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Training Parameters

Sector Management & Entrepreneurship and Professional Skills
Sub-Sector Office Management and Professional Skills
Occupation Office Support

Country India

NSQF Level 4

Aligned to NCO/ISCO/ISIC Code NC0-2015/4131.9900

Minimum Educational Qualification and 8™ pass with Hindi as one subject
Experience

Minimum Level of Education for Training in 8" pass

School

Pre-Requisite License or Training NA

Minimum Job Entry Age 18 Years

Last Reviewed On 04-03-2020

Next Review Date 04-03-2025

NSQC Approval Date

QP Version Version number 1.0
Model Curriculum Creation Date 04-03-2020

Model Curriculum Valid Up to Date 04-03-2025

Model Curriculum Version Version number 1.0
Minimum Duration of the Course 288 hrs

Maximum Duration of the Course 400 hrs
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Program Overview

This section summarizes the end objectives of the program along with its duration.

Training Outcomes
At the end of the program, the learner should have acquired the listed knowledge and skills.

e Differentiate Unicode and non-Unicode (ACII) encoded Hindi fonts and Input method editor.
e Describe installation of different fonts.

e Select document purpose, design and structure.

e Examine the language, content and format of different types of documents.
e Incorporate necessary corrections to the documents.

e Organize the relevant records and documentation.

e Describe material and energy/electricity conservation practices.

e Apply relevant health and safety practices at the workplace.

e Demonstrate professional image and behaviour.

e Utilize and enhance professional competence.

e Use Hindi shorthand while taking notes.

e Interpret shorthand notes and type in Hindi.

Compulsory Modules

The table lists the modules and their duration corresponding to the Compulsory NOS of the QP.

NOS and Module Details Theory Practical On-the-Job On-the-Job Total
Duration = Duration Training Training Duration  Duration
Duration (Recommended)
(Mandatory)
Bridge Module 3:00 hrs 00:00 hrs - -- 3:00 hrs

Introduction to Skill India

and the job role of a Hindi

Typist

MEP/N0216 10:00 hrs 20:00 hrs - 30:00 hrs
Use computers to store,

retrieve and communicate

information

Use computers to store, 10:00 hrs 20:00 hrs o= 30:00 hrs
retrieve and communicate

information

MEP/N0236 29:00 hrs 34:00 hrs - 63:00 hrs

Install and use various
Hindi fonts and typing tools

NOS Version No. 1
NSQF Level 4
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NOS and Module Details Theory Practical On-the-Job On-the-lob Total
Duration = Duration Training Training Duration  Duration
Duration (Recommended)

(Mandatory)
Install and use various Hindi =~ 29:00 hrs 34:00 hrs - 63:00 hrs
fonts and typing tools

MEP/N0238 24 :00 hrs 32:00 hrs - 56:00 hrs

Prepare various types of
Hindi documents
NOS Version No.1

NSQF Level 4

Prepare various types of 24 :00 hrs 32:00 hrs - 56:00 hrs
Hindi documents

MEP/N0239 16:00 hrs 24:00 hrs - 40:00 hrs

Proofread Hindi
documents

NOS Version No.1
NSQF Level 4
Proofread Hindi documents 16:00 hrs 24:00 hrs - 40:00 hrs

MEP/N0241 24:00 hrs 32:00 hrs — 56:00 hrs
Maintain records and
documentation

NOS Version No.1

NSQF Level 4

Maintenance of records and =~ 24:00 hrs 32:00 hrs - 56:00 hrs
documentation

MEP/N9903 04:00 hrs 06:00 hrs - 10:00 hrs

Apply health and safety
practices at the workplace
NOS Version No.1

NSQF Level 4

Workplace safety, rescue 04:00 hrs  06:00 hrs - 10:00 hrs
and first aid

MEP/N9912 10:00 hrs 20:00 hrs - 30:00 hrs

Apply principles of
professional practice at the
workplace

NOS Version No.1
NSQF Level 4
Principles of Professional 10:00 hrs 20:00 hrs -- 30:00 hrs

Practice
Total Duration 120:00 hrs | 168 :00 hrs - 288 :00 hrs
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Optional Modules
The table lists the modules and their duration corresponding to the Optional NOS of the QP.

Option 1: Hindi Stenography

NOS and Module Details  Theory Practical  On-the-Job On-the-Job Total
Duration = Duration Training Training Duration
Duration Duration
(Mandatory) (Recommended)
MEP/N0237 32:00 hrs | 80:00 hrs 112:00 hrs

Use Hindi Shorthand/
Hindi Stenography to
prepare documents

NOS Version No. 1

NSQF Level 4

Use Hindi Shorthand/ Hindi = 32 :00 hrs 80:00 hrs - 112:00 hrs
Stenography to prepare

documents

Total Duration 32:00 hrs 80:00 hrs = 112:00 hrs
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Module Details

Bridge Module

Introduction to Skill India and the job role of a Hindi typist
Terminal Outcomes:

e Give an overview of Skill India
e Explain the role and responsibilities of Hindi typist
e |dentify the organizational structure and functions in organizations employing Hindi typist

Duration: 03:00 Duration: 00:00

Theory — Key Learning Outcomes Practical — Key Learning Outcomes

e Give an overview of Skill India.

e State the role and responsibilities of a Hindi
typist.

e Describe the common organizational structures
and various functions in organization.

e Describe the hierarchy in an organization.
Classroom Aids:
Computer, printer, projector, white board/ flip chart, marker and duster
Tools, Equipment and Other Requirements:

Computer, Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker, One-Handed Keyboard, Pencil
Gripper, Automatic Page Turner, Grab Bar, Speech to Text software
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Use computers to store, retrieve and communicate information

Terminal Outcome:

Demonstrate storage, retrieval and communication of information using computers

Duration: 10:00
Theory — Key Learning Outcomes

Recognize the basic components of computers
Explain terminologies w.r.t. computer and its
accessories.

Discuss saving data, information and file
management.

List the common information storage systems
used for storage and retrieval of data.

Discuss computer networks, and internet.
Explain professional email etiquette and its
various elements.

Discuss cyber security guidelines to be followed
while storing, retrieving or communicating
information online (through the internet).
Discuss the do’s and don’ts while using
computers at workplace.

Classroom Aids:

Duration: 20:00
Practical — Key Learning Outcomes

Demonstrate how to start and operate
computers.

Demonstrate accessing stored data or files.
Create documents using Word processor,
Spreadsheet and Presentation Software.
Demonstrate the use of internet to search
content, send emails, etc.

Demonstrate using printers for printing,
scanning, and making copies of documents.

Computer, printer, projector, white board/ flip chart, marker and duster

Tools, Equipment and Other Requirements

Computer, Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker, One-Handed Keyboard, Pencil
Gripper, Automatic Page Turner, Grab Bar, Speech to Text software
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Install and use various Hindi fonts and typing tools

Terminal Outcomes:

. Differentiate Unicode and non-Unicode encoded Hindi fonts and input method editor.
° Describe installation of different fonts and typing tools.
. Use Hindi websites and online forums safely and securely
Duration: 29:00 Duration: 34:00
Theory — Key Learning Outcomes Practical — Key Learning Outcomes
e Distinguish Unicode fonts and non-Unicode e Demonstrate the steps to download and
(ASCIl) fonts. install Unicode encoded and ASCII Hindi fonts.
e Describe input method editor (IME), e Demonstrate the installation of Indic
advantages and limitations. Language Input Tool for Hindi.
e List steps of installation of different Hindi e Type text in Hindi using English QWERTY
fonts. keyboard.

e Discuss the organizational guidelines for
downloading and installing tools through
internet and data protection guidelines.

e Use Hindi websites and online forums with
ease.

e Identify virus issues in Hindi websites.

Classroom Aids:

Computer, printer, projector, white board/ flip chart, marker and duster

Tools, Equipment and Other Requirements:

Internet connection, Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker, One-Handed Keyboard,
Pencil Gripper, Automatic Page Turner, Grab Bar, Speech to Text software
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Prepare various types of Hindi documents

Terminal Outcome:

e Develop various types of documents on typewriter or using computers

Duration: 24:00

Theory — Key Learning Outcomes

e Describe various types of correspondence or
documents, correct format or template for
typing various Hindi documents.

¢ |dentify different keyboard layouts used for
typing in Hindi.

e Describe ways to increase speed and accuracy
in typing.

e List techniques for positioning body correctly
at the keyboard.

Classroom Aids:

Duration: 32:00

Practical — Key Learning Outcomes

Draft a sample Hindi document from a rough
draft or handwritten copy using word
processing software.

Demonstrate the steps to enable Hindi
keyboard in computer.

Demonstrate using different keyboarding
systems for typing in Hindi.

Demonstrate speed typing with accuracy.

Demonstrate proper body position while
using a keyboard.

Computer, printer, projector, white board/ flip chart, marker and duster

Tools, Equipment and Other Requirements:

Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker, One-Handed Keyboard, Pencil Gripper,
Automatic Page Turner, Grab Bar, Speech to Text software
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Proofread Hindi documents
Terminal Outcome:

e Assess and proofread documents for content, structure, style, readability and gender....

Duration: 16:00 Duration: 24:00
Theory — Key Learning Outcomes Practical — Key Learning Outcomes
e Distinguish between formal and informal e Apply corrections in spelling, grammatical and
writing styles and formats. terminology errors, format, punctuation,
e Recognize the tone and language of the repetition or omission of words, and spacing.
content to keep consistency of the contextin e Demonstrate the use of correct proofread
the document. signs to flag errors in documents.
e Discuss the purpose of proofreading, flagging e Produce correct documents by comparing the
errors and using track changes. proofs against the original copy.

* Identify proofread signs. e Flag gendered sentences that can be made

e Identify commonly used abbreviations and gender neutral in the given sample document.
their expansions.

e Discuss importance of gender egalitarianism
in documents.

e Discuss use of gender-neutral statements in
typing and extent to which gender-neutral
typing is possible in Hindi.

Classroom Aids:

Computer, printer, projector, white board/ flip chart, marker and duster

Tools, Equipment and Other Requirements:

Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker, One-Handed Keyboard, Pencil Gripper,
Automatic Page Turner, Grab Bar, Speech to Text software
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Maintenance of records and documentation

Terminal Outcome:

P2

skill India trnslorning the S athisie

Describe various ways to maintain records and documentation.

Duration: 24:00
Theory — Key Learning Outcomes

Identify the information systems used for

recording and managing data and
information.
Describe the process for filing of

correspondences, and other documents.
Describe the process of archiving
documents.

Identify processes where material utilization
can be optimized like storing electronic
copies, take print out only where it is
required, proofreading on computer etc.
Discuss electricity conservation methods
like switching off lights, using energy
efficient lights etc.

Classroom Aids:

Duration: 32:00
Practical — Key Learning Outcomes

Demonstrate the use of various software
applications used for the storage, retrieval
and communication of data and
information.

Demonstrate use of filing system for
correspondences, and other documents.
Prepare a sample catalogue/list of the
files/documentation.

Demonstrate archiving procedures and
explain appropriate file retention periods.
Demonstrate safety and security measures
for storing files and explain its relevant
organizational procedures.

Computer, printer, projector, white board/ flip chart, marker and duster

Tools, Equipment and Other Requirements

Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker, One-Handed Keyboard, Pencil Gripper,
Automatic Page Turner, Grab Bar, Speech to Text software
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Workplace safety, rescue and first aid

Terminal Outcome:

Skill India Tramior

Describe the application of health and safety practices at the workplace.

Duration: 04:00
Theory — Key Learning Outcomes

Describe personal hygiene practices.
List first aid box items and their use.
List the situation that may lead to accidents
at the workplace and ways to prevent them.
Describe the steps of emergency procedures

Duration: 06:00
Practical — Key Learning Outcomes

Demonstrate personal hygiene practices to
be followed at workplace.
Demonstrate appropriate
different situations.
Practice emergency evacuation drills.

first aid in

during accidents/fire or other hazards e Demonstrate the use of fire extinguishers.
situations.

e Identify safety signs.

e Classify the various fire extinguishers for

different types of fires.
Classroom Aids:

Computer, printer, projector, white board/ flip chart, marker and duster
Tools, Equipment and Other Requirements

Personal protective equipment (such as mask and helmet)

Fire extinguishers (Class A, B, C, D & K fires: extinguishers may contain water, sand, foam, dry powder, CO2,
or wet chemical), first aid box (sterile dressings, plasters, disposable sterile gloves, scissors, anti-septic
wipes, thermometer), Computer, Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker, One-
Handed Keyboard, Pencil Gripper, Automatic Page Turner, Grab Bar, Speech to Text software
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Principles of Professional Practice

Terminal Outcomes:

Skill India Tromfarming the sl lnadiacape

Apply principles of professional practice like professional image, professional competence,

discipline, ethics and work effectiveness.

Develop personal and professional development competencies.

Distinguish between unethical conduct, inappropriate behavior and conflict of interest.

Duration: 10:00
Theory — Key Learning Outcomes

Discuss the importance of having a
professional appearance at workplace.
Differentiate between appropriate and
inappropriate business attire.

Discuss personal and professional goals.
Describe the importance of continuous
learning and developing professional
development plan.

Describe the policies related to non-
discrimination and rights of the clients.
Distinguish between unethical conduct,
inappropriate behaviour and harassmentin
a workplace.

Describe situations that may lead to conflict
of interest.

Discuss ways to avoid and resolve conflicts.

Classroom Aids:

Duration: 20:00
Practical — Key Learning Outcomes

Develop a personal action plan to improve
professional appearance.

Demonstrate aspects of professional
behaviour in different situations.

Prepare a plan to work on personal and
professional goals and development.
Prepare strategies for handling unethical
conduct, inappropriate behaviour and
harassment in a workplace.

Computer, printer, projector, white board/ flip chart, marker and duster

Tools, Equipment and Other Requirements

Computer, Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker, One-Handed Keyboard, Pencil
Gripper, Automatic Page Turner, Grab Bar, Speech to Text software

14| Hindi



A~V
MEPSC’ \BDSCPWD

Fraftn aftei @ forg @ ot

Management & Entrepreneurshi : et
9 P! P Skill Council for Persons with Disability

and Professional Skills Council

Option 1: Hindi Stenography

(e
GOVEPSAMINT OF INDaA
ARETIY OF BaA L DEVELOPWENT

A ENTIESREAE e

2

Skill India Tramitaereng the s landiaczpe

Use Hindi Shorthand/ Hindi Stenography to prepare documents

Terminal Outcome:

e Use shorthand to take notes in Hindi and produce accurate and correct text in an agreed

format.

Duration: 32:00

Theory — Key Learning Outcomes

e List steps involved in taking notes in Hindi
using shorthand.

e Describe various Hindi shorthand strokes and
terms used in shorthand, such as
phraseography, logograms, grammalogues
and contractions.

e List steps involved in transcribing Hindi
shorthand notes to documents.

e Discuss checking transcribed document for
errors and correcting them.

Classroom Aids:

Duration: 80:00

Practical — Key Learning Outcomes

Demonstrate taking dictations or notesin
Hindi using shorthand strokes.

Demonstrate the use of phraseography,
logograms, grammalogues and contractions.

Demonstrate shorthand strokes for longand
short vowels, dot and dash vowels, places of
vowel, following and preceding vowel and
intermediate vowel.

Demonstrate initial, medial and final use of
hooks, circles and loops.

Prepare a document using inputs from the
shorthand notes.

Computer, printer, projector, white board/ flip chart, marker and duster

Tools, Equipment and Other Requirements:

Shorthand machine/ typewriter/ computer, Sticky Keys. Foot Pedals, Access Switches, Wheel Chair, Walker,
One-Handed Keyboard, Pencil Gripper, Automatic Page Turner, Grab Bar, Speech to Text software
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Trainer Requirements
Trainer Prerequisites
Minimum Specialization  Relevant Industry  Training Remarks
Educational Experience Experience
Qualification Years  Specialization =Years  Specialization
Graduate in Hindi Steno, 2 Hindi Steno, 2 Hindi Steno, = Pass PRABODH level exam
any discipline Hindi Typist, Hindi Typist, Hindi Typist, = of Central Hindi Training
Secretary (Hindi) Secretary Secretary Institute or equivalent.
(Hindi) (Hindi)

Domain Certification

MEP/Q0210, v1.0 Hindi
Typist Minimum accepted
score is 80%.

16 |Hindi

Trainer Certification

Platform Certification

MEP/Q2601, v1.0 Trainer Minimum
accepted score is 80%.

Disability specific Top Up training

The Inclusive Trainer should be certified in
Disability Specific Top Up Training/
PWD/Q0101, v1.0 Trainer-PwD conducted by
SCPwD with minimum accepted score of 80%
as per SCPwD guidelines.
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Assessor Requirements

Assessor Prerequisites

Minimum Specialization = Relevant Industry  Training/Assessment Remarks

Educational Experience Experience

Qualification Years = Specialization = Years  Specialization

Graduate in Hindi Steno, 2 Hindi Steno, 2 Hindi Steno, Pass PRABODH

any discipline Hindi Typist, Hindi Typist, Hindi Typist, level exam of
Secretary Secretary Secretary (Hindi) = Central Hindi
(Hindi) (Hindi) Training Institute

or equivalent

Assessor Certification

Domain Certification Platform Certification Disability specific Top Up training

The Inclusive Assessor should be certified in
MEP/Q0210, v1.0 Hindi MEP/Q2701, v1.0 Assessor

Disability Specific Top Up Training conducted by
Typist Minimum accepted Minimum accepted score is 80%.

SCPwD with minimum accepted score of 80% as

score is 80%. per SCPwD guidelines.
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Assessment strategy

Assessment system Overview

Assessment will be carried out by assessment partners with no link to training partners. Based on
the results of assessment, MEPSC will certify the learners. Assessor has to pass online assessment of
theoretical knowledge of the job role and approved by MEPSC. Assessor should have passed
PRABODH level exam of Central Hindi Training Institute or equivalent.

The assessment will have both theory and practical components in 40:60 ratio.

While theory assessment is summative and a written exam; practical will involve demonstrations of
applications and presentations of procedures and other components. Practical assessment will also
be summative in nature.

Testing Environment
Training partner has to share the batch start date and end date, number of trainees and the job role.

Assessment will be fixed for a day after the end date of training. It could be next day or later.
Assessment will be conducted at the training venue.

Room where assessment is conducted will be set with proper seating arrangements with enough
space to prevent copying.

Question bank of theory and practical will be prepared by assessment agency and approved MEPSC.
From this set of questions, assessment agency will prepare the question paper. Theory testing will
include multiple choice questions, pictorial question, etc. which will test the trainee on his
theoretical knowledge of the subject.

The theory and practical assessments will be carried out on same day. If number of candidates are
many, more assessors and venue will be organized on same day of the assessment.

Presentation will be one mode of assessment and so computers and LDC projector will be available
for assessment. Viva will be used to gauge trainee’s confidence and correct knowledge in handling
job situations like interacting with court personnel, company officials and clients.

The question paper pre-loaded in the computer and it will be in the language requested by the
training partner.

Assessment Quality Assurance framework

Assessor has to go through orientation program organized by Assessment Agency. The training

would give an overview to the assessors on the overall framework of QP evaluation. Assessor shall
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be given a NOS and PC level overview of each QP as applicable. Overall structure of assessment and

objectivity of the marking scheme will be explained to them.

The giving of marks will be driven by an objective framework which will maintain standardization of

marking scheme.

In case of many candidates to be accommodated in one venue for theory assessment, caution is
taken not to let the candidates who competed test meet those who have not. Once the first batch
has moved out of the knowledge-based assessment area, the second batch must be taken from the

main waiting area and seated in the respective seats for their knowledge-based assessment.

For practical, the instructions for taking the test are clearly written on the board in the lab or shared

with the candidates verbally.

The assessment will be video recorded and submitted to MEPSC. The training partner will intimate

the time of arrival of the assessor and time of leaving the venue.

Methods of Validation

Unless the trainee is registered, the person cannot undergo assessment. To further ensure that the
person registered is the person appearing for assessment, id verification will be carried out. Adhar
card number is part of registering the candidate for training. This will form the basis of further

verification during the assessment.

Assessor conducts the assessment in accordance with the assessment guidelines and question bank

as per the job role.

The assessor carries tablet with the loaded questions. This tablet is geotagged and so it is monitored

to check their arrival and completion of assessment.
Video of the practical session is prepared and submitted to MEPSC.

Random spot checks/audit is conducted by MEPSC assigned persons to check the quality of

assessment.

Method of assessment documentation and access

The assessment agency will upload the result of assessment in the portal. The data will not be
accessible for change by the assessment agency after the upload. The assessment data will be
validated by MEPSC assessment team. After upload, only MEPSC can access this data.

MEPSC approves the results within a week and uploads result on SIP.

19 |Hindi



*)

Management & Entrepreneurship et
and Professional Skills Council Skill Council for Persons with Disability

(————-I \elz N §:D:C
L .
Nations
(€] ez
Corpoeation

Rrain afti @ fog Frea ofteg
Skill India esserning the S oadhtips

Guidelines for Trainer
Accommodation Guideline recommended for Inclusive Trainers

Persons with Locomotor Disability

Characteristics
Students with physical disabilities may experience limitations in one of the following ways:

Writing

Sitting at a standard desk or on the floor;

Participating in activities where tables and instruments are difficult to access
Movements within the class and within the school;

Mobility in spaces that are not user friendly for wheelchair.

Guidelines for Trainers

1.

Provide a supportive and welcoming environment by sensitizing other students /staff for creating a sense of
responsibility in them.

Make the classroom accessible.

Sitting plan should include accommodating a Person using Wheelchair in the front row

Provide accessible seating arrangement. The height of the table should be accessible for Persons using
wheelchair.

Make writers available for written work and for tests and exams if the candidate has difficulty in writing
owing to upper limb dysfunction.

Give additional time for completing assignments/exams

Consider alternative to activities involving writing, drawing and other fine motor activities, such as sorting,
threading, solving puzzles, etc. for persons whose upper limbs are affected

Free movement of learners within the class must be ensured by keeping the classroom environment clutter
free. There should be accessible walking space for safe walking with no protruding objects or obstacles in
the classroom/laboratory or corridors.

Students can use adapted brushes, modified pencils and thick markers that can be gripped easily, for
drawing. Alternatively, the candidates can use stamping methods or paste cut outs. The books, papers,
brushes etc. can be fixed on the table with the help of tape etc. so that they do not slip down.
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