.5

	2
	Prepare MS Word document
	2
	Technical
	3
	30
	33
	3.3

	3
	Prepare Spread Sheet
	2
	Technical
	5
	36
	41
	4.1

	4
	Create presentation in MS PowerPoint  
	2
	Technical
	3
	15
	18
	1.8

	5
	Create basic database using MS Access
	3
	Technical
	2
	21
	23
	2.3

	6
	Prepare InPage document
	3
	Technical
	1
	9
	10
	1

	7
	Manage Email using outlook
	3
	Technical
	1
	9
	10
	1

	8
	Create video conference using MS teams
	2
	Technical
	1
	9
	10
	1

	9
	Browse Internet and Manage Emails
	2
	Generic
	1
	9
	10
	1

	10
	Install and configure network connections
	2
	Technical
	4
	21
	25
	2.5

	11
	Install and configure network devices  
	3
	Technical
	6
	24
	30
	3

	12
	Install and Configure Network Utilities
	3
	Technical
	6
	24
	30
	3

	13
	Get Started with C#
	3
	Technical
	1
	9
	10
	1

	14
	Apply Operators and Expressions in practice
	3
	Technical
	5
	15
	20
	2

	15
	Manage Flow Control using Conditional statement and Loops
	3
	Technical
	7
	24
	31
	3.1

	16
	Implement Array structure in C#
	3
	Technical
	5
	21
	26
	2.6

	17
	Implement methods in OOP
	3
	Technical
	5
	27
	32
	3.2

	18
	Adobe Illustrator Essentials, Tools, and Design
	3
	Technical
	9
	45
	54
	5.4

	19
	Adobe Photoshop Essentials, Tools, and Design
	3
	Technical
	5
	45
	50
	5

	20
	Write “How-to” Articles
	3
	Generic
	7
	18
	25
	2.5

	21
	Write Frequently Asked Questions (FAQs)
	3
	Generic
	7
	18
	25
	2.5

	22
	Create Instruction Manuals and Guides
	3
	Generic
	6
	24
	30
	3

	23
	Write the user Experience (UX) Reports
	3
	Generic
	6
	18
	24
	2.4

	24
	Maintain Internet safety
	3
	Generic
	8
	15
	23
	2.3

	 
	Total
	 
	 
	 
	 
	605
	60.5

	
	
	
	
	
	
	
	
	





[bookmark: _Toc179194890]0611ICT1501 Maintain Computer System
[bookmark: _Hlk50802898]
Overview:

After this competency standard the candidate will be able to install and configure system software / operating systems (windows and Linux) and resolve installation errors on computers.

	Competency Units
	Performance Criteria

	CU1.  Install system Software
	P1. Check hard disk drive for installed OS (if required).
P2. Create hard disk drive backup (if required)
P3. Create partitions (if required) and format hard disk drive.
P4. Install required operating system by following manual.
P5. Troubleshoot errors while installation (if required)


	CU2.  Install /Configure peripheral devices



	P1. Read the Device's Manual before the plug-in.
P2. Connect devices to computer using appropriate cable
P3. Download and install Device drivers.
P4. Configure Device Settings (if required)
P5. Test the installed devices 
P6. Disconnect the device properly (if required)

	CU3.  Install Application Softwares
	P1. Install Application softwares as per installation guides and end-user requirements/license agreement
P2. Use installation method like customized or full
P3. Install the software in desired location
P4. Verify the installation

	CU4.  Update/Upgrade device driver
	P1.  Scan computer for hardware changes
P2.  Update/upgrade device drivers
P3. Make sure that updated features are in accordance with the specifications / requirements.
P4. Perform compatibility test for the Hardware components and peripheral devices

	CU5.  Update/upgrade software
	P1. Check for updates using available options for update
P2. Choose the Update Method “Check for Updates” or “Update Now”
P3. Wait for the Update to Complete
P4. Restart the Application if required 
P5. Verify the update

	CU6.  Uninstall software 
	P1. Open control panel and choose programs and features
P2. Select the required software to uninstall
P3. click the "Uninstall"` button
P4. Follow the on-screen instructions to uninstall the software

	CU7.  Perform windows scan
	P1. Open Windows Security 
P2. Navigate to the Virus & Threat Protection section
P3. Select "Virus & Threat Protection"
P4. Click on "Quick Scan."
P5. View Scan Results
P6. Review and Take Action

	CU8.  Format External storage
	P1. Connect the External Storage Device
P2. Open File Explorer 
P3. Locate the External Device and Right-Click on the Device Select "Format
P4. Configure Format Options
P5. Wait for Formatting to Complete

	CU9.  Troubleshoot Basic software errors
	P1. Restart the Software
P2. Check for Software Updates
P3. Restart Your Computer
P4. Check for Error Messages
P5. Review System Requirements
P6. Check for Conflicts
P7. Disable Add-ons or Extensions
P8. Run as Administrator (Windows)
P9. Check for Disk Space
P10. Reinstall the Software 
P11. Restore from Backup
P12. Check for Malware

	CU10.  Troubleshoot Basic hardware faults
	P1. Check Connectivity of device
P2. Restart Your Computer
P3. Inspect for Visible Damage
P4. Check for Error Messages 
P5. Disconnect and Reconnect Peripherals
P6. Update Drivers and Firmware
P7. Run Hardware Diagnostics
P8. Swap Components
P9. Check for Loose or Unseated Components



Knowledge & Understanding

The student must be able to demonstrate knowledge, and understanding required, to carry out tasks covered in this competency standards. This includes the knowledge of:

· Define software and its types 
· Define computer peripherals 
· How to connect to internet
· Define device drivers 
· How to explore windows 
· Understand different windows file systems (e.g., NTFS, FAT32, exFAT)
· Understand Add-ons or Extensions
· Understand backup and types of backup
· Understand malicious program and antivirus software
· Define drivers and firmware 
· Define various types of operating systems
· Describe the OS Installation process
· How to apply Operating system updates/patches/service pack

Critical Evidence(s) Required

The candidate needs to produce following critical evidence (s) to be competent in this competency standard:

· Install operating system
· Resolve Installation errors
· Install/ configure computer peripheral 
· Explore OS 

Tool and Equipment

· Computer System 
· Internet Connection
· Operating Systems (Windows and Linux)
· Bootable Flash drive/DVD
 

[bookmark: _Toc149238357][bookmark: _Toc179194891]0611ICT1502 Prepare MS word document 

Overview: 
            
After this competency standard candidate will be able to prepare word documents. It also deals with basic interface, tools/menu management, safety aspects, and word processing software handling techniques.

	Competency Units
	Performance Criteria

	CU1. Type word document 
	P1. Open MS word and create a new word file.
P2. Choose a Template (Optional)
P3. Set document Properties 
P4. Save the file in desired location with proper name
P5. Type text in a word file 
P6. Check for spelling error
P7. Save the file regularly   

	CU2. Set-up page	in Word Document
	P1. Click on Layout Tab
P2. Set Margins as per requirement 
P3. Set Orientation as per requirement
P4. Set page size
P5. Set indentation 
P6. Divide your page into columns as per requirement
P7. Insert a breaks as per requirement  
P8. Inset header / footer as per requirement
P9. Insert page number 

	CU3. Edit a document 
	P1. Insert/remove a new text in word file
P2. Add/remove a page or group of paragraphs 
P3. Make the necessary changes as per requirement 

	CU4. Format a word document 
	P1. Navigate to the editing area 
P2. Set Font and Size of text as per requirement 
P3. Make text Bold, Italic, and Underline
P4. Set Text Color as per requirement
P5. Highlight the selected Text as per requirement 
P6. Apply bullets and numbers 
P7. Apply Indentation 
P8. Apply paragraph alignment
P9. Apply line spacing
P10. Apply borders
P11. Apply sorting
P12. Apply shading
P13. Find and replace text
P14. Save the changes 

	CU5. Insert elements in    a Word Document
	P1. Navigate to insert tab
P2. Select from pages to insert page as per requirement
P3. Apply page break
P4. Insert table as per requirement 
P5. Apply different table design as per requirement
P6. Insert different illustration as per requirement
P7. Insert hyperlinks or bookmark as per requirement 
P8. Insert comment in a document
P9. Insert text box in the document
P10. Apply word Art
P11. Apply drop cap on text 
P12. Insert signature, date and time and different objects
P13. Insert symbols & Equation as per requirement 

	CU6. Insert Table of contents in a Word Document
	P1. Select different headings as per requirements
P2. Locate table of contents option (normally in Reference Tab)
P3. Select the required table of contents (Automatic, Manual) as per requirement 
P4. Insert Table of contents at desired location 
P5. Update table of contents

	CU7. Protect Document with Password
	P1. Select file tab
P2. Select info
P3. Select Protect Document
P4. Encrypt with Password
P5. Enter and confirm your password

	CU8. Print the file 
	P1. Open the document 
P2. Click on file tab and select print 
P3. Set printer options
P4. Click print 



Knowledge & Understanding

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

· Understand installing MS Office 
· Understand the screen layout of MS Word 
· Understand different tabs available in MS word 
· Understand typing on computer keyboard 
· Understand various aspects of the page setup, including page size, margins, orientation, indentation, page breaks etc. 
· Understand the built-in spell check and grammar check features
· Understand inserting option in MS Word
· Understand “Insert” Tab different elements 
· Understand Table of contents
· Different file protection methods 
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:

· Create Open save the file as per requirement 
· Print the file 

Tool and Equipment

· Computer System
· MS Office 
· Printer
· Paper
· Internet Connection 

[bookmark: _Toc149238358][bookmark: _Toc179194892]0611ICT1503 Prepare spreadsheet 

Overview 
                         
After this competency standard candidate will be able to prepare spreadsheets. It also deals with basic interface, tools/menu management, safety aspects, and spreadsheet application software handling techniques.

	Competency Units
	Performance Criteria

	CU1.  Create workbook 
	P1. Create workbook and worksheet
P2. Add/Remove worksheet in workbook
P3. Insert/remove rows and columns in worksheet
P4. Protect Workbook/worksheet with password

	CU2.  Enter and format data in cell
	P1.     Enter different types of data as per requirements
P2.     Apply font formatting on data as per requirements
P3.     Apply alignment on data as per requirements.
P4.     Apply different number formatting on data as per requirements
P5.     Apply different conditional formatting as per requirements

	CU3.  Apply different mathematical formulas  
	P1.     Perform basic mathematical operations on data as per requirements.
P2.     Apply different built-in mathematical formulas on data as per requirements
P3.     Apply different text formulas on data as per requirements.
P4.     Apply basic relational operations on data as per requirements.
P5.     Apply basic logical operations on data as per requirements
P6.     Apply IF, IFERROR formula on data as per requirements
P7.     Apply LOOKUP, VLOOKUP, HLOOKUP formulas as per requirements.

	CU4.  Apply page layout setting
	P1.     Apply different theme to worksheet as per requirements.
P2.     Apply margin setting as per requirements
P3.     Apply orientation setting as per requirements.
P4.     Apply page size setting as per requirements.
P5.     Print selected Area from sheet as per requirements.
P6.     Apply different background to sheet as per requirements.

	CU5.  Insert charts and graphs 
	
P1.     Insert different data as per requirements
P2.     Select data as per requirements
P3.     Implement different charts as per requirements
P4.     Apply different chart design as per requirements.





Knowledge & Understanding

[bookmark: _Hlk134610365]The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:

· Understand the screen layout of MS excel
· Under function of MS Excel
· Understand worksheet and workbook
· Understand rows and column in worksheet
· Understand different formula
· Understand different built-in function 
· Understand different kinds of chart graphs pie chart, bar chart, giant chart, line graph, scattered chart, area chart etc)

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Format entered data 
· Protect document 
· Apply formula 
· Plot data using charts 

Tool and Equipment

	· Computer System
· MS Office 

	· Internet Connection







[bookmark: _Toc149238359][bookmark: _Toc179194893]
0611ICT1504 Create presentation in MS PowerPoint  

Overview 
                    
 After this competency standard candidate will be able to prepare presentation. It also deals with basic interface, tools/menu management and presentation handling techniques.

	Competency Units
	Performance Criteria

	CU1.  Create and manage slides
	P1. Insert slides as per requirements.
P2. Remove slides as per requirements.
P3. Apply different slides layout as per requirements
P4. Apply font setting on text as per requirements.
P5. Apply different paragraph formatting as per requirements
P6. Insert different illustrations in presentation as per requirements.
P7. Insert and manage different shapes in presentation as per requirements.
P8. Find and replace text in presentation as per requirements.
P9. Save the presentation in desired location.

	CU2.  Design presentation
	P1. Apply different theme to presentation as per requirements
P2. Apply different slides size as per requirements.
P3. Apply different background to slides as per requirements.
P4. Apply different transitions to slides as per requirements.
P5. Apply different transition control (timing) setting to slides as per requirements.

	CU3.  Apply animations and slides show setting
	
P1.  Apply different animations to text as per requirements.
P2. Apply different animation setting to text as per requirements.
P3. Run slides show in different ways as per requirements.




Knowledge & Understanding

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

1. Determine the purpose of presentation 
1. Understand audience (Consider y audience's knowledge, interests, and expectations)
1. Able to Organize the contents
1. Explain how to open a new or saved power point presentation,
1. Explain how to save file in MS Power point,
1. Explain how to apply slide design in MS power point, 
· Explain editing, Add or delete text image graph in power point slides.
Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Prepare a power point presentation containing images, graphs and text as per given requirements 

Tool and Equipment

	· Computer System
· MS Office 
· Internet Connection







[bookmark: _Toc149238360][bookmark: _Toc179194894]0611ICT1505 Create basic database using MS Access

Overview 
After this competency standard candidate will be able to prepare basic database.

	Competency Units
	Performance Criteria

	CU1.  Create Database in MS Access
	
P1. Create Blank Database.
P2. Create table in database as per requirements
P3. Insert different fields with suitable types as per requirements.
P4. Apply different keys on table.
P5. Apply different constraints on fields as per requirements.
P6. Insert data in table as per requirements.
P7. Apply different table views.
P8. Save database in desired location.

	CU2.  Establish relationships between tables
	P1.    Create multiple tables as per requirements.
P2.    Create one-to-one relationship between tables as per requirements.
P3.    Create one-to-many relationship between tables as per requirements.
P4.    Create many-to-many relationship between tables as per requirements.

	CU3.  Create Forms 
	P1. Create form as per requirements.
P2. Design form interface as per requirements.
P3. Insert different data controls to Enter, Update, Delete, Modify data from table.
P4. Insert different data into tables using form interface

	CU4.  Create query and reports 
	P1. Create/Run different queries as per requirements.
P2. Create reports as per requirements.
P3. Design reports as per requirements.



Knowledge & Understanding

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

· Understand Database
· Understand MS access Screen Layout 
· Define the relationship types and enforce referential integrity 
· Understand Tables 
· Understand Relationships
· Understand forms and its types
· Understand queries and its types
· Understand Reports and its types

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Create database
· Execute query to extract the desired data 

Tool and Equipment

· Computer system
· MS Office 








[bookmark: _Toc149238361][bookmark: _Toc179194895]0611ICT1506 Prepare InPage document 

Overview 
After this competency standard candidate will be able to prepare In Page document. It also deals with basic interface, tools/menu management and In-page application software handling techniques.

	Competency Units
	Performance Criteria

	CU1.  Create a new Document in InPage
	P1.     Launch InPage
P2.     Select the document type as per requirement  
P3.     Select page size as per requirement
P4.     Set the Language as per requirement 
P5.     Set language layout preference 
P6.     Create Document

	CU2.  Insert images and objects
	P1.     Select the element as per requirement 
P2.      Insert the object at desired place as per requirement 


	CU3.  Perform formatting and style setting  
	
P1. Set font styles
P2. Set font color 
P3. Perform paragraph formatting as per requirement 
P4. Perform spell checking 
P5. Perform grammar checking 

	CU4.  Print the document 
	P1. Open the document to be printed in InPage.
P2. Select print from file menu 
P3. select the printer
P4. Select the number of copies to be printed 
P5. Select range for printing 
P6. Print Preview the document before printing 
P7. Click print 



Knowledge & Understanding

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

· Understand Elements of Inpage Interface
· Understand different types of document and Template 
· Able to Review document for any errors or formatting issues
.



Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Create Inpage document 
· Print the document 

Tool and Equipment

· Computer system
· InPage
· Printer
· Paper 


[bookmark: _Toc149238362][bookmark: _Toc179194896]0611ICT1507 Manage Email using outlook 
Overview 
 After this competency standard candidate will be able to manage email using outlook.
 
	Competency Units
	Performance Criteria

	CU1.  Create email account on MS outlook.
	P1. Create email account and login.
P2. Compose mail as per requirements.
P3. Apply attachments as per requirements.
P4. Send mail as per requirements.
P5. Receive mail as per requirements.
P6. View received mail.
P7. Forward mail as per requirements.
P8. Arrange mails in folders as per requirements.
P9. Delete unwanted mail as per requirements.
P10. Manage archive mails as per requirements.
P11. Save mails locally or Cloud as per requirements. 

	CU2.  Apply security and encryption 
	P1. Apply built-in filters to unwanted mails as per requirements.
P2. Mark legitimate mail as Not Junk as per requirements.
P3. Report spam mail.
P4. Apply digital signature to verify authenticity as per requirements.


	CU3.  Backup and Restore mails
	P1. Take backup of outlook account.
P2. Restore mails from backup as per requirements.



Knowledge & Understanding

The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:
· Understand email
· Understand setting required for gmail account for outlook
· Understand outlook screen environment

Critical Evidence(s) Required	
Send and receive email via outlook
The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Create email account and access it via outlook
· Send and Receive email 

Tool and Equipment
· Computer System
· Outlook
· Internet
[bookmark: _Toc149238363][bookmark: _Toc179194897]0611ICT1508 Create video conference using team

Overview 
After this competency standard, candidate will be able to create Video conference using team

	Competency Units
	Performance Criteria

	CU1.  Schedule a Meeting:
	P1.     Login MS Team account
P2.     access calendar view
P3.     create new meeting event
P4.     Enter Meeting Details (Title, Date, Time, duration and location etc.)


	CU2.  Send Meeting Invitation
	P1. Select the meeting options as per requirement  
P2. Add the email addresses of the people in meeting details
P3.  send out the meeting invitations to the selected participants

	CU3.  Join and Manage the Video Conference ( from participant side)
	P1. Join the meeting as per requirement 
P2. Turn on or off the video camera as per requirement 
P3. Turn on or off the microphone as per requirement 
P4. share screen with participants as per requirement 
P5. Chat with participant as per requirement 


	CU4.  Manage Participants (from admin side)
	P1. set the lobby option to admit participants from the lobby to the meeting.
P2. mute or unmute participants' audio individually or all at once as per requirement 
P3. Turning Cameras On/Off of participants as per requirement 
P4. Remove participants from meeting as per requirement 
P5.  Manage screen sharing as per requirement
P6. Record the meeting as per requirement 

	CU5.  Manage meeting ending 
	P1. Share the recording link with participants if needed.
P2. Share files, chat transcripts, meeting notes, and action items with participants through Teams channels or chats.
P3. "End Meeting" to leave the conference.





Knowledge & Understanding

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

· Understand basics of Video conference
· Understand chat feature to ask questions


Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Join the video conference
· Create a video conference 


Tool and Equipment

· Computer System 
· Internet 
· MS Teams 



[bookmark: _Toc149238365][bookmark: _Toc179194898]0611ICT1509 Browse internet and Manage Emails
Overview: 
After this competency, standard candidate will be able to perform searching on web using various search engines. The candidate shall be able to manage email accounts effectively and efficiently using mail services e.g. Gmail, yahoo, Hotmail/live etc.
	Competency Unit
	Performance Criteria

	
CU1.	Perform browsing using different browsers
	P1. Browse websites using different Browsers.
P2. Download / upload files, images and videos. 
P3. Save/retrieve files and digital media. 
P4. Manage browser settings.
P5. Manage browser Extensions.
P6. Perform bookmark of URLs.

	
CU2. Create email account 
	P1. 
P2. Create personal and official mail accounts.
P3. Login and logout mail account.
P4. Perform settings of created mail account.
P5. Backup and Restore of mail account.

	  CU3.   Send/Receive Emails
	P1. 
P2. Compose Email. 
P3. Attach different files with mail. 
P4. Send/Receive mails.
P5. Manage Spam mails.


Knowledge & Understanding
The candidate must be able to demonstrate the underpinning knowledge required to carry out tasks covered in this competency standard. This includes
· How to use various browsers
· Describe types of search engines
· Describe management of emails on various platforms.
· How to configure email accounts on outlook and differentiate between downloading
and uploading data
· Attachments and settings in Email

Critical Evidence(s) Required
The candidate needs to produce following Critical Evidence(s) in order to become competent in this competency standard:
· Configure email account on different platforms
· Send/Receive emails

Tools and Equipment
The tools and equipment’s required for the competency standards are given below:
· Computer System/PC
· Web Browsers
· Search Engines
· Internet connectivity and Local Area Network Connectivity
· Operating Systems (MS Windows and Linux)

[bookmark: _Toc149238366][bookmark: _Toc179194899]0611ICT1510 Install and configure network connections 

Overview: 
This competency unit covers the skills and knowledge required to install and configure computer hardware and networks. The underpinning knowledge regarding computer hardware and networks will be sufficient to provide the basis for the job at workplace.

	Competency Unit
	Performance Criteria

	CU1.	Prepare network cables
	P1. Select the type of cable as per requirement (CAT5, CAT6, CAT7 etc)
P2. Select UTP/STP as per requirement
P3. Calculate the length of cable as per requirement
P4. Prepare crossover and straight network cable

	CU2.  Perform network connectivity
	P1. Connect to a wired network using LAN Card/NIC. 
P2. Connect to a wireless network using WLAN adapter.
P3. Test the connectivity using Ping and trace route commands.

	CU3.	Perform
Basic network troubleshooting
	P1. Check the cable connectors with cable tester
P2. Check connectivity between devices (cable and switches/ routers/ hardware components) manually
P3. Repair Cable if required
P4. Replace connectors / hardware components if required
P5. Ping all network nodes to check the connectivity
P6. Check the cable connectivity with each network node
P7. Conduct speed test to check the data rate and bandwidth of network



Knowledge & Understanding
The trainee must be able to demonstrate knowledge and understanding required to carry out the tasks covered in this competency standards, which includes the knowledge of:
· Capable to determine the cable according to speed, length and performance
· Basic knowledge about straight through and cross over cables
· Capable to understand Communication Media & Connectors – Unshielded twisted-pair (UTP), shielded twisted pair (STP), Fiber Optics and coaxial cable: RJ45, RJ-11, BNC
· Understand color codes of CAT5, CAT6, CAT7 cables.
· Understand 568A and 568B Standards
· Capable to configure the Interoperability between systems (Routers, Switches, server and workstations) and data rate as per requirement 

Critical Evidence(s) Required
[bookmark: _bookmark17]The candidate needs to produce following Critical Evidence (s) to be competent in this competency standard:
· Perform network connectivity and communication
· Perform basic network troubleshooting                                                                                                                                                                                                

Tools & Equipment required:

· PPEs
· Networking Cables (CAT5, CAT6, CAT7, Fiber optics, Coaxial)
· Network Switches
· Network Connectors like RJ45 and RJ11
· Cable Strippers and Crimping tool
· Routers
· Cable tester
· Wireless network equipment 













[bookmark: _Toc149238367]

[bookmark: _Toc179194900]0611ICT1511 Install and Configure Network Devices
 
 Overview:                                                                                                                                                                                                                                                                                                                                                                                        
 This competency unit covers the skills and knowledge required to install and configure IP Addresses, Protocols, hardware / software and networks. The underpinning knowledge regarding networks will be sufficient to provide the basis for the job at workplace.

	Competency Unit
	Performance Criteria

	
CU1.	Install and connect network devices
	P1. Place the network switch/ router according to layout 
P2. Connect the switches and routers with network cables
P3. Connect power cord to Network Switches and Routers

	
CU2.	Configure IP
Addresses of hosts and intermediary devices
	P1. Plan IP Addresses class
P2. Assign IP and subnet mask
P3. Test the network connectivity through Ping Command

	CU3. Configure dynamic    routing protocols
	P1. Configure dynamic routing protocols
P2. Advertise directly connected network IDs
P3. Perform convergence


	
CU4.	Perform
maintenance & troubleshooting
	P1. 
P2. Check the network connectivity using Ping and Traceroute
P3. Rectify duplex and speed mismatch problems
P4. Diagnose common network problems 
P5. Identify the exact class of IP addresses assigned to your computer and your network
P6. Troubleshoot WLAN like connectivity with LAN(bridging) and AP settings
P7. Perform IP Scan and take appropriate action





Knowledge & Understanding
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards, which includes the knowledge of:
· Basic knowledge of services of server machines i.e. (Domain Controller, ADC, File server,
         Print server, Mail server, Database server, Print server, Web server)
· Basic knowledge of industry-accepted operating system, hardware and wireless access points
· Network Components Modem, Firewall, Hub, Bridge, Router, Gateway, Repeater, 
Transceiver, Switch, Access point, etc. – their types, functions, advantages and disadvantages
· Knowledge of Network Interface Card, and controls flow of data between the computer and the network.
· Differentiate between active and passive network
· Assigning static or dynamic IP’s as per requirement.
· Knowledge in detail about network protocols (TCP / IP), OSI model, IPV4, IPV6, physical addresses 
(MAC Addresses) of network devices.
· Setting IP Address (IP4/IP6) & Subnet Mask, Classes of IP Addresses and types of IP Addresses
· Network topologies – Star, Ring, Bus, Tree, Mesh, Hybrid.
· Type of Networks – Local Area Networks (LAN), Metropolitan Area Networks (MAN),
 Wide Area Networks (WAN)
· Understand ARP and Reverse ARP
· Understand Internet, Ethernet, Wi-Fi, Bluetooth, Mobile Networking, Wired and wireless Networking.
· Difference between Intranet and Internet.
· Data transmission basic terms (ping, delay(latency), packet loss, throughput, bandwidth and jitter)


Critical Evidence(s) Required

The candidate needs to produce following Critical Evidence(s) to be competent in this competency standard:
· Install and connect network PC with switch and router
· Configure IP address and subnet Mask 
· Perform maintenance & troubleshooting

Tools & Equipment required:

· Personal Protective Equipment
· Laptop / Desktop
· Network cable with tester
· Network Interface Card (NIC)
· Modem
· Router
· Switch
· Tools Kit


[bookmark: _bookmark18][bookmark: _Toc149238368][bookmark: _Toc179194901]0611ICT1512 Install and Configure Network Utilities Software

Overview: 
This competency unit covers the skills and knowledge required to install analyze, configure, optimize or maintain a PC, operating systems, hardware and networks. The underpinning knowledge regarding application softwares and system software will be sufficient to provide the basis for the job at workplace.
	Competency Unit
	Performance Criteria

	
CU1. Install and
configure Utility software 
	P1.      Download utility software
P2.      Install other dependency application /software
P3.     Install utility programs to improve functionality
P4.     Perform product activation
P5.     Update the software versions/patches. 

	CU2. Install 
device drivers
	P1.   Download device drivers 
P2.   Install devices drivers 

	
CU3.	Install/update     Firmware
	P1.     Check for firmware update.
P2.     Download the firmware
P3.     Update the firmware.
P4.     Check software is working in proper manner.


Knowledge & Understanding
The trainee must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards that includes the knowledge of:
· Different type of Antivirus software.
· Knowledge of Scanning
· Knowledge of Online and offline Virus Testing
· Use of Antivirus, cause damage to a computer’s software, hardware or data.
· Understand use of Backup (locally and over the network)

Critical Evidence(s) Required
The candidate needs to produce following Critical Evidence(s) to be competent in this competency standard:
· Download and install utility programs
· Device drivers installation and verification
· Download and update firmware

Tools & Equipment required
· Storage Devices
· CD Drives
· CDs / DVD


[bookmark: _Toc149238370]

[bookmark: _Toc179194902]0611ICT1513 Get Started with C

Overview:
After this competency standard candidate will be able to perform downloading and installing Visual Studio Community Edition from the official website. Candidate will be able to explore the IDE and create projects and able to perform basic programming. 
	Competency Units
	Performance Criteria

	CU1.  Install Microsoft Visual Studio

	
P1. Navigate to Official website and download Visual Studio Community Edition.
P2. Install Visual Studio Community Edition

	CU2.  Utilize Primitive data types and Variables in Practice 
	
P1. Create a C# Project under windows in Visual Studio
P2. Write first program in C#
P3. Declare different types of variables/constants
P4. Implement different types of operators in C#
P5. Implement different type conversions in C#
P6. Compile and Run Program

	CU3.  Interact with Console for I/O
	
P1. Implement input statement in C# as per requirement
P2. Implement Output statement in C# as per requirement
P3. Implement different format specifiers in C#
P4. Implement concatenation in output statement



Knowledge & Understanding
The student must be able to demonstrate knowledge and understanding required to carry out tasks covered in this competency standards. This includes the knowledge of:
· Define Program 
· Conventions for writing a variable.
· Understand different Data Types in C#
· Understand how to write C# program.
· How to compile/Run and debug C# program.

Critical Evidence(s) Required
The candidate needs to produce following critical evidence (s) to be competent in this competency standard:
· Create a C# program to perform basic arithmetic operators as per requirements. 
· Create a C# program to accept the values from the user and output on console.
· Create a C# program to perform type conversion.

Tool and Equipment

· Personal Computer/Laptop 
· Microsoft Windows OS 
· Microsoft Visual Studio Community Edition (Latest Version)

[bookmark: _Toc149238371][bookmark: _Toc179194903]0611ICT1514 Apply Operators & Expressions

Overview: 
 
 After this competency standard, the candidate will able to perform basic arithmetic/relational/logical and ternary operators. He will also familiar with implementation of different expressions in C#.

	Competency Units
	Performance Criteria

	CU1.  Utilize Operators in C# program
	
P1.   Perform mathematical operation in C#. 
P2.   Perform comparison operation in C#.
P3.   Perform logical operation in C#.
P4.   Perform ternary operations.


	CU2. Use expressions in C#
	P1. Implement Interpolated String Expressions
P2. Implement Lambda Expressions



Knowledge & Understanding

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

· Mathematical Operators
· Comparison Operators 
· Logical Operators
· Basic Conditional statement 
· Operator Precedence 

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Create a C# program to perform mathematical operation.
· Create a C# program to perform logical operation. 
· Create a C# program to perform comparison operation.

 
Tool and Equipment

· Personal Computer/Laptop 
· Microsoft Windows OS 
· Microsoft Visual Studio Community Edition (Latest Version)



[bookmark: _Toc149238372][bookmark: _Toc179194904]0611ICT1515 Manage Flow Control using Conditional Statement & Loops

Overview: 
After this competency standard candidate will able to perform conditional statements like if, if-else and switch statements. He will also able to perform different loop structure in C# program.
	Competency Units
	 Performance Criteria

	CU1. Manage Flow control with Conditional Statement
	
P1. Implement if/if-else and switch statement in C# 
P2. Implement nested conditional statement in C#


	CU2. Apply Loop structure

	
P1. Implement while loop as per requirements.
P2. Implement do-while loop as per requirements
P3. Implement for loop as per requirements.
P4. Implement nested loop in C# program.



Knowledge & Understanding

The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:
· Get familiar with loop structure and its different types.
· Get familiar with conditional structure and its different types.
· Differentiate between while and do-while loop.
· Differentiate between nested if and if/else.
· Differentiate between pre-test and post-test loop.
· Increment and decrement operator.

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:

· Write a program using simple if statement as per requirement.
· Write a program using if-else statement as per requirement.
· Write a program using multi if-else statement as per requirement.
· Write a program using nested if/if-else statement as per requirement.
· Write a program using while/do-while loop statement as per requirement.
· Write a program using for loop statement as per requirement.
· Write a program using nested loop structure as per requirement.

Tool and Equipment	

· Personal Computer/Laptop 
· Microsoft Windows OS 
· Microsoft Visual Studio Community Edition (Latest Version)

[bookmark: _Toc149238373][bookmark: _Toc179194905]0611ICT1516 Managing Arrays and Lists 

Overview:

After this competency standard candidate will be able to utilize arrays and collections in C# programming. Learners cover array initialization, fixed and dynamic lengths, processing with for each loops, and sorting. They also explore non-generic collections like Array List and Hash Table, and generic collections like List and Dictionary, gaining proficiency in element manipulation and iteration.
	Competency Units
	Performance Criteria

	CU1. Utilizing Arrays in C# program

	
P1. Declare and Initialize an Array of different types.
P2. Implement an Array with Fixed Length
P3. Implement an Array with Dynamic Length
P4. Accessing an array using loops


	CU2. Utilize non-generic collections in C# program
	
P1. Implement an ArrayList in C#.
P2. Adding & removing an element from an Array List.
P3. Process ArrayList using foreach Loop.
P4. Implement HashTable in C#.
P5. Adding & removing an element from HashTable.
P6. Iterate HashTable using Foreach loop.


	CU3. Utilize generic collections in C# program
	P1.  Implement a List in C#
P2. Adding and removing an element from the list
P3. Process a List using Foreach Loop
P4. Implement a Dictionary in C#
P5. Adding and removing an element from the dictionary 
P6. Iterate a dictionary using foreach loop




Knowledge & Understanding

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

· Differentiate between Arrays and its different types.
· Get familiar with different primitive data types
· Differentiate between Generic and Non-Generic Collection
· Differentiate between Collections and Arrays



Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:

· Write a program using 1-D array as per requirement.
· Write a program that implement different operation on1-D array as per requirements
· Write a program using 2-D array as per requirements
· Write a program that implement different operation on 2-D array as per requirements
· Create a program and implement HashTable
· Create a program and implement Dictionary 

Tool and Equipment

· Personal Computer/Laptop 
· Microsoft Windows OS 
· Microsoft Visual Studio Community Edition (Latest Version)




[bookmark: _Toc149238374][bookmark: _Toc179194906]0611ICT1517 Implement methods in OOP 

Overview:
 
After this competency standard student will be able to create and use different methods in program. He will also be able to implement class concept in program.

	Competency Units
	Performance Criteria

	CU1.implement methods in program
	P1. Create methods
P2. Implement methods in C# as per requirements.
P3. Implement methods with different arguments as per requirements.
P4. Implement methods that return a value as per requirements

	CU2. Implement Class
	P1. Create Class 
P2. Implement different data members and methods within class.
P3. Create Setter methods in Class
P4. Create Getter methods in Class
P5. Create static method within Class
P6. Create Public/Private methods within Class

	CU2. Implement Constructors in a Class
	P1. Create default Constructors.
P2. Create default Constructors with argument 
P3. Create Parameterized Constructors



Knowledge & Understanding

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

· Define methods and its different types
· Define Object Oriented Programming.
· Differentiate between constructor and method.
· Define an object of a class.
· Access Modifiers (Private, Public, Internal & Static)

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:

· Create a program with different methods as per requirements
· Create a program that implement class as per requirements.
· Create a program that implement class having different member data and member methods as per requirements.
· Create a program that implement constructor within class as per requirements

Tool and Equipment

· Personal Computer/Laptop 
· Microsoft Windows OS 
· [bookmark: _Toc135813583]Microsoft Visual Studio Community Edition (Latest Version)

[bookmark: _Toc149238376]

[bookmark: _Toc179194907]0611ICT1518 Implement Adobe Illustrator Essentials Tools on Design

Overview: 
This competency standard offers a foundation in Adobe Illustrator, covering basic tools, portrait and landscape illustration, rulers, and clipping masks. It also includes vector and character design, using CC Libraries, logo design with the Golden ratio, crafting stationary designs, and preparing files for web and print. With an emphasis on eco-friendly design practices, it provides trainees with a versatile skill set for the ever-evolving field of graphic design.

	Competency Units
	 Performance Criteria

	CU1. Download /Install Adobe Illustrator
	P1. Download Updated Adobe Illustrator
P2. Install Adobe Illustrator.
P3. 

	CU2. Setup of Interface
	P1. Set interface as per requirement. 
P2. Apply Relevant Interface as per requirement. 

	CU3. Use Basic Tools & Properties 
	P1. Use different kind of selection tools.
P2. Use shapes, stroke, and fill options.
P3. Use pen tool in Adobe Illustrator.
P4. Use the pathfinder tool.
P5. Use the shape builder tool.
P6. Use the eyedropper tool.
P7. Use the align panel.
P8. Use the pencil and paintbrush tools.
P9. Use all essential tools present in toolbox.


	CU4. Create Portrait & landscape illustrations 
	P1. Create portrait and landscape illustrations as per requirement. 
P2. Use tools to create custom portraits and landscape illustrations 

	CU5. Apply Clipping Mask 
	P1. Use clipping mask techniques on project.
P2. Use different methods of clipping mask. 

	CU6. Design Vector and character 
	P1. Trace a vector by using the basic vector concept.
P2. Design a flat character using different tools.

	CU7. Apply functions from CC Libraries  
	P1. Download assets from CC libraries.
P2. Import assets from CC libraries.


	CU8. Design Logo design with Golden ratio  
	P1. Use tools to design a logo
P2. Design different kind of logos as per requirement. 


	CU9. Create Stationary Design
	P1. Design stationery elements from using different tools.
P2. Create designs of business cards, brochures, letterheads, flyers, etc...

	CU10. Prepare/Save Files for web and print
	P1. Saves the files in different formats.
P2. Export source and vector files. 



Knowledge & Understanding

The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:
· Get familiar with color theory.
· Sketch different design ideas on paper or using digital tools.
· Understand RGB vs. CMYK for color scheme.
· Apply formatting techniques like learning, leading, and text alignment.
· Understand designing of graphics accessories. 
· Explain types of file formats.
· Understanding Vector Graphics
· Understanding the Adobe Illustrator interface,
· Knowledge of how to select and manipulate objects
· Understanding transformations, effects, and transformations like scaling, rotating, and applying filters.
· Familiarity with design principles, such as composition, balance, and visual hierarchy, for effective graphic design.

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Define adobe illustrator 
· Use eyedropper tool 
· Export files in different formats
· Use techniques of rulers, grid, guides and measure tool  
· Show skill in essential Illustrator tools.
· Apply vector graphics principles.
· Efficiently use layers for design.
· Successfully export files in various formats.

Tool and Equipment

· Computer, Required Software, Internet, Lab 
· 

[bookmark: _Toc149238377][bookmark: _Toc179194908]0611ICT1519 Implement Adobe Photoshop Essential Tools on Designs

Overview: 
This competency standard imparts the skills, knowledge, and attitudes needed for an introductory understanding of Adobe Photoshop. It covers workspace concepts, installation, preset, brush, and font usage, mixer brush painting, Camera Raw, layer fundamentals, quick fixes, retouching, masks, channels, vector drawing, advanced compositing, GIF editing, infographics, and environmentally-friendly practices in the graphic design field.

	Competency Units
	 Performance Criteria

	CU1.  Interpret Work area concept 

	P1. Identify the user interface in Photoshop.
P2. Create an efficient workspace in Adobe Photoshop.
P3. Set panels and their panel locations in Photoshop.
P4. Import files in Photoshop.


	CU2.  Apply Installation and Use of Presets, Brushes & Fonts  
	P1. Use preset.
P2. Use brushes
P3. Apply typefaces and fonts to your design.
P4. Apply new brushes and fonts
P5. Install new Fonts, Presets and brushes to enhance your projects.


	CU3.  Use Painting with the mixer Brush 
	P1. Identify the functions of the mixer brush.
P2. Use essential brush.
P3. Identify techniques for mixing colors.
P4. Apply color mixing within a photograph.
P5. Apply the process of painting and mixing colors with brush presets.


	CU4.  Use Working with Camera Raw 
	P1. Download and install camera raw.
P2. Use advanced color correction resources.
P3. Use different techniques for the camera.

	CU5.  laydown Layer Basics 
	P1. Use layers panel.
P2. Create a well-organized layer structure in Photoshop.
P3. Create a visually appealing design by applying various techniques.
P4. Apply texture overlays to add depth to your designs.

	CU6.  Apply Quick Fixing and Retouching
	P1. Define snapshot improvement.
P2. Use facial features with liquify.
P3. Create a stunning background blur effect.
P4. Create panoramic images by stitching multiple photos.
P5. Apply image cropping and slicing to refine your compositions.
P6. Use content-aware move tool.
P7. Identify perspective adjustment of an image.



	CU7.  Apply Mask and Channels
	P1. Apply masks and channels.
P2. Create a quick mask proficiency.
P3. Create image manipulations using puppet warp and vanishing point.
P4. Create alpha channels to produce shadows.

	CU8.  Apply Vector drawing technique  
	P1. Apply about bitmap images and vector graphics.
P2. Use paths and the pen tool.
P3. Use custom shapes and importing a smart object.
P4. Identify adding color and depth to a shape using layer styles.


	CU9.  Apply Advance Compositing  
	P1. Identify low and high resolution.
P2. Use key concepts like layer arrangement, smart filters, and upscaling.
P3. Paint a layer, add a background, and use the history panel to undo edits.

	CU10.  Prepare Gifs
	P1. Create video projects and utilize the timeline panel.
P2. Create animations with key frames and apply effects and transitions.
P3. Create audio effects, mute unwanted audio, and render video.
P4. Create GIFs by utilizing the GIF timeline.

	CU11.  Prepare Info graphics
	P1. Apply the concept of infographics to communicate visually.
P2. Apply principles of text and image manipulation for design.
P3. Use creative methods to present ideas effectively.

	CU12.  Prepare files for web and print
	P1. Identify file extensions for saving files for web and print. 
P2. Export files in different formats using Adobe Photoshop.




Knowledge & Understanding

The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of:
· Define adobe Photoshop
· Define snapshot improvement  
· Define about mixing of colors  
· Define path and pen tool  
· Explain about low and high resolution 
· Differentiate between effects, transitions, audio effects, muting unwanted audio and rendering video. 
· Understand Photoshop's user interface and create an efficient workspace. 
· Know tool properties and panel locations.
· Utilize Camera Raw, advanced color correction, and camera techniques.
· Understand resolution and image enhancement.
· Differentiate image types, create paths, and work with custom shapes.
· Recognize file extensions and export files effectively

Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Adjust facial features with liquefy  
· Use of Layer arrangement, smart filters, painting a layer, adding a background, using the history panel to undo edits and upscaling low-resolution images.
· Explain painting and mixing colors with brush presets 
· Usage of Photoshop tools and panels.
· Creative use of presets, brushes, and fonts.
· Documented image manipulations.
· Before-and-after image adjustments.
· Visual communication proficiency.
· Ability to export files.

Tool and Equipment

· Computer, Required Software, Internet, Lab 



[bookmark: _Toc149238379][bookmark: _Toc179194909]0611ICT1520 Write ‘‘how-to’’ articles

Overview: 
This competency standard covers the skills to write a special type of articles in which the emphasis is on to way to perform some specific task e.g. How to change the color of background in a word document?  
 
	Competency Unit 
	Performance Criteria 

	CU1. Gather data on 
‘‘how-to’’ topic 
	P1. Search data on ‘‘how-to’’ topic 
P2. Download videos on ‘‘how-to’’ topic 
P3. Categorize data based on authenticity of source 
P4. Choose data (both textual and videos) that is to be used in the article 
P5. View videos to visualize the process 


	CU2. Document the 
‘‘how-to’’ topic 
	P1. Produce a summary document of the facts studied 
P2. Improve summary document based on viewed videos 

	CU3. Write the article 
	P1. Start writing the article incorporating summarized data 
P2. Fill in the gaps wherever needed 

	CU4. Add visual aids (including images and tables to support the article) 
	P1. Insert images into written article wherever necessary mentioning the source of images too. 
P2. Insert table of data into article supporting your argument mentioning the source of data table too 

	CU5. Review the article (for clarity, factual correctness, flow) 
	P1. Ensure the article is factually correct 
P2. Ensure that the steps involved in the process are clear 

	CU6. Finalize and publish the article 
	P1. Write the conclusion section 
P2. Add the minor details making the final product catchy and attractive 
P3. Publish the article at appropriate platform 


  
Knowledge & Understanding 
· The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard:
· Understanding ‘how-to’ topic 
· Illustration of the flow and structure of article 
· Define keywords in the article 
· Understand factual correctness of the topic 
· Understand the points that can raise questions on clarity / correctness of the topic

Critical Evidence(s) Required 
· The candidate needs to produce following Critical Evidence(s) in order to be competent in this competency standard:  
· Categorize the data based on authenticity 
· Creates outline of article to be written 
· Finalizes the article with good conclusion 
· Publishes the article on appropriate platform 


Tools and Equipment 	 
 
The tools and equipment required for this competency standard are given below: 
· Web Browser 
· Search Engine 
· Word Processing Software 
· Youtube and other video tutorial websites 
· Computer System 
· Internet Connection  

 
 


[bookmark: _Toc179194910]0611ICT1521 Write Frequently Asked Questions (FAQs)

Overview:
This competency standard covers the skills to write frequently asked questions for a given topic. 
 
	Competency Unit 
	Performance Criteria 

	CU1. Gather data relevant to frequently asked questions on the selected topic 
	P1. Search data on ‘how-to’ topic 
P2. Write the frequently asked questions appearing as the result of different search queries 

	CU2. Select frequently asked questions 
	P1. Arrange the frequently asked questions in order of frequency of their appearance in search queries 
P2. Select the questions appearing as the response to search queries more frequently than others 

	CU3. Document most appropriate answer to every question 
	P1. Write down the multiple answers of every questions in selected set of FAQs 
P2. Select the most appropriate answer  
P3. Record the selected answer 

	CU4. Review the questions and answers 
	P1. Review the answer of every question for its clarity and correctness 
P2. Make necessary changes (if required) 

	CU5. Finalize and publish the FAQs 
	P1. Support the answers with images, tables and other visual components 
P2. Publish the FAQ at appropriate platform 


 
Knowledge & Understanding	
The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of: 
· Understanding FAQ questions 
· Understand the questions relevant to the topic appearing more frequently than others 
· Choose the most appropriate answer of every chosen question 
· Understand the process of publishing FAQ 

Critical Evidence(s) Required 
The candidate needs to produce following Critical Evidence(s) in order to be competent in this competency standard:  
· Collect data for given FAQs 
· Search answers for FAQs 
· Publishes FAQs with answers 


Tools and Equipment 	 
 The tools and equipment required for this competency standard are given below: 
· Web Browser 
· Search Engine 
· Word Processing Software 
· Computer System 
· Internet Connection  


[bookmark: _Toc149238381][bookmark: _Toc179194911]0611ICT1522 Create Instruction Manuals and Guides
Overview:
This competency standard covers the skills to write instruction manuals and guides to 
perform a particular task. For example, how to use a service? 
 
	Competency Unit 
	Performance Criteria 

	CU1. Learn the product or service  
	P1. Use the service 
P2. Note the steps performed during every task of the service 
P3. Take images during every task 

	CU2. Learn the product / service features 
	P1. Explore every feature of the service 
P2. Note the steps to explore every feature 

	CU3. Write the instruction manual 
	P1. Write the instruction to perform every task of the service 
P2. Add images to make the manual more helpful for users 

	CU4.Review the instruction manual for correction and clarity 
	P1. Review the instruction manual for correction and clarity 
P2. Make amendments in language making it clearer and more accurate 

	CU5.Finalize instruction manual and publish 
	P1. Support the answers with images, tables and other visual components 
P2. Publish the instruction manual at appropriate platform 



Knowledge & Understanding 

The candidate must be able to demonstrate underpinning knowledge and understanding required to carry out tasks covered in this competency standard. This includes the knowledge of: 
· Understanding product / service 
· Explore every feature of the product / service 
· Write down the steps to perform every step of all the tasks 
· Review the instruction manual to ensure factual correction and clarity of language 
· Publish the instruction manual on appropriate platform



Critical Evidence(s) Required 

The candidate needs to produce following Critical Evidence(s) in order to be competent in this competency standard:  
· Explore product / services 
· Write steps to perform every task in the service / product 
· Add images to clarify every task
· Publish the instruction manual
 
Tools and Equipment 	 
 The tools and equipment required for this competency standard are given below: 
·  Web Browser 
· Word Processing Software 
· Computer System 
· Internet Connection
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Overview 
This competency standard covers the skills to write instruction manuals and guides to 
perform a particular task. For example, guide to test whether some equipment is functional or not. 
 
	Competency Unit 
	Performance Criteria 

	CU1. Choose a success metric  
	P1. List the possible success metrics 
P2. Use the analytics data available from past users 
P3. Use existing data to find the desired outcome 
P4. Note the drop off rate between every step of service to reveal the biggest opportunities


	CU2. Prioritize the primary use cases 
	P1. Give greater weight to most common use cases rather than edge cases 
P2. Identify which use cases are most important for overall success of the service 
P3. Identify which change in user flow / user experience will have highest cumulative impact

	CU3. “Walk” the user flow 
	P1. Walk through every step of the service as a new user 
P2. Clear web-browser’s cache before going through the service to avoid any impact of previous users’ data 

P3. Record every step using a screen shot

P4. Layout the screen shots as they happen in user-flow  

	CU4. Consider user expectations 
	Record what user perceives from service’s layout 
User previous users’ data to write what users expect from the service 

	CU5. Evaluate usability heuristics 
	P1. Utilize usability heuristics (user control, human limitations, modal       integrity, accommodation, linguistic clarity etc.) to offer best user experience 
P2. Minimize the possibilities of users to make mistakes on user interfaces 
P3. Provide on board help 

	
	

	CU6. Evaluate the service structure 
	P1. Evaluate how features are offered in service and how easy is it to switch from one feature to another 
P2. Evaluate how data items (like items in a cart in online store) are managed across different components of the service 
P3. Make sure that user does not miss important notifications from 
P4. one component of service while staying in another

	CU7. Improve the service 
	P1. Write down the report on improving the service  
P2. Avoid introducing new bottlenecks while suggesting improvements in the service 


  
Knowledge & Understanding 
 
The candidate must be able to demonstrate underpinning knowledge and understanding require to carry out tasks covered in this competency standard. This includes the knowledge of: 
· Understanding user interface 
· Understanding user experience practices  
· Evaluating user expectations 
· Understand areas of service that are critical for the successful 
· Describe usability heuristics to improve the service

Critical Evidence(s) Required 
The candidate needs to produce following Critical Evidence(s) in order to be competent in this competency standard:  
· Understand user interface 
· Understand user’s experience 
· Understand success metrics 
· Prioritizing test cases 
· Going through user’s flow of service 

 
Tools and Equipment 	 
The tools and equipment required for this competency standard are given below: 
· Web Browser 
· Word Processing Software 
· Computer System 
· Internet Connection 
· Google Analytics 
· Sketch Artboard
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Overview
This competency standard will provide underpinning skills and knowledge related Internet safety. These competency units, and performance criteria for Internet Safety Awareness provide a framework for individuals to develop and assess their knowledge and skills in staying safe and secure while using the internet. It is crucial to promote internet safety awareness and responsible online behavior in today's interconnected world.

	Competency Unit
	Performance Criteria

	CU.1 Adhere Cybersecurity Awareness
	P1. Demonstrate awareness of cybersecurity threats and risks as required
P2. Identify common online risks and vulnerabilities for the given task

	CU.2 Use Safe Browsing Practices
	P1. Adherence to safe browsing practices as required
P2. Recognize and avoid suspicious websites for given task specification
P3. Identify phishing attempts for given task

	CU.3 Apply Password Security
	P1. Apply password security best practices.
P2. Use of strong and unique passwords.
P3. Use password managers and 2FA when available

	CU.4 Apply Data Privacy
	P1. Implement data privacy principles and regulations for the given task
P2. Apply Steps taken to protect personal data and adjust privacy settings

	CU.5 Adhere Social Media Safety
	P1. Adhere Responsible use of social media platforms
P2. Recognize risks related to oversharing personal information as required

	CU.6 Demonstrate Email and Messaging Safety
	P1. Use Identification and avoidance of email phishing attempts as required
P2. Use secure messaging apps and encryption when necessary

	CU.7 Demonstrate Online Shopping and Financial Safety
	P1. Demonstrate ability to identify secure e-commerce websites as per Internet standard
P2. Apply Safe practices for online shopping and financial transactions as per rules

	CU.8 Apply Mobile Device Security
	P1. Demonstrate Securing mobile devices with passcodes or biometrics as given task
P2. Demonstrate Regular installation of updates and security patches for give task

	CU.9 Perform Awareness of Online Threats
	P1. Apply and recognize of common online threats (e.g., malware, ransomware).
P2. Demonstrate the importance of antivirus software and updates.

	CU.10 Report Cybersecurity Incidents
	P1. Report cybersecurity incidents, suspicious activities, or cyberbullying to relevant authorities or organizations as per standard
P2. Manages one's digital footprint by being conscious of online activities and the information shared.

	CU.11 Perform Legal and Ethical Considerations
	P1. Adheres to legal and ethical standards when using the internet, including respecting copyright, avoiding plagiarism, and refraining from cyberbullying and harassment.
P2. Respond to internet safety crises, such as identity theft or cyberbullying, by seeking assistance from relevant authorities and support services



Knowledge & Understanding
This competency standard will provide knowledge related to:
· Understands the importance of reporting to protect oneself and others.
· Demonstrates a commitment to ongoing learning and staying updated on the latest internet safety threats and best practices.
· Seeks out reputable resources and courses related to internet safety.
· Encourages and educates others, such as family members, friends, or colleagues, about internet safety best practices.
· Acts as a role model for responsible internet behavior.
· Perform Legal and Ethical Considerations
· Hardware and Software
· Maintain Hardware and software 
· Installation and Configuration of software’s 
· Accessing a CD/DVD-ROM and Data traveler
· Troubleshooting hardware and software problems
· Internet and Downloading
· Search different relevant software on Internet
· Download Applications from the Internet
· Basic search in search engine
· Categorization of Application
· Distinguish between different application/Software’s
· Knowledge about the Computer languages Installation and Configurations
· Communication skills



Critical Evidence(s) Required

The candidate needs to produce following critical evidence(s) in order to be competent in this competency standard: 
· Adhere Cybersecurity Awareness
· Use Safe Browsing Practices
· Apply Password Security
· Apply Data Privacy
· Adhere Social Media Safety
· Demonstrate Email and Messaging Safety
· Demonstrate Online Shopping and Financial Safety
· Apply Mobile Device Security
· Perform Awareness of Online Threats
· Report Cybersecurity Incidents
· Perform Legal and Ethical Considerations
Tools and Equipment’s
· Computer System with the following specification
· Core i-7 10 Gen Processor/Higher
· 500GB/1TB/ SSD recommended
· 16GB RAM
· Graphics card (NVIDIA GeForce RTX 3060 or better)
· Wireless/WIFI
· Internet connection
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The tools and equipment required for this competency standard are provided below:

	S.No.
	Items 
	Quantity 

	1. 
	Computer System  ( Core I3 or higher preferred )
	25

	2. 
	Internet Connection
	8 MBPS at least

	3. 
	Bootable Flash drive/DVD
	05 at least

	4. 
	Printer
	01

	5. 
	Cable Strippers and Crimping tool (Simulator may be used in case of non-availability of Physical equipment
	05

	6. 
	Routers (Simulator may be used in case of non-availability of Physical equipment
	02

	7. 
	Cable tester (Simulator may be used in case of non-availability of Physical equipment
	05

	8. 
	Switches (Simulator may be used in case of non-availability of Physical equipment)
	05

	9. 
	Wireless Router (Simulator may be used in case of non-availability of Physical equipment)
	05

	10. 
	Power backup (to support the load of 25 computer systems and printer at least)
	01

	11. 
	Web cam
	02 at least 

	12. 
	Multimedia Projector
	01

	13. 
	Operating Systems (Windows and Linux)
	

	14. 
	MS Office
	

	15. 
	InPage
	

	16. 
	Adobe Photoshop Suite
	

	17. 
	Outlook
	

	18. 
	MS Team
	

	19. 
	Microsoft Visual Studio Community Edition (Latest Version)
	

	20. 
	Adobe Illustrator
	

	21. 
	Google Analytics
	

	22. 
	Web Browser
	



The consumables required for this competency standard are provided below:

	S.No.
	Items 
	Quantity 

	1. 
	 Paper A4 
	2 Rims 

	2. 
	Networking Cables (CAT5, CAT6, CAT7, Fiber optics, Coaxial)
(Simulator may be used in case of non-availability of Physical equipment)
	Preferable CAT 5 at least 30 meter

	3. 
	Network Connectors like RJ45 and RJ11
(Simulator may be used in case of non-availability of Physical equipment
	100 each 
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