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 KEY FOR CODING 

Coding Competency Standards and Related Material s 

DESCRIPTION  
 

REPRESENTED BY  

Industry Sector as per ESC 
 (Three letters) 
 

Construction Sector (CON)  
Fisheries and Agriculture Sector (FNA)  
Transport sector  ( TRN)  
Tourism Sector (TOU)  
Social Sector (SOC)  
Foundation  (FOU)  

Competency Standard S 
Occupation with in a industry 
Sector 

Two digits 01 -99  

Unit  U 
Common Competency 1 
Core Competency 2 
Optional/ Elective Competency  3 
Assessment Resources Materials A 
Learning Resources Materials L  
Curricula  C 
Qualification  Q1, Q2 etc  
MNQF level of Qualifi cation L1, L2 etc  
Version Number  V1, V2 etc  
Year of endorsement of standard, 
qualification  

By two digits Example - 07  
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1.  Endorsement Application for Qualification 01                    

2.  NATIONAL CERTIFICATE I II  IN PROGRAMMING  

3.Qualific ation 

code:  SOC30SQ1L318 

Total Number of Credits:  42  

4.  Purpose of the qualification  

The holders of this qualification are expected to work as Beginner Programmers in companies or as a 

freelancer.  

5.  Regulations for 
the qualification  

National Certific ate III  in Programming will be awarded to those who are 

competent in units 1+2+3+4+5+6+7+8+9+10  

  6. Schedule of Units  

Unit 

Title  

Unit Title  Code  

 
1.  Work effectively in an information technology 

environment  

SOC30S1U01V1 

2.   Apply occupational health and safety procedures SOC30S1U02V1 

3.   Develop and practice negotiation skills SOC30S1U03V1 

4.   Solve problems related to work activities SOC30S1U04V1 

5.   Apply quality standards  SOC30S1U05V1 

6.   Perform computer operations  SOC30S1U06V1 

7.  Use relevant technologies SOC30S1U07V1 

8.   Use mathematical concepts and techniques SOC30S1U08V1 

9.   Apply introductory programming skills  SOC30S1U09V1 

10.   Create basic databases  SOC30S1U10V1 

7.  Accreditation 

Requirements  

The training provider should have a lab or similar training faci lit y to provide 

the trainees with  hands-on experience related to this qualification  

8. Recommended 

Sequencing  

As appearing under the section 06 
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1.  Endorsement Application for Qualification 0 2                  

2.  NATIONAL CERTIFICATE I V IN PROGRA MMING -WEB APPLICATIO N DEVELOPER  

3.Qualification 

code:  SOC30SQ2L418 

Total Number of Credits:  138  

4.  Purpose of the qualification  

The holders of this qualification are expected to work as Web Application Developers in companies or 

as a freelancer.  

5.  Regulations for 
the qualification  

National Certificate I V in Programming ï Web Application Developer wil l be 

awarded to those who are competent in units 

1+2+3+4+5+6+7+8+9+10+11+12+13+14+15+16+17+18+19+20+21+22+23 

  6. Schedule of Units  

Unit 

Title  

Unit Tit le  Code  

 
1.  Work effectively in an information technology 

environment  

SOC30S1U01V1 

2.   Apply occupational health and safety procedures SOC30S1U02V1 

3.   Develop and practice negotiation skills SOC30S1U03V1 

4.   Solve problems related to work activities SOC30S1U04V1 

5.   Apply quality standards  SOC30S1U05V1 

6.   Perform computer operations  SOC30S1U06V1 

7.  Use relevant technologies SOC30S1U07V1 

8.   Use mathematical concepts and techniques SOC30S1U08V1 

9.   Apply introductory programming skills  SOC30S1U09V1 

10.   Create basic databases  SOC30S1U10V1 

11.  Lead workplace communication  SOC30S2U01V1 

12.  Lead small teams SOC30S2U02V1 

13.  Develop a micro business proposal SOC30S2U03V1 

14.  Build client relationships and business networks  SOC30S2U04V1 

15.  Apply mathematical techniques for software 

development  

SOC30S2U05V1 

16.  Perform programming in Python  SOC30S2U06V1 

17.  Perform Programming in HTML5 with CSS3  SOC30S2U07V1 

18.   Perform Programming using JavaScript  SOC30S2U08V1 

19.  Perform programming by using JQuery  SOC30S2U09V1 

20.   Use structured query language SOC30S2U10V1 

21.  Perform relational database management in SQL 

database technology 

SOC30S2U11V1 

22.   Authentication & Authorization: OAuth  SOC30S2U12V1 

23.   Full Stack Foundations SOC30S2U13V1 
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7.  Accreditation 

Requirements  

The training provider should have a lab or similar training faci lity to provide 

the trainees with  hands-on experience related to this qualification  

8. Recommended 

Sequencing  

As appearing under the section 06 
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UNIT DETAILS 

Unit 
Title  

Unit Title  Code  
 

Level  No of 
credits  

1.  
Work effectively in an information technology 
environment  

SOC30S1U01V1 3 
2 

2.   Apply occupational health and safety procedures SOC30S1U02V1 3 2 

3.   Develop and practice negotiation skills SOC30S1U03V1 3 3 

4.   Solve problems related to work activities  SOC30S1U04V1 3 3 

5.   Apply quality standards  SOC30S1U05V1 3 3 

6.   Perform computer operations  SOC30S1U06V1 3 5 

7.  Use relevant technologies SOC30S1U07V1 3 3 

8.   Use mathematical concepts and techniques SOC30S1U08V1 3 5 

9.   Apply introductory programming skills  SOC30S1U09V1 3 8 

10.   Create basic databases  SOC30S1U10V1 3 8 

11.  Lead workplace communication  SOC30S2U01V1 4 3 

12.  Lead small teams SOC30S2U02V1 4 3 

13.  Develop a micro business proposal SOC30S2U03V1 4 3 

14.  Build client relationships and business networks SOC30S2U04V1 4 3 

15.  
Apply mathematical techniques for software 
development 

SOC30S2U05V1 4 10 

16.  Perform programming in Python  SOC30S2U06V1 4 10 

17.  Perform Programming in HTML5 with CSS3  SOC30S2U07V1 4 8 

18.   Perform Programming using JavaScript SOC30S2U08V1 4 10 

19.  Perform programming  by using JQuery SOC30S2U09V1 4 8 

20.   Use structured query language SOC30S2U10V1 4 10 

21.  
Perform relational database management in SQL 
database technology 

SOC30S2U11V1 4 10 

22.   Authentication & Authorization: OAuth  SOC30S2U12V1 4 8 

23.   Full Stack Foundations SOC30S2U13V1 4 10 
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Packaging of National Qualifications:  

National Certificate I II  in Programming  will be awarded to those who are competent in units 

1+2+3+4+5+6+7+8+9+10  

Qualification Code: SOC30SQ1L318 

 

National Certificate I V in Programming -Web Application Developer will be awarded to those who are 

competent in units 1+2+3+4+5+6+7+8+9+10+11+12+13+14+15+16+17+18+19+20+21+22+23 

 

Qualification Code: SOC30SQ2L418 
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Competency Standard  for  

 

PROGAMMING, WEB APPLICATION DEVELOPER  

Unit No       Unit Title  
1.  Work effectively in an information technology environment  

2.  Apply occupational health and safety procedures 

3.  Develop and practice negotiation skills 

4.  Solve problems related to work activities 

5.  Apply quality standards  

6.  Perform computer operatio ns  

7.  
Use relevant technologies 

8.  Use mathematical concepts and techniques 

9.  
Apply introductory programming skills  

10.  Create basic databases  

11.  Lead workplace communication  

12.  Lead small teams 

13.  Develop a micro business proposal 

14.  Build client relationships  and business networks 

15.  Apply mathematical techniques for software development 

16.  Perform programming in Python  

17.  Perform Programming in HTML5 with CSS3  

18.  Perform Programming using JavaScript  

19.  Perform programming by using JQuery  

20.  Use structured query language 

21.  Perform relational database management in SQL database technology 

22.  Authentication & Authorization: OAuth  

23.  Full Stack Foundations 
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Description of a Web Developer 
 

A Web Developer is responsible for designing, coding and modifying websites, from layout to function and 

according to a client's specifications. They strive to create visually appealing sites that feature user-friendly 

design and clear navigation. 

 

Competency Standard Development Process 

The competencies were determined based on the expectation of tasks to be performed by a Web Developer in  

the Maldives. The skill  analysis was based global IT industry standards with moderate adjustments, pertaining 

to the industry trend  relating to Maldives.   

Competency standards used for similar type of training in other countries were also examined . 

Further considerations were also given with special care, to not only develop deliverable skill sets, but to also 

lay a foundation  in character building. This is in line with wholistic development philosop hy, values, and 

practices common to the IT industry globally. 

Final considerations were made to factor in the general demographic profile of vocational trainees and efforts 

were also made to communicate the objectives and criteria in simple English, in order to achieve a higher rate 

of success to this training module.  
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Unit 01  
 
 

Unit Title Work effectively in an information technology environment 

Descriptor This unit defines the competency required to support work effectively in an 

information technology environment 

Code SOC30S1U01V1 Level 3 Credit 2 

 

 

Range Statement  

Key player; 

¶ May include but are not limited to: Information Technology organisations, vendors of IT products and 

services, IT professional bodies, industry publications and Government Departments involved in IT 

industry promotion, employer organisations, relevant unions. 

ELEMENTS OF 

COMPETENCIES 

PERFORMANCE CRIT ERIA  

1.    Comply with general IT 

policies and procedures 

1.1 Roles of key players of the Information Technology 

organisation are determined and briefly explained 

1.2 Career choices and options are determined 

1.3 Policies and procedures are complied with, as directed by 

supervisor 

2.   Promote the organisation and 

the IT department in a Manner 

consistent with the organization 

mission 

2.1 Role of the Information Technology functions within the 

organisation is briefly explained 

2.2 Organisation is promoted in a positive way 

3.    Identify Information 

Technology equipment/ 

software and operating 

system supported by the 

organization 

3.1 Information Technology equipment/software and operating 

system supported by the organisation are identified 

3.2 Equipment, location and service requirements are identified 

according to organisational requirements 
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Clients; 

¶ Variables may include but are not limited to: internal and external customers, employers and employees. 

Organisational; 

¶ Safety policies, Occupational Health and Safety procedures, ethical work practices 

¶ Size and type of organisation and organisational values and culture may vary 

Information Technology Department; 

¶ The   structure   of   the   Information   Technology   department   may   be   a   separate   branch, department, 

division or an integrated function of an organisation. 

Information Technology Components; 

¶ Can include hardware, software and communications packages. 

Client user; 

¶ May be a department within an organisation or a third party and so the relationship and ease of access will  

vary. 

Documentation and Reporting; 

¶ Audit trails, naming standards, version control. 

Organisational Standards; 

¶ May be based upon formal, well-documented methodologies, or non-existent. For training delivery purposes, 

best practice examples from industry will  be used. 

Assessment Guide Forms of 

assessment 

¶ Continuous assessments together with collected evidence of performance will  be suitable for this unit. 

Assessment context 

¶ Assessment may be done in workplace or a simulated work environment. 

Critical aspects for Assessment 

¶ Assessment must confirm the ability to assimilate into the Information Technology department by 

demonstrating organisational values through the organisational code of conduct in work place 

interactions. 
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UNDERPINNING KNOWLEDGE AND SKILLS 
 

Underpinning Knowledge  Underpinning Skills  

¶ Basic principles of ethical practice when 

promoting the organisation in a manner 

consistent with the organisational mission 

¶ Broad knowledge of organisational code of 

conduct and values that are consistent with the 

organizational mission 

¶ Basic understanding of organisational systems 

Current industry accepted hardware and 

software products with broad knowledge of 

general features and capabilities 

¶ Broad knowledge base of vendor product 

directions 

¶ Reading and writing at a level where general 

workplace documents can be written and 

understood. 

¶ Verbal communication is clear and precise, for 

example when explaining the role of key players in 

the Information Technology organisation. 

¶ Problem-solving is limited to basic known problems 

within normal routines, for example, when complying 

with policies and procedures as directed by supervisor 

¶ Basic analysis skills in relation to normal routine 

work processes, for example, when complying 

with policies and procedures as directed by 

supervisor 
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Unit 02 

 

Unit Title Apply occupational health and safety procedures 

Descriptor This unit defines the competency required to support the organisationôs 

Occupational Health and Safety principles and practices. 

Code SOC30S1U02V1 Level 3 Credit 2 

 

Element of competencies Performance Cri teria 

1.    Determine Occupational 

Health and Safety (OH&S) 

issues relating to immediate 

work environment 

1.1. Occupational Health and Safety issues in the immediate 

workplace are assessed and action to rectify the problem is 

taken or reported to supervisor 

1.2. Workplace and OH&S procedures are followed to 

ensure safe working environment 

2.   Document and Disseminate 

Occupational Health & Safety 

requirements 

2.1. Information relating to Occupational Health and Safety 

regulations and requirements are obtained 

2.2. OH&S regulations impacting upon the Information 

Technology client area are determined and documented 

2.3. Documents are submitted to supervisor for 

verification 

2.4. Occupational Health and Safety documents are 

provided to all work stations 

2.5. Occupational Health and Safety documents relating to IT are 

updated and re-issued 

2.6. as required 

3.   Provide basic ergonomic 

advice 

3.1. Ergonomic requirements of clients are assessed 

3.2. Advice is provided to clients based on vendor requirements, 

workplace policies and the latest OH&S information 

3.3. Advice is documented and passed on to client and 

supervisor 
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Range Statement 

 Organisational; 

¶ Variables may include, but are not limited to: Occupational Health and Safety legislation; organisation 

safety procedures; work stations and work environment procedures; presence and impact of OH&S 

manager. 

Advice on ergonomics; 

¶ Includes: Occupational Health and Safety procedures; using and cleaning Visual Display Units (VDUs); 

advice on footrests, exercises, times for breaks, armrests, chairs. 

Operating Systems; 

¶ Command line and Graphical User Interface 

Literacy skills; 

¶ In relation to work place documentation may vary 

OH and S standard; 

¶ As per company, statutory and vendor requirements. Ergonomic and  environmental  factors must be 

considered during the demonstration of this competency as well as Occupational Health and Safety 

guidelines related to use of screen-based equipment, computing equipment and peripherals, and 

ergonomic work stations, security procedures and customisation requirements. 

¶ Maybe based u p o n  formal,  well-documented  methodologies,  or  non-existent.  For t r a i n i ng 

delivery purposes, best practice examples from industry will  be used. 

Quality process; 

¶ Some   organisations   may   be   quality   certified   and   have   well-documented   standards   for addressing 

quality while others will  not. 

Assessment Guide Form of 

assessment 

¶ Continuous assessments together with collected evidence of performance will  be suitable for this unit. 

Assessment context 

¶ Assessment may be done in workplace or a simulated work environment. 

Critical aspects of evidence 

¶ Assessment must confirm the ability to comply with Occupational Health and Safety requirements relating 

to the use of computing equipment through the practical demonstration of the identification of unsafe 

practices and taking action to correct them. 
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UNDERPINNING KNOWLEDGE AND SKILLS 
 

Underpinning Knowledge  Underpinning Skills  

¶ General ergonomic principles to avoid 

back, wrist and eye strain 

¶ Procedures and exercises for avoiding 

strain and injury 

¶ Current business practices in relation to 

preparing reports 

¶ Broad knowledge of Organizational Health 

and Safety requirements in relation to work 

safety, environmental factors and ergonomic 

considerations 

¶ Reading and writing are at a level where basic 

workplace documents are understood and presented 

¶ Questioning and active listening is employed to 

confirm information 

¶ Plain English literacy and communication skills 

in relation to dealing with clients and team 

members 

¶ Problem solving skills for a defined range of 

predictable problems 
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Unit 03  
 
 

Unit Title Develop and practice negotiation skills  

Descriptor This unit covers the skills, knowledge and attitudes required to collect information in order to 

negotiate to a desired outcome and participate in the negotiation 

Code SOC30S1U03V1 Level 3 Credit 3 

 
 

 

ELEMENT  

PERFORMANCE CRITERIA  

Italicized  terms are elaborated in the Range of Variables 

1.  Plan negotiations 1.1 

 

1.2 

 

 

1.3 

 

Information on preparing for negotiation  is identified and 

included in the plan  

Information on creating nonverbal environments  for 

positive negotiating is identified and  included in the plan  

Information on active listening  is identified and included in 

the plan 

Information on different questioning techniques  is 

identified and included in the plan  

Information is checked to ensure it is correct and up-to- date  

 

2.   Participate in negotiations   2.1 

 

2.2 

2.3 

 

2.4 

2.5 

 

 

Criteria for successful outcome are agreed upon by all parties 

and desired outcome of all parties are considered 

Appropriate language is used throughout the negotiation  

A variety of questioning techniques are used 

The issues and processes are documented and agreed upon by 

all parties 

Possible solutions are discussed and their viability assessed 

Areas for agreement are confirmed and recorded 

Follow-up action is agreed upon by all parti es 
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Range Statement 
Preparing for negotiation ; 

¶ Background information on other parties to the negotiation  

¶ Good understanding of topic to be negotiated 

¶ Clear understanding of desired outcome/s 

Personal attributes; 

¶ Self-awareness 

¶ Self esteem 

¶ objectivi ty 

¶ empathy 

¶ respect for others 

¶ Interpersonal skills  

¶ listening/reflecting  

¶ nonverbal communication  

¶ assertiveness 

¶ behavior labeling 

¶ testing understanding  

¶ seeking information  

¶ self-disclosing 
Analytic skills ; 

¶ observing differences between content and process 

¶ identifying bargaining information  

¶ applying strategies to manage process 

¶ applying steps in negotiating process 

¶ strategies to manage conflict 

¶ steps in negotiating process 

¶ options within organization and externally for resolving conflict  
 
 
Non-verbal environments; 

¶ Friendly reception  

¶ Warm and welcoming room  

¶ Refreshments offered 

¶ Lead in conversation before negotiation begins 

 
Active listening ; 

¶ Attentive  

¶ Donôt interrupt 

¶ Good posture 

¶ Maintain eye contact 

¶ Reflective listening 

  
Questioning   techniques; 

¶ Direct  

¶ Indire ct 

¶ Open-ended 
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ASSESSMENT GUIDE 

Form of assessment  

 
Competency may be assessed through: 

¶ Observation/demonstration and questioning  

¶ Portfolio assessment 

¶ Oral and written questioning  

¶ Third party report  

Assessment context 

Competency may be assessed in the workplace or in simulated workplace environment  

Critical aspects  
 
Assessment requires evidence that the candidate: 

¶ Demonstrated sufficient knowledge  of the factors influencing negotiation to achieve agreed outcome 

¶ Participated in negotiation with at least o ne person to achieve an agreed outcome 

 

UNDERPINNING KNOWLEDGE AND SKILLS 

Underpinning knowledge  Underpinning skills  
¶ Codes of practice and guidelines for the 

organization   

¶ Organizations policy and procedures 
for negotiations   

¶ Decision making and conflic t 
resolution strategies procedures   

¶ Problem solving strategies on how to 
deal with unexpected questions and 
attitudes  during negotiation  

¶ Flexibility  

¶ Empathy   

 

¶ Interpersonal skills to develop rapport with 
other parties 

¶ Communication skills  (verbal and l istening)  

¶ Observation skills  

¶ Negotiation skills  
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Unit 04  
 

Unit Title Solve problems related to work activities  

Descriptor 
This unit of covers the knowledge, skills and attitudes required to solve problems in the workplace 

including the application of problem solving techniques and to determine and resolve the root 

cause of problems. 

Code SOC30S1U04V1 Level 3 Credit 3 

 
 

ELEMENT  
PERFORMANCE CRITERIA  

 

1. Identify the problem  1.1. Variances are identified from normal operating 
parameters; and product quality  

1.2. Extent, cause and nature are of the problem are defined 
through observation, investigation and analytical 
techniques  

1.3. Problems  are clearly stated and specified 

2. Determine fundamental 
causes of the problem  

2.1. Possible causes are identified based on experience and 
the use of problem solving tools / analytical techniques. 

2.2. Possible cause statements are developed based on 
findings  

2.3. Fundamental causes are identified per results of 
investigation conducted  

3. Determine corrective action  3.1. All possible options are considered for resolution of the 
problem 

3.2. Strengths and weaknesses of possible options are 
considered 

3.3. Corrective actions are determined to resolve the problem 
and possible future causes 

3.4. Action  plans  are developed identifying measurable 
objectives, resource needs and timelines in accordance 
with safety and operating procedures 

4. Provide recommendation/s 
to manager 

4.1. Report on recommendations are prepared 

4.2. Recommendations are presented to appropriate 
personnel. 

4.3. Recommendations are followed-up, if required  
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Range Statement 
Analytical techniques; 

¶ Brainstorming  

¶ Intuitions/Logic  

¶ Cause and effect diagrams 

¶ SWOT analysis 

¶ Gant chart, Pert CPM and graphs 

 

Problem; 

¶ Nonïroutine process and quality problems 

¶ Equipment selection, availability and failure  

¶ Teamwork and work allocation problem  

¶   Safety and emergency situations and incidents 

 

Action plans; 

¶ Priority requirements  

¶ Measurable objectives 

¶ Resource requirements 

¶ Timelines 

¶ Coordination and feedback requirements 

¶ Safety requirements 

¶ Risk assessment 

¶ Envir onmental requirements  

 

ASSESSMENT GUIDE 

Form of assessment  

 

Competency may be assessed through: 

¶ Case studies on solving problems in the workplace 

¶ Observation 

 

Assessment context 

Competency may be assessed in the workplace or in simulated workplace environment  

Critical aspects  
 

Assessment requires evidence that the candidate: 

¶ Identified the problem  

¶ Determined the fundamental causes of the problem 
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¶ Determined the correct / preventive action  

¶ Provided recommendation to manager 

 

UNDERPINNING KNOWLEDGE AND SKILLS 

Underpinning knowledg e Underpinning skills  

¶ Relevant equipment and 
operational processes 

¶ Enterprise goals, targets and 
measures 

¶ Enterprise quality, OHS and 
environmental requirement  

¶ Principles of decision making 
strategies and techniques 

¶ Enterprise information systems and 
data collation  

¶ Industry codes and standards 

¶  

¶ Using range of formal problem solving 
techniques 

¶ Identifying and clarifying the nature of the 
problem 

¶ Devising the best solution 

¶ Evaluating the solution  

¶ Implementation of a developed plan to rectify the 
problem 
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Unit 05  
 

Unit Title Apply quality standards  

Descriptor 
This unit covers the knowledge, skills, attitudes and values needed to apply quality standards in the 

workplace.  The unit also includes the application of relevant safety procedures and regulations, 

organization procedures and customer requirements. 

Code SOC30S1U05V1 Level 3 Credit 3 

 
 
 

ELEMENT  
PERFORMANCE CRITERIA  

 

1. Assess quality of received 
materials  

1.1. Work instruction is obtained and work is carried out in 
accordance with standard operating procedures. 

1.2. Received materials  are checked against workplace standards 
and specifications. 

1.3. Faulty materials related to work are identified and isolated.  

1.4. Faults and any identified causes are recorded and/or reported 
to the supervisor concerned in accordance with workplace 
procedures. 

1.5. Faulty materials are replaced in accordance with workplace 
procedures. 

2. Assess own work 2.1. Documentation relative to quality within the company is 
identified and used. 

2.2. Completed work is checked against workplace standards 
relevant to the task undertaken. 

2.3. Errors  are identified and isolated.  

2.4. Information on the quality and other indicators of produ ction 
performance are recorded in accordance with workplace 
procedures. 

2.5. In cases of deviations from specific quality standards , 
causes are documented and reported in accordance with the 
workplaceô s standards operating procedures. 

3. Engage in quality 
improv ement 

3.1. Process improvement procedures are participated in relative to 
workplace assignment. 

3.2. Work is carri ed out in accordance with process improvement 
procedures. 

3.3. Performance of operation or quality of product of service to 
ensure customer  satisfaction is monitored.  
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Range Statement 
Materials ; 

¶ Manuals 

¶ Job orders 

¶ Instructional videos  
 
 
Faults; 

¶ Materials not to specification 

¶ Materials contain incorrect/outdated information  

¶ Hardware defects 

¶ Materials that do not conform with any regulatory agencies  
 
Documentation ; 
 

¶ Organization work procedures 

¶ Manufacturerôs instruction manual 

¶ Customer requirements 

¶ Forms 
 
Error s; 

¶ Deviation from the requirements of the Client  

¶ Deviation from the requirement of the organization  
 

Quality standards; 

¶ Materials  

¶ Hardware 

¶ Final product  

¶ Production processes 

¶ Customer service 

Customer; 

¶ Co-worker  

¶ Supplier/Vendor  

¶ Client 

¶ Organization receiving the product or service 

 
 

ASSESSMENT GUIDE 

Form of assessment  

 

The assessor must select two of the following  to objectively evaluate the candidate: 

¶ Observation and oral questioning 

¶ Third party report  

¶ Portfolio  

¶ Practical demonstration  

Assessment context 

Competency may be assessed in the workplace or in simulated workplace environment 



24 Å 

©Technical  & Vocational  Education  & Training  (TVET)  

 

Critical aspects  
 

Assessment must show that the candidate: 

¶ Carried out work in accordance with the companyôs standard operating procedures 

¶ Performed task according to specifications 

¶ Reported defects detected in accordance with standard operating procedures 

¶ Carried out work in accordance with the process improvement procedures 

 

UNDERPINNING KNOWLEDGE AND SKILLS 

Underpinning knowledge  Underpinning skills  
¶ Relevant production pro cesses, 

materials and products 

¶ Characteristics of materials, software 
and hardware used in production 
processes 

¶ Quality checking procedures 

¶ Workplace procedures  

¶ Safety and environmental aspects of 
production processes 

¶ Fault identification and reporting  

¶ Quality improvement processes 

¶ Reading skills required to interpret work 
instruction  

¶ Communication skills needed to interpret and 
apply defined work procedures 

¶ Carry out work in accordance with OHS policies 
and procedures 

¶ Critical thinking  

¶ Solution providing  and decision-making  
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Unit 06  
 

UNIT TITLE  Perform computer operations  

DESCRIPTOR  
This unit covers the knowledge, skills, attitudes and values needed to perform 

computer operations which include inputting, accessing, producing and 

transferring data using the appropriate hardware and software  

CODE  SOC30S1U06V1 LEVEL  3 CREDIT  5 

 
 

ELEMENT  
PERFORMANCE CRITERIA  

Italicized  terms are elaborated in the Range of Variables 

1. Plan and prepare for task to 
be taken undertaken 

1.1. Requirements of task are determined in accordance with the 
required output.  

1.2. Appropriate hardware  and software  are selected 
according to task assigned and required outcome.  

1.3. Task is planned to ensure that OH & S guidelines  and 
procedures are followed. 

1.4. Client -specific guidelines and procedures are followed. 

1.5. Required data security guidelines are applied in accordance 
with existing procedures.   

2. Input data into computer  2.1. Data are entered into the computer using appropriate 
program/application in accordance with co mpany 
procedures. 

2.2. Accuracy of information is checked and information is saved 
in accordance with standard operating procedures. 

2.3. Inputted data is stored in storage media  according to 
requirements.  

2.4. Work is performed w ithin ergonomic guidelines.  

3. Access information using 
computer  

3.1. Correct program/application is selected based on job 
requirements.  

3.2. Program/application containing the information required is 
accessed according to company procedures. 

3.3. Desktop icons  are correctly selected, opened and closed for 
navigation purposes. 

3.4. Keyboard techniques are carried out in line with OH & S 
requirements for safe use of keyboards. 

4. Produce output/ data using 
computer system 

4.1. Entered data are processed using appropriate software 
commands. 

4.2. Data are printed out as required using computer hardware 
/peripheral devices in accordance with standard operating 
procedures. 

4.3. Files and data are transferred between compatible systems 
using computer software, hardware/peripheral devices  in 
accordance with standard operating procedures. 
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5. Use basic functions of a 
www-browser to locate 
information  

5.1. Information requirements for internet search are established.  

5.2. Browser is launched. 

5.3. Search engine is loaded. 

5.4. Appropriate search criteria/or URL of  site is entered. 

5.5. Relevant links are followed to locate required information.  

5.6. Useful pages are bookmarked or printed as required. 

6. Maintain computer 
equipment and systems 

6.1. Procedures for ensuring security of data, including regular 
back-ups and virus checks are implemented in accordance 
with standard operating p rocedures. 

6.2. Basic file maintenance procedures are implemented in line 
with the standards operating procedures. 

 

Range Statement 
Hardware and peripheral devices; 

¶ Personal computers                        

¶ Networked systems  

¶ Communication equipment  

¶ Printers  

¶ Scanners 

¶ Keyboard 

¶ Mouse 
 

Software; 

¶ Word processing packages 

¶ Database packages 

¶ Internet  

¶ Client Specific Software 
 

OH & S guidelines; 

¶ OHS guidelines 

¶ Enterprise procedures 
 

Storage media; 

¶ Diskettes 

¶ CDs 

¶ Zip disks 

¶ hard disk drives, local and remote 

¶ Optical drive s 
 
Ergonomic guidelines; 

¶ Types of equipment used 

¶ Appropriate furniture  

¶ Seating posture 

¶ Lifting posture  

¶ Visual display unit screen brightness 
 

Desktop icons; 

¶ Icons include the following but not limited to:  

¶ Directories/folders  

¶ Files 
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¶ Network devices 

¶ Recycle bin  

¶ Program icons 
 
Maintenance; 

¶ Creating and managing  more space in the hard disk and other peripherals 

¶ Reviewing programs 

¶ Deleting unwanted files  

¶ Backing up files 

¶ Checking hard drive for errors  

¶ Using up to date anti-virus programs 

¶ Cleaning dust from inter nal and external surfaces 
 
 

ASSESSMENT GUIDE 

Form of assessment  

 
Competency may be assessed through: 

¶ Direct Observation 

¶ In terview  

 

Assessment context 

Competency may be assessed in the workplace or in simulated workplace environment 

Critical aspects  
 

Assessment must show that the candidate: 

¶ Selected and used hardware components correctly and according to the task requirement  

¶ used basic software applications to create new files and documents 

¶ Produced accurate and complete data in accordance with the requirements 

¶ Used appropriate devices and procedures to transfer files/data accurately 

¶ Used basic functions of a www-browser to locate information.  

 

UNDERPINNING KNOWLEDGE AND SKILLS 

Underpinning knowledge  Underpinning skills  

¶ Basic ergonomics of keyboard and 
computer user 

¶ Main types of computers and basic 
features of different operating systems 

¶ Main parts of a computer  

¶ Storage devices and basic categories of 
memory 

¶ Relevant types of software 

¶ General security, privacy legislation 
and copyright  

¶ Reading and comprehension skills required to 
interpret work instruction and to interpret basic 
user manuals. 

¶ Communication skills to iden tify lines of 
communication, request advice, follow 
instructions and receive feedback. 

¶ Technology skills to use equipment safely 
including keyboard skills.  
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¶ Viruses 

¶ OH & S principles and responsibilities  

¶ Calculating computer capacity 

¶ Productivity Application  

¶ Business Application 

¶ System Software 
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Unit 07  
 

UNIT TITLE  Use relevant technologies 

DES CRIPTOR  This unit of competency covers the knowledge, skills, and attitude required in 
selecting, sourcing and applying appropriate and affordable technologies in the 
workplace.                          

CODE  SOC30S1U07V1 LEVEL  3 CREDIT  3 

 

ELEMENTS OF 

COM PETENCIES  
PERFORMANCE CRITERIA  

Study/select appropriate 

technology 

1.1 Usage of different technologies is determined based on job 
requirements  

1.2 Appropriate technology is selected as per work  
       specification 

Apply relevant technology 

2.1  Relevant technology is effectively used in carrying   
      out function  

2.2  Applicable software and hardware are used as per  

      task requirement  

2.3 Management concepts are observed and practiced as per 
established industry practices 

 

Maintain/enhance relevant 

technology 

3.1 Maintenance of technology is applied in accordance with 

the industry standard operating procedure , manufacturerôs 

operating guidelines and occupational health and safety 

procedure to ensure its operative ability  

3.2 Updatin g of technology is maintained through continuing 

education or training in accordance with job requirement  

3.3 Technology failure/ defect is immediately reported to the 

concern/responsible person or section for appropriate 

action 
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Range Statement 

Technology;  

May include but are not limited  to: 

¶ Office technology 

¶ Industrial technology  

¶ System technology 

¶ Information technology  

¶ Training technology  

 

Management concepts;  

May include but not limited to:  

¶      Real Time Management 

¶      Continuous improvement  

¶ 5s 

¶ Total Quality Management  

¶ Other management/productivity tools  

Industry standard operating procedure ;  

¶ Written guidelines relative to the usage of office technology/equipment  

¶ Verbal advise/instruction from the co -worker  
 
Manufacturerôs operating guidelines/ instructions;  
 

¶ Written instruction/manua ls of specific technology/ equipment  

¶ General instruction manual  

¶ Verbal advise from manufacturer relative to the operation of equipment  

Occupational health and safety procedure ;  
 

¶ Company guidelines in using technology/equipment  

Appropriate action;  

¶  Implemen ting preventive maintenance schedule  

¶ Coordinating with manufacturerôs technician  

 

ASSESSMENT GUIDE 

Form of assessment  
Competency must be assessed through: 

¶ Interview  

¶ Actual demonstration  
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¶ Authenticated portfolio (related certificates of training/seminar)  

Assessment context 

Competency may be assessed in actual workplace or simulated environment 

Critical aspects  
 
Assessment requires evidence that the candidate: 

¶ Studied and selected appropriate technology consistent with work requirements   

¶ Applied relevant t echnology 

 

¶ Maintained and enhanced operative ability of relevant technology  

 
 

UNDERPINNING KNOWLEDGE AND SKILLS 

Underpinning knowledge  Underpinning skills  
¶      Awareness on technology and its 

function  

¶ Repair and maintenance procedure 

¶ Operating instruction s 

¶ Applicable software 

¶ Communication techniques  

¶ Health and safety procedure 

¶ Company policy in relation to 

relevant technology  

¶ Different management concepts 

¶ Technology adaptability  

 

¶ Relevant technology application/implementation  

¶ Basic communication skills  

¶ Software applications skills  

¶ Basic troubleshooting skills  
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Unit 08  
 

UNIT TITLE  Use mathematical concepts and techniques 

DESCRIPTOR  This unit covers the knowledge, skills and attitudes required in the   application 
of mathematical concepts and techniques. 

CODE  SOC30S1U08V1 LEVEL  3 CREDIT  5 

 

ELEMENTS OF 

COMPETENCIES  
PERFORMANCE CRITERIA  

Identify mathematical tools and 

techniques to solve problem 

1.1 Problem areas are identified based on given condition 

1.2 Mathematical techniques are selected based on the 

given problem 

Apply mathematical 

procedure/solution  

2.1 Mathematical techniques are applied based on the 

problem identified  

2.2 Mathematical computatio ns are performed to the level 

of accuracy required for the problem 

2.3 Results of mathematical computation is determined and 

verified based on job requirements 
 

Analyze results 

3.1   Result of application is reviewed based on expected and 

required specifications and outcome 

3.2   Appropriate action is applied in case of error  
 

 

 

Range Statement 
 

Mathematical techniques; 

May include but are not limited to:  

¶ Four fundamental operations  

¶ Measurements 

¶ Use/Conversion of units of measurements 

¶ Use of standard formulas  
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Appropriate action;  
 

¶    Review in the use of mathematical techniques (e.g. recalculation, re-modelin g) 

¶    Report error to immediate superior for proper action  

 

ASSESSMENT GUIDE 

Form of assessment  
Competency may be assessed through: 

¶ Authenticated portfolio  

¶ Written Test  

¶ Interview/Oral Questioning  

¶ Demonstration  

Assessment context 

Competency may be assessed in the work place or in a simulated work place setting 
 

Critical aspects  
 
Assessment requires evidence that the candidate: 

¶ Identified, applied and reviewed the use of mathematical concepts and techniques to workplace 

problems 

 
 

UNDERPINNING KNOWLEDGE AND SKILLS 

Underpinning knowledge  Underpinning skills  
¶ Fundamental operation (addition, 

subtraction, division, multiplication)  

¶ Measurement system 

¶ Precision and accuracy 

¶ Basic measuring tools/devices 

¶ Applying mathematical computations  

¶ Using calculator 

¶ Using dif ferent measuring tools 
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Unit 09  
 

UNIT TITLE  
Apply introductory programming skills in another language 

 

DESCRIPTOR  
This unit describes the skills and knowledge required to carry out programming 

activities using a procedural approach. 

CODE  SOC30S1U09V1 LEVEL  3 CREDIT  8 

 

ELEMENTS OF 

COMPETENCIES  
PERFORMANCE CRITERIA  

Apply basic language syntax 
and layout 

1.1 Apply basic language syntax rules 

1.2 Use language data types, operators and expressions to create 
clear and concise code 

1.3 Use appropriate language syntax for sequence, selection and 
iteration constructs  

Code using data structures 

2.1 Use data structures 

2.2 Write code to create and manipulate arrays 

2.3 Design, define and use data structures 

3. Code using standard 
algorithms  

.1 Create sequential search, binary search, insertion and deletion 
algorithms to operate on arrays 

3.2 Code standard sequential access algorithms and random-access 
algorithms  

Debug code 

4.1 Use stand-alone debugging tools or tools provided by integrated 
development environment (IDE) to debug code  

4.2 Use a debugger to trace code execution and examine variable 
contents to detect and correct errors 

 

 Document activities  

5.1 Follow organizational  guidelines for developing maintainable 
code and adhere to provided coding standard when documenting 
activities  

5.2 Apply internal document ation, suitable for use by peers, to all 
code created and use documentation tools available in target 
language when documenting activities 

Test code 6.1 Design and document tests 

6.2 Capture and record test results 
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Range Statement 
¶ Language  may include:  

¶ C++ 

¶ C# 

¶ Java 

¶ JavaScript 

¶ Visual Basic (VB) 

¶ VBScript. 

¶  

¶ Constructs  may include: 

¶ iterations or loops  

¶ nested control structures 

¶ selection statements: 

¶ if  

¶ switch. 

¶  

¶ Data structures  may include: 

¶ arrays 

¶ collections 

¶ dictionaries  

¶ lists 

¶ maps 

¶ sets. 

¶  

¶ Arrays  may include: 

¶ multi -dimensional arrays 

¶ one-dimensional arrays. 

¶  

¶ Integrated development environment  may include: 

¶ C++Builder  

¶ CodeLite 

¶ Eclipse 

¶ JavaBuilder 

¶ Microsoft Visual Studio  

¶ NetBeans 

¶ Xcode. 

¶  

¶ Organisational guidelines  may include: 

¶ communication m ethods 

¶ content of emails 

¶ dispute resolution  

¶ document procedures 

¶ downloading information and accessing particular websites  

¶ financial control mechanisms  

¶ opening mail with attachments  




