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Inventory Manager Also known as the Storekeeperhet Inventory
Manager maintains records of gemstone inventory of the organisatic
any giverpoint of time.

knowledge and
understandng

Brief Job Description:The individual at work maintains stocks
gemstones at a designated place and records its movement withit
organisation, up to dispatch.

GJSCI, Mumbai

Email: Personal Attributes:The job requires the individual to have: attention
T rTf\ details, good eyesighand sharp memory
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Maintaining and record inventory movement of gemstones ir
the processindusiness

NSQF level 4
Minimum Educational Qualifications
Maximum Educational Qualifications

RoleDescription

Minimum: 10" Standard passed

Training Not applicable
Experience Not applicable
Compulsory:

1. G&J/N6302Manage inventory of gemst@s processed
2. G&J/N9920Maintain IPR at work
Applicable National Occupational 3.  G&JIN9921Coordinate withcolleagues
Standards (NOS) 4.  G&J/ND924Maintain safdy at work

Optional:
Not applicable

Performance Criteria As described in the relevant OS units
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Gem & Jewellery Skill Council of India

G&JIN6302 Manage inventory of gemstones processed

National Occupational
Standard

Overview

This unit is aboutmaintaining and managing stocks of gemstones and keeping track of
movement of each gemstone, every day.
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Manage inventory of gemstones processed

GAJING302

(L_Jrr;ts'kl')nle Manage and track movement of stock of gemstongocessed

Description This OS unit is aboutanaging the stock of gemstonpeocessedor tracking its
movement up tosale anddispatch
Scope This unit/task covers the following:

1 Receive bag of gemstones from supeafter processing
I Maintain stockand record stock movement
1 Report problems

Performance Criteria(PC) w.r.t. the Scope

Element
Maintaining stock
and record keeping

To be competent, theiser/individual on the job must be able to:

Performance Criteria

PCL1. check visually the stone type, weight and number as mentioned on the bag
received

PC2. segregate gemstones based on per existing order or for storing spares aftq
sale has concluded

PC3. segregated lots of gemstones

PC4. countthe number of gemstones per lot

PCS5. place in separate boxes

PC6. use colour schemes and tags to mark the boxes

PC7. use number sequences or bar codes to label the boxes

PC8. record details on computer using number sequence or barcodes such as ty
gemstones, quantity, wight, colour, size and grade

PC9. record incoming supplies, sale and dispatches using barcodes and details
boxes

PC10record the details of gemstones issued for processing to various departme
and those received after processing

PC11ensure that gemstones do nget damaged by mishandling

PC12wrap gemstones in appropriate covering such as paper or cotton balls

PC13record incoming and outgoing inventory detailscurately as per company
rules

Reporting problems

To be competent, the user/individual on the job must be abte

PC1l4report stock mismatch at any stage of receiving or delivering

PC15inform aboutbarcoding system of manual recording erresnputer system
failure
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Manage inventory of gemstones processed

Knowledge and Understanding (K)

A. Organizational

The user/individual on the job needs to knawd understand:
KAL. c2 YLJ y & Qa stixking soheSdamagegintegrity, and personnel

Context
management
KA2. work flow involved irgemstone processing
KA3. iYLI2 NI F yOS 2F (GKS AYRAGARIZ f Qad NERf
KA4. reporting structure
B. Technical Theuser/individual on the job needs to know and understand:
Knowledge KB1. basies of gemstones grading

Skills (S) [Optional]
A. Core Skills/

KB2. assorting
KB3. use of barcoding system
KB4. use of computer systems

Reading and writing skills

Generic Skills

The user/ individual on thpb needs to know and understand how to:

SAL. readsize weight, dimensions of thgemstones as mentioned on the packet
SA2. read company rules and compliance documents required to ceraphe work
SA3. read material on using barcoding system

Counting skills

Theuser/individual on the job needs to know and understand how to:
SA4. count the number of gemstones

B. Professional Skills

Packing and storing skills

The user/individual on the job needs to know and understand how to:

SB1. use different materials for wrappinggemstone so that it does to lose its shir
and colour

SB2. store such that gemstones are not damaged

SB3. place, barcode, number and label boxes in a way that each one is easily
accessible along with details

Usngtools and machines

The user/individual on thipb needs to know and understand how:

SB4. to use scoops to carefully handle the gemstones received and checked

SB5. to use computer systems and barcoding system

SB6. to keep manual record books safely and numbered in a way that they can
easily tracked any time

Reflective thinking

The user/individual on the job needs to know and understand how to:
SB8. improve work processe®r greater productivity
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G&J/N9920 Maintain IPR at work

National Occupational
Standard

Overview

CKAA dzy Al A& 0o2dzi NBALISOGAYy A Ay predudisSadi dzi € L
designs.
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Maintain IPR at work

| Description \

Unit Title .
(Task) Maintain IPR at work

¢KA& h{ dzyAl A& | 02dzi LINRPGSOlGAYy3 02V

Scope

Element
Maintaining IPR

National Occupational Standai

A. Organizational

Knowledge and Understanding (K)

This unit/task covers the following:

T tNR2GSOG O2YLI yeQa LyuSttsSOldz t t

Performance Criteria(PC) w.r.t. the Scope

Performance Criteria

To be competent, the user/individual on the job must:

PC1. prevent leak of new designs/ plans to competitorsrégorting on time
PC2.60S | g NB 2F lye 2F O2YLJI yeQa LINE
PC3. report IPR violations observed in the market, to supervisor or company h
PC4. be aware of patents and IPR

PC5. not be involved in IPR violations

The user/individual on the job needs to know and understand:

C. Core Skills/

Context KAL. c2 YLI y& Qa L3t A IBR &d peohinel niayadgeBehNA G &
KA2. work flow involved in gemstone processing of company
KA3. iYLI2 NI  yOS 27F (KS okgsghRdtiahA Rdzl £ Q& NP
KA4. reporting structue
B. Technical The user/individual on the job needs to know and understand:
Knowledge KBL1. patents and IPR laws

Skills (S)Optional]

KB2. how IPR protection is important for competitiveness of a company
KB3. market trends

Communication skills

Generic Skills

The user/ individual on the job needs to know and understand how to:
SALl. effectively communicate any observed IPR violations or order leaks

D. Professional Skills

Decision making

The user/individual on thib needs to know and understand:
SB1. when and how to report potential sources of violations

Reflective hinking

The user/individual on the job needs to know and understand how to:
SB2. learn from past mistakes and report IPR violations on time

Criticalthinking

The user/individual on the job needs to know and understand how to:
SB3. spot signs of violations and alert authorities in time
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G&JIN9921 Coordinate with colleagues

National Occupational
Standard

Overview

This unit is about team work and level of communication with colleagues abients. It
determines the ability to work as a team member, share work and mu#sk in order to
achieve the required deliverables on schedule.
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Coordinate with colleagues

Unit Title : .
(Task) Coordinate with colleagues

Description This OS unit is about communicating with colleagues and seniors in order to ach
smooth and hazarfree work flow
Scope This unit/task covers the following:

1 Interact with supervisor
1 Interact with colleagues within and outside thdepartment

Performance Criteria(PC) w.r.t. the Scope

Element
Interaction with
supervisor

Performance Criteria

To be competent, the user/individual on the job must:

PCL1. receive work instructions and raw materials from reporting supervisor

PC2. communicate to reprting supervisor about proceskbw improvements,
product defects received from previous process, repairs and maintenance
tools and machinery as required

PC3. communicate any potential hazards or expected process disruptions

PC4. handover completed work to supesor

PCS5. understand the work output requirements

PC6. comply with company policy and rule

PC7. deliver quality work on time as required by reporting any anticipated reaso
for delays

Interactions with
colleagues and other
departments

A. Organizational
Context

Knowledge and Understanding (K)

To be competent, theiser/individual on the job must:

PC8. work as a team with colleagues and share work as per their or own work Ig
and skills

PC9. work with colleagues of other departments

PC10communicate an discuss work flow related difficulties in order to find soluti
with mutualagreement

PC11receive feedback from QC and rework in order to complete work on time

PC12put team over individual goals

PC13resolve conflicts and muitask

The user/individual on the job needs to know amdlerstand:

KAL. O2 YLJ y& Q& ddarinel Gahdgemerg y LJ

KA2. work flow involved in gemstone processing of company

KA. iYLI2 NI yOS 2F (GUKS AYRAQGARdZ f Q4 NP
KA4. reporting structure

11
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G&JIN9921 Coordinate with colleagues
B. Technical The user/individual on the job needskaow and understantiow to:
Knowledge KB1. communicde effectively

A. Core Skills/

Skills (S)Optional]

KB2. build team coordination

Teamwork and multitasking

Generic Skills

The individual on the job needs to know and understand:

SAl. importance of sharingvork load as required
SAZ2. significance of delivering product to next work process on time

B. Professional Skillg

Decision making

The individual on the job needs to know and understand:
SB1. potential areas of disruptions to work process and report the same
SB2. whento report to supervisor and when to deal with a colleague individually

depending on the type of concern

Reflective thinking

The individual on the job needs to know and understand how to:
SB3. improve work processes

Critical thinking

The individuabn the job needs know and understand how to:
SB4. spot process disruptions and delays

12
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G&J/IN9924 Maintain safey at work

National Occupational
Standard

Overview

This unit is about commitment towards reporting potential hazards, takingeventive
measures to contain accidents in order to make the work environment safe for self and
colleagues and maintaing a clean working environment.





















