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COURSE DESIGN

Course Title
:
MICROFINANCE TECHNOLOGY NC II
Nominal Duration
:
403 hours

Course Description:

This course is designed to provide basic knowledge, skills and desirable attitudes to individual who would like to become a Microfinance Loan Officer and be competent to interact with clients in providing microfinance loan and other services for start-up/expansion of a small or micro enterprise. It covers competencies such as: Selecting potential area for microfinance operation; Promoting microfinance products and other Services; Forming group of microfinance clients; Facilitating center meeting; Processing application for loans and other services; Collecting dues; and Updating financial records.
Basic competencies such as: Participate in workplace communication, Work in a team environment; Practice career professionalism; Practice occupational health and safety are included.  

It also includes common competencies such as: Provide quality customer service; Comply with quality and ethical standards; and Perform computer operations.  

To obtain this, all units prescribed for this qualification must be achieved.

Entry Requirements:
Students or trainees should posses the following requirements:

· can communicate both in oral and in written;

· must be physically and mentally fit;

· with good moral character; 
· high school graduate; and
· at least 16 years old.

Course Structure:

BASIC COMPETENCIES

(18 Hours)

	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1. Participate in workplace communi-cation
	1.1 
Participating in workplace communication

	1.1.1 Obtain and convey workplace information
1.1.2 Complete relevant work related documents

1.1.3 Participate in workplace meetings and discussion
	4 hours

	2. Work in a team environment 


	2.1 
Working in a team environment
	2.1.1 Describe and identify team role and responsibility in a team

2.1.2 Describe work as a team member
	4 hours

	3. Practice career professiona-lism
	3.1 
Practicing career professionalism
	3.1.1 Integrate personal objectives with organizational goals

3.1.2 Set and meet work priorities

3.1.3 Maintain professional growth and development
	6 hours

	4. Practice occupational health and safety procedures
	4.1 
Practicing occupational health and safety procedures
	4.1.1 Identify hazards and risks

4.1.2 Evaluate hazards and risks

4.1.3 Control hazards and risks

4.1.4 Maintain occupational health and safety (OHS) awareness
	4 hours


COMMON COMPETENCIES

(74 Hours)

	Units of Competency
	Module Title
	Learning Outcomes 
	Nominal Duration

	1. Provide Quality Customer Service


	1.1
Providing quality customer service 
	1.1.1 Update knowledge of products and services
1.1.2 Assess needs of new and existing clients

1.1.3 Conduct client satisfaction survey
	17 hours

	2. Comply with Quality and Ethical standards


	2.1
Complying with quality and ethical standards
	2.1.1 Assess quality of received materials
2.1.2 Assess own work/output

2.1.3 Submit oneself to third party assessment

2.1.4 Engage in quality improvement
	18 hours

	3. Performing Computer Operations


	3.1
Performing computer operations

	3.1.1 Plan and prepare for assigned task

3.1.2 Encode data

3.1.3 Access information

3.1.4 Produce data

3.1.5 Use the internet to access information

3.1.6 Maintain computer equipment and systems
	39 hours


CORE COMPETENCIES

(311 Hours)

	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1.
Select potential area for microfinance operation
	1.1 Selecting potential area for microfinance operation

	1.1.1 Conduct area scanning/mapping
1.1.2 Coordinate with concerned government office
1.1.3 Review barangay profile
1.1.4 Conduct area survey
1.1.5 Conduct interviews
1.1.6 Process survey and interview data
	39 hours

	2.
Promote Microfinance products and services
	1.2 Promoting microfinance products and services

	2.1.1 Introduce loan products and services
2.1.2 Conduct orientation and briefings on microfinance products and services
2.1.3 Facilitate/Coordinate microfinance training program
2.1.4 Assist clients on promoting their products
2.1.5 Administer survey on enhancement of MFI products and services
	32 hours

	3.
Form group of microfinance clients


	3.1 Forming group of microfinance clients
 
	1.2.1 Meet with barangay official/s
1.2.2 Orient target clients
1.2.3 Schedule and conduct family background investigation/CCI/BI
1.2.4 Organize group/center/cluster
1.2.5 Orient group officers/center officer on their roles and responsibilities
1.2.6 Facilitate group/center officer meetings
	39 hours

	4. Facilitate center meetings
	4.1 Facilitating center meetings 
	4.1.1 Lead opening and closing prayers
4.1.2 Present scheduled topic/s
4.1.3 Facilitate group discussion
4.1.4 Check clients attendance
4.1.5 Facilitate center/cluster meeting
4.1.6 Facilitate open forum
4.1.7 Counsel clients on personal/family problems
4.1.8 Resolve conflict among clients
	32 hours

	5. Process application for loans and other products/ services
	5.1 Processing application for loans and other products/ services

	5.1.1 Issue applications for loans and other products/services
5.1.2 Gather applications for loans and other products/services
5.1.3 Evaluate loan applicant and/or insurance applicant/claimant
5.1.4 Evaluate loan and/or insurance documents
5.1.5 Prepare summary of loan applications and/or insurance
5.1.6 Recommend qualified loan applicants and/or insurance claimant
5.1.7 Inform clients about loan application and/or insurance status
5.1.8 Check loan utilization
	44 hours

	6. Collect Dues


	6.1 Collecting dues 
	6.1.1 Receive collection reports

6.1.2 Receive payment

6.1.3 Sign repayment schedule

6.1.4 Record collection on group treasurer’s register

6.1.5 Record collection on client’s passbook

6.1.6 Record collection on loan officer’s register

6.1.7 Consolidate total collection

6.1.8 Issue cash receipts/official receipts

6.1.9 Turnover/deposit collection

6.1.10 Investigate reason/s for delayed payments

6.1.11 Deal with delinquent members

6.1.12 Recommend/execute plan of actions to settle delinquent account/s

6.1.13 Submit incident report
	79 hours

	7. Update financial records
	7.1 Updating financial records
	7.1.1 Review transaction report

7.1.2 Prepare loan disbursement master roll

7.1.3 Record daily collection on daily collection sheet

7.1.4 Submit daily monitoring report

7.1.5 Summarize collection on loan officer’s summary book

7.1.6 Prepare monthly plan

7.1.7 Prepare annual development action plan
	46 hours


Assessment:


1. Written examination

2. Demonstration of practical skills

3. Assertion and reason

4. Checklist

5. Logbook

6. Interview

Methodology:

1. Self-pace/modular

2. Lecture

3. Demonstration

4. Discussion with class interactions

5. Simulation

6. Case study/case analysis

7. Practicum/Work integrated learning

8. Brainstorming by group/group dynamics

9. Role playing

10. Buzz sessions

11. Project Method

Resources:

I. Resources/Materials/References

1. Forms 

a. Loan application

b. Membership application

c. Survey
d. CCI/BI checklist
2. Manuals/handouts

a. Training manual

b. Operational handbook

c. Products/services flyers/brochures

d. MFI’s loan standards and policies
e. MFI’s savings standards and policies
f. MFI’s insurance standards and policies
3. Office manuals/files

a. Operational guidebook/manual

b. Standard Operating Procedures

c. Employee handbook

d. Minutes of meetings

e. Circulars

f. Publications

g. Memorandum

h. Standard forms

i. Job descriptions and specifications

j. Performance appraisal

k. Promotional examination

l. Career development plan

m. Survey instruments and interview guides

4. References

a. Philippine Labor Code

b. LGU’s operations standard procedures

c. OHS and environmental procedures

d. Business correspondence

e. Team building and group dynamics manual

f. Standard policy and regulation manuals
g. Safety posters and signage
h. Product/service brochures/flyers
i. Survey instruments and interview guides
j. Learning packages (e.g., self-contained modules)

k. Books and journals
l. PowerPoint presentation
II. Equipment

1. Calculator

2. Laptop

3. Desktop computer

4. Monitor radiation barrier

5. Computer printer

6. Internet connection devices
7. Multimedia projector

8. Projection screen

9. Fax machine

10. Cellular phone/telephone landline

11. Whiteboard

12. Stapler and staple remover

13. Masking tape dispenser

14. Scissors/cutter
15. Filing cabinet and shelves
16. Team building and group dynamics tools
17. CD/DVD Player
18. Tables and chairs
19. Fire fighting equipment
20. Personal protective equipment
21. Electrician’s tool kit
   III. Supplies and materials

1. Bond paper

2. Meta plan cards

3. Masking tape

4. Permanent markers 
5. White board markers 
6. Board eraser
7. Notebook

8. Manila paper 
9. Pencil and eraser
10. Staple wires 

11. Printer ink

12. Diskettes, CDs/DVDs, USBs

Instructors/Trainers Qualifications:
1. Must be a holder of Microfinance Technology NC II;

2. Must have undergone training on Training Methodology II (TM II) 1
3. Must be computer literate;

4. Must be physically and mentally fit; 

5. With good moral character;

6. Have good communication skills;

7. Must be a holder of B.S. in Business Administration, B.S. in Accountancy or any related course;*

8. Must have passed appropriate Civil Service eligibility (for government training institutions)*

9. Preferably having 18 education units*

1 This shall be changed to “Must be a holder of Trainer Qualification Level II (TQ II) or equivalent “upon promulgation by the TESDA Board of the TQ/AQ training regulations

*Optional. Only when required by the hiring institution

Module of Instruction 

Basic Competencies

Microfinance Technology NC II
MODULE OF INSTRUCTION

for Basic Competencies

BASIC COMPETENCY
:
PARTICIPATE IN WORKPLACE COMMUNICATIONS
MODULE TITLE
:
PARTICIPATING IN WORKPLACE COMMUNICATIONS
MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to obtain, interpret and convey information in response to workplace requirements.

NOMINAL DURATION
:
4 hours
PREREQUISITE
:
Receive and Respond to Workplace Communication. (NC I)

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/trainees must be able to:

LO 1.
Obtain and convey workplace information 

LO 2.
Complete relevant work related documents. 

LO 3.
Participate in workplace meeting and discussion.

LO 1.
OBTAIN AND CONVEY WORKPLACE INFORMATION

ASSESSMENT CRITERIA:

1. Specific relevant information is accessed from appropriate sources.

2. Effective questioning and active listening and speaking are used to gather and convey information.

3. Appropriate medium is used to transfer information and ideas.

4. Appropriate non-verbal communication is used.

5. Appropriate lines of communication with superiors and colleagues are identified and followed.

6. Defined work procedures for the location and storage of information are used.

7. Personnel interaction is carried out clearly and concisely.

CONTENTS:

1. Parts of speech

2. Sentence construction

3. Effective communication

CONDITIONS:

The students/trainees must be provided with the following:

1. Writing materials (pen & paper)
2. References (books)
3. Manuals

METHODOLOGIES:

1. Group discussion/interaction

2. Assignment method

3. Competency-based learning materials method 

ASSESSMENT METHODS:

1. Written test
2. Practical performance test
3. Interview

LO 2.
COMPLETE RELEVANT WORK RELATED DOCUMENTS

ASSESSMENT CRITERIA:

1. Ranges of forms relating to conditions of employment are completed accurately and legibly.

3. Workplace data is recorded on standard workplace forms and documents.
4. Basic mathematical process is used for routine calculations.
5. Errors in recording information on forms. Documents are identified and rectified.
6. Reporting requirements to superior are completed according to enterprise guidelines.

CONTENTS:

1. Basic mathematics
2. Technical writing
3. Types of forms

CONDITIONS:

The students/trainees must be provided with the following:

1. Paper
2. Pencils/ball pen
3. Reference books
4. Manuals

METHODOLOGIES:

1. Group discussion/interaction
2. Assignment method
3. Competency-based learning materials method 

ASSESSMENT METHODS:

1. Written test

2. Practical performance test

3. Interview

LO 3.
PARTICIPATE IN WORKPLACE MEETING AND DISCUSSION

ASSESSMENT CRITERIA:

1. Team meetings are attended on time.

2. Own opinions are clearly expressed and those of others are listened to without interruption.

3. Meeting inputs are consistent with the meeting purpose and establish protocols.

4. Workplace interaction is conducted in a courteous manner appropriate to cultural background and authority in the enterprise procedures.

5. Questions about simple routine workplace procedures and matters concerning conditions of employment are asked and responded.

6. Meeting outcomes are interpreted and implemented.

CONTENTS:

1. Sentence construction

2. Technical writing

3. Recording information

CONDITIONS:

The students/trainees must be provided with the following:

1. Paper

2. Pencils/ball pen

3. References (books)

4. Manuals

METHODOLOGIES:

1. Group Discussions/Interaction

2. Assignment Method

3. Competency-Based Learning Materials Method 

ASSESSMENT METHODS:

1. Written test

2. Practical/performance test

3. Interview

BASIC COMPETENCY
:
WORK IN A TEAM ENVIRONMENT
MODULE TITLE
:
WORKING IN A TEAM ENVIRONMENT

MODULE DESCRIPTOR
:
This module covers the knowledge, skills, and attitudes required in order to relate in a work-based environment. 

NOMINAL DURATION
:
4 hours

QUALIFICATION LEVEL
:
NC II

PREREQUISITE
:
TEAMWORK (NC I)

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module the students/trainees must be able to:

LO 1.
Describe and identify team role and responsibility in a team.

LO 2.
Describe work as a team member.

LO 1.
DESCRIBE AND IDENTIFY TEAM ROLE AND RESPONSIBILITY IN A TEAM

ASSESSMENT CRITERIA:

1. Role and objective of the team is identified.

2. Team parameters, relationships and responsibilities are identified.

3. Individual role and responsibilities within team environment are identified.

4. Roles and responsibilities of other team members are identified and recognized.

5. Reporting relationships within team and external to team are identified.

CONTENTS:

1. Team role.

2. Relationship and responsibilities

3. Role and responsibilities with team environment.

4. Relationship within a team.

CONDITIONS:

The students/trainees must be provided with the following:

1. SOP of workplace

2. Job procedures

3. Client/supplier instructions

4. Quality standards

5. Organizational or external personnel

METHODOLOGIES:

1. Group discussion/interaction

2. Case studies

3. Simulation

ASSESSMENT METHODS:

1. Written test

2. Observation

3. Simulation

4. Role playing

LO 2.
DESCRIBE WORK AS A TEAM MEMBER

ASSESSMENT CRITERIA:

1. Appropriate forms of communication and interactions are undertaken.

2. Appropriate contributions to complement team activities and objectives are made.

3. Reporting using standard operating procedures is followed.

4. Development of team work plans based from team’s role is contributed.

CONTENTS:

1. Communication process

2. Team structure/team roles

3. Group planning and decision making

CONDITIONS:

The students/trainees must be provided with the following:


1. SOP of workplace

2. Job procedures

3. Organization or external personnel

METHODOLOGIES:

1. Group discussion/interaction

2. Case studies

3. Simulation

ASSESSMENT METHODS:

1. Observation of work activities

2. Observation through simulation or role play

3. Case studies and scenarios.

BASIC COMPETENCY
:
PRACTICE CAREER PROFESSIONALISM
MODULE TITLE
: 
PRACTICING CAREER PROFESSIONALISM
MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes in promoting career growth and advancement, specifically; to integrate personal objectives with organizational goals set and meet work priorities and maintain professional growth and development.

NOMINAL DURATION
:
6 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO 1.
Integrate personal objectives with organizational goals

LO 2.
Set and meet work priorities

LO 3.
Maintain professional growth and development

LO 1.
INTEGRATE PERSONAL OBJECTIVES WITH ORGANIZATIONAL GOALS 

ASSESSMENT CRITERIA:

1. Personal growth and work plans towards improving the qualifications set for professionalism are achieved.
2. Intra- and interpersonal relationship in the course of managing oneself based on performance evaluation is maintained.
3. Commitment to the organization and its goal is demonstrated in the performance of duties.
4. Practice of appropriate personal hygiene is observed.
5. Job targets within key result areas are attained.

CONTENTS:

1. Personal Development-Social Aspects: Intra and Interpersonal Development

2. Organizational Goals

3. Personal Hygiene and Practices

4. Code of Ethics

CONDITIONS: 

The students/trainees must be provided with the following:

1. Workplace

2. Code of Ethics

3. Organizational Goals

4. Hand outs and PD-Social Aspects

5. CD’s, VHS tapes, transparencies

METHODOLOGIES:

1. Group discussion/interaction

2. Simulation

3. Demonstration/practical hands-on exercises 

4. Competency-based learning materials method 

ASSESSMENT METHODS:

1. Role play

2. Interview

3. Written examination

LO 2.
SET AND MEET WORK PRIORITIES

ASSESSMENT CRITERIA:

1. Competing demands to achieve personal, team and organizational goals and objectives are prioritized.

2. Resources are utilized efficiently and effectively to manage work priorities and commitments.

3. Practices and economic use and maintenance of equipment and facilities are followed as per established procedures.

4. Job targets within key result areas are attained.

CONTENTS:

1. Organizational KRAs

2. Work Values and Ethical Standards

3. Company policies on the use and maintenance of equipment

CONDITIONS:
The students/trainees must be provided with the following

1. Organizational KRA

2. Work values and ethics

3. Company policies and standards

4. Sample job targets

5. Learning Guides

6. CD’s, VHS tapes, transparencies

METHODOLOGIES:

1. Group discussion/interaction

2. Structured activity

3. Demonstration/practical hands-on exercises 

4. Competency-based learning materials method 

ASSESSMENT METHODS:

1. Role play

2. Interview

3. Written examination

LO 3.
MAINTAIN PROFESSIONAL GROWTH AND DEVELOPMENT

ASSESSMENT CRITERIA:

1. Training and career opportunities relevant to the job requirements are identified and availed.

2. Licenses and/or certifications according to the requirements of the qualifications are acquired and maintained

3. Fundamental rights at work including gender sensitivity are manifested/observed

4. Training and career opportunities based on the requirements of industry are completed and updated.

CONTENTS:

1. Qualification Standards

2. Gender and Development (GAD) Sensitivity

3. Professionalism in the Workplace

4. List of Professional Licenses

CONDITIONS:

The students/trainees must be provided with the following:

1. Quality Standards

2. GAD handouts

3. CD’s, VHS tapes on Professionalism in the Workplace

4. Professional Licenses samples

METHODOLOGIES:

1. Group discussion/interaction

2. Film viewing

3. Role play/simulation

ASSESSMENT METHODS:

1. Demonstration

2. Interview

3. Written examination

4. Portfolio assessment

BASIC COMPETENCY
:
PRACTICE OCCUPATIONAL HEALTH AND SAFETY PROCEDURES
MODULE TITLE
:
PRACTICING OCCUPATIONAL HEALTH AND SAFETY PROCEDURES
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitudes required to comply with the regulatory and organizational requirements for occupational health and safety such as identifying, evaluating and maintaining OH & S awareness.

NOMINAL DURATION
:
 4 Hours
SUMMARY OF LEARNING OUTCOMES:


 Upon completion of this module, the trainee/student must be able to:

LO 1.
Identity hazards and risks 

LO 2.
Evaluate hazards and risks 

LO 3.
Control hazards and risks

LO 4.
Maintain occupational health and safety (OHS) awareness

LO 1.
IDENTIFY HAZARDS AND RISKS

ASSESSMENT CRITERIA:

1. Workplace hazards and risks are identified and clearly explained.

2. Hazards/Risks and its corresponding indicators are identified in with the company procedures.

3. Contingency measures are recognized and established in accordance with organizational procedures.

CONTENTS:

1. Hazards and risks identification and control

2. Organizational safety and health protocol

3. Threshold limit value (TLV)

4. OHS indicators

CONDITIONS:

The students/trainees must be provided with the following:

1. Workplace

2. PPE

3. Learning Guides

4. Handouts

· Organizational Safety and Health Protocol

· OHS Indicators

· Threshold Limit Value

· Hazards/Risk Identification and Control

5. CD’s, VHS tapes, transparencies

METHODOLOGIES:

1. Group discussion/interaction

2. Simulation

3. Symposium

4. Group dynamics

ASSESSMENT METHODS:

1. Situation analysis

2. Interview

3. Practical examination

4. Written examination

LO 2.
EVALUATE HAZARDS AND RISKS

ASSESSMENT CRITERIA:

1. Terms of maximum tolerable limits are identified based on threshold limit values (TLV)
2. Effects of hazards are determined.
3. OHS issues and concerns are identified in accordance with workplace requirements and relevant workplace OHS legislation.

CONTENTS:

1. TLV table

2. Phil OHS Standards

3. Effects of hazards in the workplace

4. Ergonomics

5. Employees Compensation Commission (ECC) regulations

CONDITIONS: 

The students/trainees must be provided with the following

1. Handout on

· Phil. OHS Standards

· Effects of hazards in the workplace

· Ergonomics

· ECC regulations

2. TLV Table
3. CD’s, VHS tapes, transparencies

METHODOLOGIES:

1. Group discussion/interaction

2. Situation analysis

3. Symposium

4. Film viewing

5. Group dynamics

ASSESSMENT METHODS:

1. Interview

2. Written examination

3. Simulation

LO 3.
CONTROL HAZARDS AND RISKS

ASSESSMENT CRITERIA:

1. OHS procedures for controlling hazards and risk are strictly followed.

2. Procedures in dealing with workplace accidents, fire and emergencies are followed in accordance with the organization’s OHS policies.

3. Personal protective equipment is correctly used in accordance with organization’s OHS procedures and practices.

4. Procedures in providing appropriate assistance in the event of workplace emergencies are identified in line with the established organizational protocol.

CONTENTS:

1. Safety Regulations

2. Clean Air Act

3. Electrical and Fire Safety Code

4. Waste management

5. Disaster Preparedness and Management

6. Contingency Measures and Procedures

CONDITIONS:

The students/trainees must be provided with the following:

1. Handouts on

· Safety Regulations

· Clean Air Act

· Electrical and Fire Safety Code

· Waste management

· Disaster Preparedness and Management

· Contingency Measures and Procedures

· OHS Personal Records

2. PPE

3. CD’s, VHS tapes, transparencies 

METHODOLOGIES:

1. Group discussion/interaction

2. Symposium

3. Film viewing

4. Group dynamics

5. Self-pace

ASSESSMENT METHODS:

1. Written

2. Interview

3. Case/situation analysis

4. Simulation

LO 4.
MAINTAIN OCCUPATIONAL HEALTH AND SAFETY (OHS) AWARENESS

ASSESSMENT CRITERIA:

1. Procedures in emergency related drill are strictly followed in line with the established organization guidelines and procedures.

2. OHS personal records are filled up in accordance with workplace requirements.

3. PPE are maintained in line with organization guidelines and procedures.

CONTENTS:

1. Operational health and safety procedure, practices and regulations

2. Emergency-related drills and training

CONDITIONS:

The students/trainees must be provided with the following:

1. Workplace

2. PPE

3. OHS personal records

4. CD’s, VHS tapes, transparencies

5. Health record

METHODOLOGIES:

1. Group discussion/interaction

2. Simulation

3. Symposium

4. Film viewing

5. Group dynamics

ASSESSMENT METHODS:

1. Demonstration

2. Interview

3. Written examination

4. Portfolio assessment

Module of Instruction 
Common Competencies

Microfinance Technology NC II

MODULE OF INSTRUCTION

for Common Competencies

COMMON COMPETENCY:
PROVIDE QUALITY CUSTOMER SERVICE
MODULE TITLE
: 
PROVIDING QUALITY CUSTOMER SERVICE
MODULE DESCRIPTOR   : 
This module covers the knowledge, skill and attitudes required to provide effective and efficient services to the clients of the microfinance industry.

NOMINAL DURATION
:
17 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO 1.   Update knowledge of products and services
LO 2.   Assess needs of new and existing clients
LO 3.   Conduct client satisfaction survey
LO 1.   UPDATE KNOWLEDGE OF PRODUCTS AND SERVICES
ASSESSMENT CRITERIA:

1. Products and/or services to be marketed are identified, familiarized with and fully understood

2. Information on programs is accessed

3. Knowledge on products, services and programs are updated

4. Additional information on products, services and programs are prepared

5. Desirable work values relevant to the task of providing quality products and services to clients are practiced
CONTENTS:
1. Introduction to Microfinance

2. Terms and definitions

3. Organization profile

4. MFIs products and services (financial and non-financial): 

a. Loans

b. Savings

c. Insurance

d. Trainings

e. Marketing Assistance

5. MFIs programs

6. Organization procedures and processes in providing quality customer service

7. Work values and ethics:

a. Quality consciousness

b. Proactive

c. Patience

d. Information awareness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Handouts on Basic Microfinance

b. Manual of Standard Operating Procedures 

c. Organizational profile

d. Product and service brochures and flyers

2. Supplies and materials:

a. Bond papers

b. Ball pen/pencil

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Assertion and reason

LO 2.   ASSESS NEEDS OF NEW AND EXISTING CLIENTS
ASSESSMENT CRITERIA:

1. Active listening is used to gather information from clients

2. Orientation on products/services, program and policies are conducted

3. Identified related or applicable needs of clients based on the products/services and program being  offered

4. Provided clients with courteous and professional treatment throughout the interaction using interactive communication

5. Inquiries, concerns and comments are responded   to promptly and accurately in accordance with organization’s policies

6. Recorded all the gathered information given by the  clients  

7. Desirable work values relevant to the task of assessing needs of new and existing clients are practiced

CONTENTS:
1. Terms and definitions

2. Methods of assessing needs of new and existing client’s:

a. Interviewing

b. Observation

c. Focus Group Discussion

d. Needs Survey

3. Procedures in conducting product and service orientation of clients

4. Procedures in assessing needs of new and existing client’s

5. Procedure in innovating products and services 

6. Guidelines on recording and reporting clients’ needs

7. Work values and ethics:

a. Quality consciousness

b. Proactive

c. Clients focus

d. Patience

e. Vigilance

f. Sincerity

g. Integrity

h. Commitment

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Handouts on Basic Microfinance
b. Relevant case studies
c. Manual of Standard Operating Procedures 
d. Product and service brochures and flyers
e. Guidelines on recording and reporting the client’s needs

2. Supplies and materials:

a. Bond papers
b. Ball pen/pencil 
c. Logbook 

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Assertion and reason

LO 3.   CONDUCT CLIENT SATISFACTION SURVEY
ASSESSMENT CRITERIA:

1. Client satisfaction survey is administered

2. Survey results are collated and analyzed

3. Positive and negative results are defined

4. Negative feedbacks are well addressed immediately through appropriate communication  strategies

5. Desirable work values relevant to the task of conducting client ‘s satisfaction survey are practiced

CONTENTS:

1. Terms and definitions

2. Client satisfaction survey methodologies:

a. Interviewing

b. Observation

c. Focus Group Discussion

d. Structured Field Survey

3. Survey Process:

a. Purpose of survey

b. Designing survey instruments

c. Designing interview and FGD guides

d. Administering survey instruments

e. Interviewing target respondents

f. Conducting FGD

g. Data processing, analysis and presentation

h. Recommendations

4. How feedback from survey results are address 

5. Work values and ethics:

a. Quality consciousness

b. Proactive

c. Patience

d. Sincerity

e. Integrity

f. Commitment 

g. Courteous 

h. Professional
CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. References on survey methodology 

b. Client’s satisfaction survey manual

c. Sample survey instruments, FGD and interview guides 

d. Sample survey reports

e. Relevant case studies

2. Supplies and materials:

a. Bond papers

b. Pen/pencil

c. Printer ink

3. Equipment:

a. Computer

b. Printer

c. Multimedia projector

d. Projection screen

e. Laser pointer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Oral and written examination

2. Practical demonstration

COMMON COMPETENCY:
COMPLY WITH QUALITY AND ETHICAL STANDARDS
MODULE TITLE
: 
COMPLYING WITH QUALITY AND ETHICAL STANDARDS
MODULE DESCRIPTOR   : 
This module covers the knowledge, skills and attitudes needed to apply quality and ethical standards in the workplace. The unit also includes the application of relevant safety procedures and regulations, organization procedures, client and industry requirements.

.
NOMINAL DURATION
:
18 Hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO 1.   Assess quality of received materials

LO 2.   Assess own work/output

LO 3.   Submit oneself to third party assessment

LO 4.   Engage in quality improvement

LO 1.   ASSESS QUALITY OF RECEIVED MATERIALS
ASSESSMENT CRITERIA:

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

2. Received materials are checked against workplace standards and specifications

3. Defective materials are identified, reported and isolated

4. Defective materials are repaired/replaced in accordance with workplace procedures

5. Defects and any identified causes are recorded and/or reported to the concerned personnel in accordance with workplace procedures

6. Desirable work values relevant to the task of assessing quality of received materials are practiced

CONTENTS:

1. Standard operating procedures on receiving materials

2. Material descriptions and specifications

3. Proper handling of received materials

4. Procedures on assessing quality of received materials 

5. Material defects and their causes

6. Dealing with defective materials 

7. Reporting defective received materials

8. Total Quality Management/Improvement

9. Work values and ethics:

a. Quality consciousness

b. Honesty

c. Integrity

d. Concern for details

CONDITIONS:
The students/trainees must be provided with the following:

1. Resources:

a. Manuals on Standard Operating Procedures

b. Material brochures

c. Materials delivery checklist

d. Office supplies and materials

e. Office equipment manuals   

f. Standard material order form

2. Supplies and materials:

a. Bond papers

b. Pen/pencil

c. Printer ink

3. Equipment:

a. Computer

b. Printer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Role-play

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Assertion & reason

LO 2.   ASSESS OWN WORK/OUTPUT
ASSESSMENT CRITERIA:

1. Documentation relative to quality within the company is identified and used

2. Completed work is checked against workplace standards

3. Defects are identified and corrected in accordance with the company quality standards

4. Desirable work values relevant to the task of assessing own work/output are practiced

CONTENTS:

1. Organization’s vision, mission, goals and objectives

2. Organization standards on quality of work/output

3. Assessment methods on quality of work/output 

4. Procedures on assessing quality of work/output

5. Procedures on identification of work defects/deviations

6. Common work/output defects/deviations from standards

7. Ways of rectifying work/output defects/deviations

8. Total Quality Management/Improvement 

9. Work values and ethics:

a. Honesty

b. Integrity

c. Commitment

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Manuals on Standard Operating Procedures 

b. Human Resource Manual

c. Performance evaluation standards

d. Performance evaluation instrument/form

2. Supplies and materials:

a. Bond papers

b. Pen/pencil

c. Printer ink

3. Equipment:

a. Computer

b. Printer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Assertion & reason

4. Case study/records

LO 3.   SUBMIT ONESELF TO THIRD PARTY ASSESSMENT
ASSESSMENT CRITERIA:
1. Information on the quality and other indicators of performance are recorded in accordance with workplace procedures

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

3. In cases of objections/disagreements, reasons are expressed thru written documentation

4. Settlements are sought in accordance with company policies

5. Desirable work values relevant to the task of third party assessment of performance are practiced

CONTENTS:

1. Organization’s vision, mission, goals and objectives

2. Performance evaluation system and procedure

3. Performance key result areas and indicators

4. Procedures on third party assessment of performance 

5. Documentation of work defects/deviations 

6. Rectification of work/output defects/deviations and their causes

7. Total Quality Management/Improvement 

8. Measures to improve work performance

9. Work values and ethics:

a. Humility

b. Fairness

c. Integrity

d. Quality consciousness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Manuals on Standard Operating Procedures 

b. Human Resource Manual

c. Performance evaluation standards

d. Performance evaluation instruments/forms

2. Supplies and materials:

a. Bond papers

b. Pen/pencil

c. Printer ink

3. Equipment:

a. Computer

b. Printer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Assertion & reason

4. Case study/records

5. Performance evaluation report

LO 4.   ENGAGE IN QUALITY IMPROVEMENT
ASSESSMENT CRITERIA:

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

2. Work is carried out in accordance with process improvement procedures

3. Services are delivered in accordance with ethical standards

4. Quality service is monitored to ensure client satisfaction

5. Client’s needs are assessed through conduct of researches, focus group discussions, and satisfaction surveys/interviews

6. Trainings, orientations, and exposures are rendered to ensure their understanding/ familiarization on products, services and programs

7. Desirable work values relevant to the task of quality improvement are practiced

CONTENTS:

1. Total Quality Management/Improvement

2. Methods of quality improvement

3. Methods of monitoring customer satisfaction

4. Procedures in improving quality of customer service: 

a. Assessment of clients’ needs

b. Monitoring quality of service 

c. Identification of needed improvement of quality

d. Reporting of findings and recommendations 

e. Intervention to improve quality service to clients 

5. Professional and ethical standards in delivering services to clients

6. Work values and ethics:

a. Quality consciousness

b. Integrity

c. Commitment

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Manuals on Standard Operating Procedures

b. References on Customer Service

c. References on Ethical Standards in the Workplace

d. References on Total Quality Management/Improvement

e. References on Determining Clients’ satisfaction

f. Clients’ satisfaction survey instruments/forms

2. Supplies and materials:

a. Bond papers

b. Pen/pencil

c. Printer ink

3. Equipment:

a. Computer

b. Printer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Assertion & reason

4. Case study/records

5. Interviews

COMMON COMPETENCY:
PERFORMING COMPUTER OPERATIONS
MODULE TITLE
: 
PERFORMING COMPUTER OPERATIONS
MODULE DESCRIPTOR   : 
This module covers the knowledge, skills and attitudes needed to perform computer operations which include encoding, accessing, decoding, transferring and storing data and information using the appropriate hardware and software.

NOMINAL DURATION
:
39 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the trainee/student must be able to:

LO 1.
Plan and prepare for assigned task
LO 2.
Encode data
LO 3.
Access information
LO 4.
Produce data
LO 5.
Use the internet to access information

LO 6.
Maintain computer equipment and systems

LO 1.   PLAN AND PREPARE FOR ASSIGNED TASK
ASSESSMENT CRITERIA:

1. Tasks are determined according to required output

2. Appropriate hardware and software are selected

3. OHS standards are complied with

4. Appropriate guidelines and procedures are identified

5. Required data security guidelines are determined

6. Desirable work values relevant to the task of planning and preparing for assigned task practiced

CONTENTS:

1. Identification of tasks and required output/s

2. Standard operating procedures on planning and preparing for assigned tasks

3. Procedures on planning and preparing for assigned task

4. Familiarization with computer parts and their functions

5. Familiarization with software applications applicable to tasks

6. OHS Standards related to computer operations

7. Data security operations guidelines

8. Work values and ethics:

a. Integrity

b. Hard working

c. Honesty

d. Quality Consciousness

e. Safety consciousness

f. Concerned for details

g. Patience

CONDITIONS:

The students/trainees must be provided with the following:

1. Hardware and peripheral devices:

a. Computer set-up

b. Network systems

c. Printer and scanner

2. Software:

a. Microsoft office applications

b. Database applications

c. Web browser

d. Client specific software
3. Storage Devices:

a. Diskettes

b. Zip disks

c. Local and remote hard disk drives

d. Optical drives (CDs)

e. USB flash disks

4. References:

a. Modules
b. Books
c. Policy manual

5. Others:

a. Internet connection

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 2.   ENCODE DATA
ASSESSMENT CRITERIA:

1. Accuracy of data/information is validated

2. Data are encoded using appropriate application

3. Information is saved in storage devices according to requirements

4. Work is performed within OHS guidelines 

5. Desirable work values relevant to the task of encoding data are practiced

CONTENTS:

1. Standard operating procedures on planning and preparing for assigned tasks

2. Procedure in validating accuracy of data/information to be encoded

3. Basic computer concepts and principles

4. Computer parts and their functions

5. Computer keyboarding procedure

6. Introduction to Windows

7. Microsoft Office Applications: MS Word, MS Excel, MS PowerPoint

8. Procedures in encoding data using appropriate software application

9. Assessing the quality of encoded data/information 

10. Categories of storage devices 

11. Saving data/information to storage devices

12. Virus information and detection

13. Data security operations guidelines

14. OHS Standards related to computer operation

15. Work values and ethics:

a. Patience

b. Hard working

c. Quality consciousness

d. Integrity

e. Commitment

f. Honesty

g. Safety consciousness

h. Concerned for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on computer operations

b. References on basic computer operations

c. Organization policy manual

2. Hardware and peripheral devices:

a. Computer set-up

b. Network systems

c. Printer and scanner

3. Software:

a. Microsoft office applications

b. Database applications

c. Web browser

d. Client specific software

4. Storage Devices:

a. Diskettes

b. Zip disks

c. Local and remote hard disk drives

d. Optical drives (CDs)

e. USB flash disks

5. Others:

a. Internet connection

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 3.   ACCESS INFORMATION
ASSESSMENT CRITERIA:

1. Appropriate application is selected based on job requirements

2. Proper use of navigation keys and icons is observed

3. Proper use of computer and other peripherals is observed 

4. Desirable work values relevant to the task of accessing information are practiced

CONTENTS:

1. Software applications used by MFIs

2. Procedures on accessing information and application

3. Internet browsing and networking procedures

4. OHS Standards related to computer operation

5. Data security operations guidelines

6. Work values and ethics:

a. Patience

b. Hard working

c. Quality consciousness

d. Integrity

e. Honesty

f. Safety consciousness

g. Concerned for detail

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on computer operations

b. References on basic computer operations

c. Organization policy manual

2. Hardware and peripheral devices:

a. Computer set-up

b. Network systems

c. Printer and scanner

3. Software:

a. Microsoft office applications

b. Database applications

c. Web browser

d. Client specific software
4. Storage Device:

a. Diskettes

b. Zip disks

c. Local and remote hard disk drives

d. Optical drives (CDs)

e. USB flash disks

5. Others:

a. Internet connection

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 4.   PRODUCE DATA
ASSESSMENT CRITERIA:

1. Processed data using appropriate applications by authorized personnel

2. Data are printed according to standard operating procedures

3. Data are analyzed 

4. Files and data are transferred according to standard operating procedures

5. Files and data are securely stored

6. Desirable work values relevant to the task of producing data are practiced

CONTENTS:

1. Types and uses of software applications

2. Software applications used by MFIs

3. Internet browsing and networking procedures

4. OHS Standards related to computer operation

5. Virus information and detection

6. Data security operations guidelines

7. Standard operating procedures on producing data/information

8. Data printing procedure

9. Processed data/information analysis

10. File management

11. Wok values and ethics:

a. Patience

b. Hard working

c. Quality consciousness

d. Integrity

e. Honesty

f. Safety consciousness

g. Concerned for detail

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on computer operations

b. References on basic computer operations

c. Organization policy manual

2. Hardware and peripheral devices:

a. Computer set-up

b. Network systems

c. Printer and scanner

3. Software:

a. Microsoft office applications

b. Database applications

c. Web browser

d. Client specific software
4. Storage Devices:

a. Diskettes

b. Zip disks

c. Local and remote hard disk drives

d. Optical drives (CDs)

e. USB flash disks

5. Others:

a. Internet connection

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 5.   USE THE INTERNET TO ACCESS INFORMATION
ASSESSMENT CRITERIA:

1. Required information is identified

2. Appropriate browser and search engine are used in accordance with the organization’s standards and procedures

3. Relevant links are utilized to access information 

4. Desirable work values relevant to the task of using the Internet to access information are practiced

CONTENTS:

1. Things required for accessing the Internet

2. How the Internet works

3. Logging on to and logging off the Internet

4. Web browser and search engines

5. World Wide Web

6. Microsoft Internet Explorer

7. Browsing the Web

8. Procedures in using the internet to access data/information

9. E-mail: reading/sending/replying to a message

10. Tips for writing a good e-mail

11. Mailing list

12. OHS Standards related to computer operation

13. Virus information and detection

14. Identification and validation of data/information to be searched

15. Standard operating procedures on producing data/information

16. Work values and ethics: Patience, Hard working, Quality consciousness, Integrity, Honesty, Safety consciousness and Concerned for detail

CONDITIONS:
The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on computer operations

b. References on basic computer operations

c. Organization policy manual

2. Hardware and peripheral devices:

a. Computer set-up

b. Network systems

c. Printer and scanner

3. Software:

a. Microsoft office applications

b. Database applications

c. Web browser and search engines

d. Client specific software
4. Storage Devices:

a. Diskettes

b. Zip disks

c. Local and remote hard disk drives

d. Optical drives (CDs)

e. USB flash disks

5. Others:

a. Internet connection

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 6.   MAINTAIN COMPUTER EQUIPMENT AND SYSTEMS
ASSESSMENT CRITERIA:

1. Procedures for system security such as virus check, data back-up, and system defragmentation are implemented 

2. Appropriate basic equipment maintenance procedures and MIS requirements are implemented 

3. Desirable work values relevant to the task of maintaining computer equipment and systems are practiced

CONTENTS:

1. Basic ergonomics for computer use

2. Data security operations guidelines

3. Virus information and detection

4. OHS principles and regulations

5. Computer file management

6. Basic computer hardware & software maintenance:

a. Procedures for system security such as virus check, data back-up and system defragmentation  

b. Appropriate basic equipment maintenance procedures

7. Work values and ethics:

a. Patience 

b. Quality consciousness

c. Safety consciousness

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on computer operations and maintenance

b. References on basic computer maintenance

c. References on data security guidelines (ISMS)

d. OHS standards and regulations handbook

e. Organization policy manual

2. Hardware and peripheral devices:

a. Computer set-up

b. Network systems

c. Printer and scanner

3. Software:

a. Microsoft office applications

b. Database applications

c. Web browser and search engines

d. Client specific software

4. Storage Devices:

a. Diskettes

b. Zip disks

c. Local and remote hard disk drives

d. Optical drives (CDs)

e. USB flash disks

5. Others:

a. Internet connection

METHODOLOGIES:
1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

Module of Instruction 
Core Competencies

Microfinance Technology NC II

MODULE OF INSTRUCTION 

for Core Competencies 

CORE COMPETENCY
:
SELECT POTENTIAL AREA FOR MICROFINANCE OPERATION
MODULE TITLE
:
SELECTING POTENTIAL AREA FOR MICROFINANCE OPERATION
MODULE DESCRIPTOR
: 
This module covers the knowledge, skill and attitudes required in conducting area scanning/mapping, surveying and interviewing.

NOMINAL DURATION
:
39 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/trainees must be able to:

LO 1.  Conduct area scanning/mapping 

LO 2.  Coordinate with concerned government office
LO 3.  Review barangay profile
LO 4.  Conduct area survey

LO 5.  Conduct interviews

LO 6.  Process survey and interview data
LO 1.  CONDUCT AREA SCANNING/MAPPING 

ASSESSMENT CRITERIA:
1. Area’s socio-economic profile gathered from concerned government agencies 
2. Ocular visit of target area/s conducted 

3. Desirable work values relevant to the task of conducting area scanning/mapping are practiced

CONTENTS:

1. MFI policies and procedures on the selection of potential area

2. Local Government Units protocol

3. Business writing

4. Communication media

5. Procedures in conducting area scanning/mapping

6. Work values and ethics:

a. Accuracy

b. Diligence

c. Confidence

d. Patience

e. Sincerity

CONDITIONS:
The students/trainees must be provided with the following:

1. Resources:

a. Letter of request

b. Blueprint

c. Area map

d. Internet service

e. Survey/questionnaire form

f. Liquidation/reimbursement form

2. Supplies and materials:

a. Notebook

b. Ball pen/pencil

c. Tape recorder

d. Batteries for tape recorder

3. Equipment:

a. Computer

b. USB flash disk
c. Printer

d. Fax machine

e. Photocopier

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 2.  COORDINATE WITH CONCERNED GOVERNMENT OFFICE
ASSESSMENT CRITERIA:

1. Courtesy call with concerned government official/s conducted

2. Marketing/promotional materials and documents given to concerned government official/s

3. MFI program orientation to Barangay Council delivered/presented

4. Desirable work values relevant to the task of coordinating with concerned government office

CONTENTS:

1. LGU/Barangay ordinances and local legislation relating to MFI concerns

2. Local Government Units protocol

3. Business writing

4. Communication media

5. Procedure in getting approval of concerned government office to market MFI program

6. Work values and ethics:

a. Competence

b. Cordiality 

c. Confidence

d. Patience

e. Sincerity

f. Diligence

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Letter of request

b. Company profile

c. Securities and Exchange Commission documents

d. Survey/questionnaire form

e. Liquidation/reimbursement form

2. Supplies and materials:

a. Notebook

b. Ball pen/pencil

c. Batteries for tape recorder

3. Equipment:

a. Computer

b. USB flash disk
c. Printer

d. Fax machine

e. Tape Recorder

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 3.  REVIEW BARANGAY PROFILE
ASSESSMENT CRITERIA:
1. Barangay profile reviewed 

2. Documents from area scanning/mapping confirmed through area survey and from concerned Barangay officials for updated information 

3. Desirable work values relevant to the task of reviewing Barangay profile are practiced

CONTENTS:

1. MFI policies relating to networking with LGUs

2. Barangay profile

3. Procedure in reviewing Barangay profile

4. MFI policies and practices in forming group of clients

5. Work values and ethics:

a. Analytical

b. Intelligence

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Demographic profile

b. Barangay map

c. Internet service

2. Supplies and materials:

a. Notebook

b. Bond papers

c. Folder

d. Ball pen/pencil

e. Printer ink

3. Equipment:

a. Computer

b. Printer

c. USB flash disk

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 4.  CONDUCT AREA SURVEY
ASSESSMENT CRITERIA:

1. MFI survey forms/instruments and materials are utilized

2. Respondents from potential areas identified based on barangay profile and MFI operational manual

3. Area risks, distance travel and fare identified in accordance with prevailing conditions

4. Survey of target area/s conducted in accordance with established survey guidelines and procedures

5. Desirable work values relevant to the task of conducting area survey are practiced

CONTENTS:

1. Definition of terms

2. Knowledge of MFI products and services

3. MFI safety guidelines and practices 

4. Purpose of survey

5. Survey methods

6. Survey instruments

7. Selection of survey respondents 

8. Procedures in conducting area survey

a. Designing survey questionnaire/s

b. Pilot testing survey questionnaire/s

c. Administering survey questionnaire/s

d. Collating and processing survey data

e. Interpreting survey results and recommendations

f. Presenting survey report

g. Preparing and submitting survey report 

9. Work values and ethics:

a. Honesty

b. Patience

c. Cooperation

d. Adaptability
CONDITIONS:

The students/trainees must be provided with the following:

1. Resources: 

a. Map

b. Area profile

c. Survey questionnaire/s

d. Fare matrix

e. Courtesy letter

f. MFI identification card

2. Supplies and materials:

a. Bond papers

b. Ball pen/pencil

c. Printer ink 

3. Equipment:

a. Calculator

b. Computer

c. USB flak disk

d. Printer 

e. Photocopier

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Oral examination

3. Observation

4. Demonstration of practical skills

LO 5.  CONDUCT INTERVIEWS
ASSESSMENT CRITERIA:

1. Questionnaires secured

2. Respondent visited at place of business

3. Interview conducted in accordance with MFI interview guidelines and procedures

4. Desirable work values relevant to the task of conducting interviews are practiced

CONTENTS:

1. Definition of terms

2. Knowledge of MFI products and services

3. MFI safety guidelines and practices 

4. Purpose of interviews

5. Interview methods

6. Interview guides

7. Selection of interviewees

8. Procedures in conducting interview

a. Designing Interview guides

b. Pilot testing Interview guides

c. Interview identified interviewees

d. Collating and processing interview data

e. Interpreting interview results and recommendations

f. Presenting interview report

g. Preparing and submitting interview report 

9.  Work values and ethics:

a. Courtesy
b. Courage
c. Decorum

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources: 

a. Map

b. Area profile

c. Interview guides

d. Fare matrix

e. Courtesy letter

f. MFI identification card

2. Supplies and materials:

a. Bond papers

b. Ball pen/pencil

c. Printer ink 

3. Equipment:

a. Calculator

b. Computer

c. USB flash disk

d. Printer

e. Photocopier

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Observation

4. Demonstration of practical skills

LO 6. PROCESS SURVEY AND INTERVIEW DATA
ASSESSMENT CRITERIA:

1. Survey and interview data collated

2. Survey and interview report prepared

3. Survey and interview report submitted to immediate superior 

4. Desirable work values relevant to the task of processing survey and interview data are practiced

CONTENTS:

1. Definition of terms

2. Basic statistics

3. Statistical tools

4. Guidelines in storing of survey and interview data

5. Procedure in processing survey and interview data:

a. Gathering survey and interview data;

b. Tabulating survey and interview data;

c. Applying appropriate statistical tools to gathered data;

d. Presenting processed data in appropriate forms; 

e. Analyzing processed data; and 

f. Making recommendations

6. Work values and ethics:

a. Efficiency

b. Accuracy

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources: 

a. Survey data
b. Interview data
c. Statistical tools 

2. Supplies and materials:

a. Bond papers

b. Ball pen/pencil

c. Printer ink 

3. Equipment:

a. Calculator
b. Computer
c. USB flash disk
d. Printer
e. Photocopier

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

CORE COMPETENCY
:
PROMOTE MICROFINANCE PRODUCTS AND SERVICES
MODULE TITLE
:
PROMOTING MICROFINANCE PRODUCTS AND SERVICES
MODULE DESCRIPTOR    : 
This module covers the basic knowledge, skill and attitudes required in the promotion and marketing of MFI’s products and services.

NOMINAL DURATION
:
32 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/trainees must be able to:

LO 1.
Introduce loan products and services
LO 2.
Conduct orientation and briefings on microfinance products and services
LO 3.
Facilitate/coordinate microfinance training programs
LO 4.
Assist clients on promoting their products
LO 5.
Administer survey on enhancement of MFI products and services
LO 1.  INTRODUCE LOAN PRODUCTS AND SERVICES
ASSESSMENT CRITERIA:
1. Marketing/promotional materials prepared

2. Potential market identified

3. Loan products, savings product, micro insurance and other services introduced 

4. MFIs savings standards, policies and procedures well explained to prospective clients

5. Advantage introduced

6. Desirable work values relevant to the task of introducing loan products and services are practiced

CONTENTS:

1. Basic marketing principles and practices

2. Traits and characteristics for effective marketing

3. Identification of potential clients:

a. Understanding the nature of target clients

b. Client’s behavior and needs

4. Types of products:

a. Loans

b. Savings

c. Insurance

5. Types of services:

a. Transformation

b. Scholarship

c. Livelihood training

d. Entrepreneurial training

e. Housing

f. Outreach (e.g. feeding program)  

6. Types of loans:

a. Individual

b. Group

7. Marketing strategies:

a. Preparation of promotional and marketing materials

b. Linking/Networking with various stakeholders

c. Guidelines in courtesy call with the LGU (i.e. barangay officials) and informal organizations

d. Market survey

e. Presentation of loan product

8. Methods and tools used for marketing of loan:

a. Distribution of flyer/brochures

b. Symposium/meeting with target clients

9. MFI’s policies, rules and regulations on marketing      

10. Procedures in marketing of loan 

11. Work values and ethics:

a. Discipline

b. Innovative

c. Respect

d. Tactfulness

CONDITIONS:

The students/trainees must be provided with the following:

1.   Marketing/promotional materials:

a. Flyers

b. Posters

c. Brochures

d. Streamers 

2.   References:

a. References on Marketing Principles and Practices

b. References on Business Planning

c. MFI Operational Handbook

d. Attendance sheets

3.  Supplies and materials:

a. Ball pen/pencil

b. Bond paper

c. Chalk

d. Whiteboard pen

4.   Equipment:

a. Calculator

b. Blackboard/whiteboard

c. Mechanical pointer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Observation

4. Demonstration of practical skills

LO 2.  CONDUCT ORIENTATION AND BRIEFINGS ON MICROFINANCE PRODUCTS AND SERVICES
ASSESSMENT CRITERIA:

1. Orientation/briefing materials prepared

2. Features of loan, savings and insurance products well explained

3. Orientation and briefing on loan products, savings product, micro insurance and other services conducted

4. Desirable work values relevant to the task of conducting orientation and briefings on   microfinance products and services are practiced

CONTENTS:

1. Definition of terms

2. Potential clients for orientation and briefings

3. Orientation and briefing materials

4. Agenda for orientation and briefings

5. Orientation and briefing schedule

6. Venue selection and preparation

7. Product and Services

a. Loan products
b. Savings product 
c. Micro insurance
d. Other services

8. Procedure in conducting orientation and briefings

9. Work values and ethics: Attentiveness, Aggressiveness, Patience, and Creativity

CONDITIONS:

The students/trainees must be provided with the following:

1.   Marketing/promotional materials:

a. Flyers

b. Posters

c. Brochures

d. Streamers 

2.
References:

a. References on Marketing Principles and Practices

b. Training manuals/guides

c. MFI operational handbook 

d. Training audio-video materials

e. Training aids

f. Attendance sheets

3.
Supplies and materials:

a. Ball pen/pencil

b. Bond paper

c. Chalk

d. Whiteboard pen

4. Equipment:

a. Calculator

b. Blackboard/whiteboard

c. Mechanical pointer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Demonstration

4. Discussion

5. Case study

6. Role-play

7. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 3.  FACILITATE/COORDINATE MICROFINANCE TRAINING PROGRAM
ASSESSMENT CRITERIA:

1. Promotional training materials prepared/gathered

2. Capacity development (e.g. Advantages of business development services/ community development services) are discussed well with MFI clients

3. Microfinance program and value-added services promoted

4. Desirable work values relevant to the task of facilitating/coordinating microfinance training program are practiced

CONTENTS:

1. Definition of terms

2. MFI’s organizational profile

3. Types of microfinance training programs/courses

4. Requirements for facilitating/coordinating microfinance training program: 

a. Training program designs

b. Training program brochures/flyers

c. Target participants/trainees

d. Training entry requirements

e. Training resources

5. Strategies in facilitating/coordinating microfinance training program/courses

6. Procedures in facilitating/coordinating microfinance training program/courses

7. Work values and ethics: 

a. Attentiveness

b. Aggressiveness

c. Patience

d. Creativity

CONDITIONS:

The students/trainees must be provided with the following:
1.
Resources:

a. Training program manuals/guides

b. Training program handouts

c. MFI operational handbook 

d. Training audio-video materials

e. Training aids

2. Supplies and materials:

a. Bond papers

b. Ball pens/pencils

c. Name tags/nameplates

d. Brown envelopes

e. Manila papers

f. Masking tape

g. Permanent markers

h. Chalk/whiteboard pens

3. Equipment:

a. Computer

b. Printer

c. USB flash disk

d. Multimedia projector

e. Projection screen

f. Chalkboard/whiteboard

g. Mechanical/laser pointer

h. Scissors/cutter

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Demonstration

4. Discussion

5. Case study

6. Role-play

7. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 4.  ASSISTS CLIENTS ON PROMOTING THEIR PRODUCTS
ASSESSMENT CRITERIA:

1. Quality products identified and endorsed

2. Product requirements/accreditation is coordinated

3. Advice on product development/enhancement is provided

4. Market networking/linkaging done with other member/s and MFI/s

5. Advice on clients’ product promotion is provided through trade fair/exhibits and other venues 

6. Desirable work values relevant to the task of assisting clients in promoting their products are practiced

CONTENTS:

1. Definition of terms

2. Types and features of clients’ products

3. Product development/enhancement procedures

4. Product accreditation procedures and requirements

5. Points to remember in endorsing client’s products

6. Product promotional and marketing strategies

7. Relevant LGU and Barangay ordinances governing product promotion

8. Procedures in assisting client’s in promoting their products

9. Work values and ethics:

a. Teamwork

b. Cooperativeness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. MFI operational handbook

b. Relevant LGU and Barangay ordinances

c. Venues for trade fairs/exhibits

d. Product accreditation forms and requirements

e. Sample clients’ products

f. Promotional materials (i.e. flyers, brochures, streamers)

2. Supplies and materials:

a. Bond papers

b. Masking tape

3. Equipment:

a. Computer

b. USB flash disk

c. Printer 

d. Photocopier

e. Multimedia projector

f. Table and chairs

i. Projection screen

j. Laser pointer

k. Scissors/cutter

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 5.  ADMINISTER SURVEY ON ENHANCEMENT OF MFI PRODUCTS AND SERVICES
ASSESSMENT CRITERIA:

1. Survey instrument secured

2. Survey conducted 

3. Survey data collated and processed

4. Survey results is submitted to immediate supervisor 

5. Desirable work values relevant to the task of conducting administering survey on enhancement of MFI products and services are practiced

CONTENTS:

1. Definition of terms

2. Relevant MFI policies, procedures, practices and standards

3. Product and service development procedures

4. Market needs/demand survey 

5. Survey methods and procedures

6. Survey instruments design procedures

7. Procedures in administering survey on enhancement of MFI products and services

8. Work values and ethics:

a. Patience

b. Honesty

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. MFI operational handbook

b. Survey procedural manual

c. Survey instruments

d. Target survey area and respondents

e. Mode of transportation

2. Supplies and materials:

a. Bond papers/copy papers

b. Yellow pad

c. Printer ink

d. Ball pen/pencil

3. Equipment:

a. Calculator

b. Computer

c. USB flash disk

d. Printer

e. Photocopier

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

CORE COMPETENCY
:
FORM GROUP OF MICROFINANCE CLIENTS
MODULE TITLE
:
FORMING GROUP OF MICROFINANCE CLIENTS
MODULE DESCRIPTOR    : 
This module covers the knowledge, skill and attitudes required in forming, evaluating, organizing and developing group clients for service delivery.
NOMINAL DURATION
:
39 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/trainees must be able to:

LO 1.
Meet with barangay official/s
LO 2.
Orient target clients
LO 3.
Schedule and conduct family background investigation/CCI/BI
LO 4.
Organize group/center/cluster
LO 5.
Orient group officers/center officer on their roles and responsibilities
LO 6.
Facilitate group/center officer meetings

LO 1.  MEET WITH BARANGAY OFFICIAL/S
ASSESSMENT CRITERIA:

1. Letter of request/courtesy is prepared 

2. Letter of request/courtesy given to concerned Barangay Official

3. Meeting with Barangay Official scheduled and conducted 

4. Desirable work values relevant to the task of meeting with Barangay Official/s are practiced

CONTENTS:

1. Definition of terms

2. LGUs/ Barangay Communication protocol

3. Business letter writing

4. Telephone etiquette

5. Use of fax machine

6. Procedures in meeting with Barangay Official/s

7. Work values and ethics:

a. Respect for the authority

b. Politeness


c. Tactfulness
CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. MFI/LGUs/Barangay meeting protocol and procedures

b. MFI operational handbook

c. List of Barangay officials

d. List of target clients

e. Agenda of meeting

f. Sample request letters

2. Supplies and materials:

a. MFI stationery w/letter head

b. Ball pen/pencil

c. Letter envelope

3. Equipment:

a. Computer

b. USB flash disk

c. Printer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 2.  ORIENT TARGET CLIENTS
ASSESSMENT CRITERIA:

1. Target clients informed
2. Material for orientation prepared/secured

3. Venue, schedule for orientation announced

4. Target clients gathered

5. MFIs products and services introduced and explained

6. Orientation is conducted 

7. Desirable work values relevant to the task of orienting target clients are practiced

CONTENTS:

1. Definition of terms

2. MFI Operational Handbook

3. Training/Orientation Manual

4. MFI’s products and services

5. Orientation outline and guidelines

6. Materials for orientation

7. Furnishings and equipment

8. Venue and sitting arrangement

9. Presentation methods and techniques

10. Platform skills

11. Procedures in orienting target clients

12. Work values and ethics:

a. Sensitivity

b. Tactfulness

c. Humility 

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. MFI Operational Handbook

b. Training/Orientation Manual

c. Orientation outline/ Schedule of activities

d. Brochures/flyers

e. List of target clients

f. Attendance sheet

2. Supplies and materials:

a. Manila paper

b. Bond papers

c. Ball pens/pencils

d. Logbook

e. Visual aids

f. Masking/Scotch tape

g. Permanent markers

3. Equipment:

a. Computer

b. USB flash disk

c. Printer

d. Multimedia projector

e. Projection screen

f. Laser pointer

g. Scissors/cutters

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 3.  SCHEDULE AND CONDUCT FAMILY BACKGROUND INVESTIGATION/CCI/BI
ASSESSMENT CRITERIA:

1. Complete requirements of clients are gathered

2. Efficient plan of visit based on geographical location and proximity of the scheduled family for CCI/BI is prepared

3. Checklist/form for CCI/BI is prepared
4. List of target clients and other resource person/s prepared

5. Credit Investigation and Background Investigation (CCI/BI) conducted in accordance with the organization’s practices and standards

6. Critical/Questionable clients information from CCI/BI are validated through revisits, and feedback from alternate informants
7. Desirable work values relevant to the task of scheduling and conducting family CCI/BI are practiced

CONTENTS:

1. Definition of terms

2. Principles and rationale of CCI/BI

3. MFI’s policies and procedures on CCI/BI
4. Selection of target clients for CCI/BI

5. Processing of clients application requirements

6. Verification/validation of clients’ data/information for CCI/BI
7. Procedures in scheduling of CCI/BI

8. Clients selection process:

a. Importance of clients’ selection

b. Clients’ identification

c. Clients’ qualification

d. Clients’ criteria

e. CCI/BI definition

9. Effective techniques in conducting family CCI/BI

10. Forms and materials used for conducting family CCI/BI

11. Procedures in conducting family CCI/BI 

12. Work values and ethics:

a. Punctuality

b. Respect

c. Confidentiality
d. Comprehension

e. Discipline

f. Patience

g. Humility

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. MFI Operational Handbook

b. List of target clients

c. Credit investigation/family background investigation checklist

d. MFI’s membership application form

e. Schedule of investigation (CCI/BI) activities

f. CCI/BI manual of procedures

g. MFI’s savings standards and policies

h. MFI’s insurance standards and policies

i. Product Brochures/flyers

2. Supplies and materials:

a. Bond papers

b. Ball pen/pencil

3. Sample Forms

a. Loan applications

b. Membership applications

c. CCI/BI checklist 

4. Equipment:

a. Computer

b. USB flash drive
c. Printer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 4.  ORGANIZE GROUP/CENTER CLUSTER
ASSESSMENT CRITERIA:

1. Potential clients identified

2. Group/center identified

3. Venue and schedule of meetings, collections and other activities selected

4. Election of group/center officers facilitated in accordance with MFI procedures

5. Group/center officers identified

6. Group/center organized

7. Desirable work values relevant to the task of organizing group/center/cluster are practiced

CONTENTS:

1. Group/Center/Cluster formation:

a. Definition

b. Importance

c. Structure

d. Guidelines for organizing

2. Identification of potential clients and group/center/cluster:

a. Qualities of potential clients

b. Qualities of group/center/cluster

3. Visual aids and materials for organizing group/center/cluster

4. Group/Center/Cluster formation process:

a. Preparation of venue, schedule of meetings and activities

b. Preliminary activities

c. Importance of officers’ role to the group/center/cluster

d. Parliamentary procedure for electing officers

e. Election of group/center/cluster officers

5. Work values and ethics:

a. Honesty

b. Integrity

c. Teamwork

d. Discipline

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. MFI Operational Handbook

b. Community development manual

c. Guidelines for organizing group/center/cluster

d. Reference on Parliamentary Procedures

e. Visual aids and materials for organizing

2. Sample of forms:

a. Attendance sheet

b. Group/center/cluster officers list  

3. Supplies and materials:

a. Bond papers

b. Ball pens/pencils

c. Manila papers

d. Masking tape

e. Permanent markers

f. Chalk/whiteboard pens

g. Masking tape

4. Equipment:

a. Chalkboard/whiteboard

b. Board eraser

c. Calculator

d. Scissors/cutter

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 5.  ORIENT GROUP OFFICERS/CENTER OFFICER ON THEIR ROLES AND RESPONSIBILITIES
ASSESSMENT CRITERIA:

1. Orientation materials prepared/secured

2. Group officers/center officers roles and responsibilities are discussed and agreed 

3. Desirable work values relevant to the task of orienting group/center officers on their roles and responsibilities are practiced

CONTENTS:

1. Definition of terms

2. Management of small groups

a. Basic concepts of group 

b. Roles in groups

c. Groups and their purposes

d. Group effectiveness

e. Informal groups

f. Formal groups

g. Organizational structure

3. Roles and responsibilities of group/center officers

4. Procedures in orienting of group/center officers on their roles and responsibilities

5. Work values and ethics:

a. Teamwork

b. Honesty

c. Cooperation
CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. MFI Operational Handbook

b. Reference on management of small groups

c. Reference on team building 

2. Supplies and materials: 

a. Manila papers

b. Masking tape

c. Permanent markers

d. Whiteboard pens

e. Board eraser     

3. Equipment:

a. Computer/laptop

b. Multimedia projector

c. Projection screen

d. Laser pointer

e. Chalkboard/whiteboard

f. Scissors/cutter

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 6.  FACILITATE GROUP/CENTER OFFICER MEETINGS
ASSESSMENT CRITERIA:

1. Group/Center meeting agenda prepared

2. Group/Center meeting processes observed

3. Active clients’ participation on discussion/activities is encouraged

4. Clients facilitation of meetings are supervised

5. Group/Center meetings facilitated 

6. Desirable work values relevant to the task of facilitating group/center officer meetings

CONTENTS:

1. Definition of terms

2. Effective facilitation of group/center officers’ meetings

a. Using meetings effectively

b. Preparing for a meeting

c. Attending a meeting

d. Facilitating a meeting

3. Group effectiveness and individual’s objectives

4. Techniques in encouraging clients to participate in group meetings

5. Procedure in facilitating group/center officers’ meeting

6. Work values and ethics:

a. Self-confidence

b. Self-reliance

c. Teamwork

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. MFI Operational Handbook

b. Reference on managing meetings

c. Reference on team building

2. Supplies and materials: 

a. Manila papers

b. Masking tape

c. Permanent markers

d. Chalk/Whiteboard pens

e. Board eraser

f. Visual aids           

3. Equipment:

a. Chalkboard/whiteboard

b. Tables and chairs

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

CORE COMPETENCY
:
FACILITATE CENTER MEETINGS
MODULE TITLE
:
FACILITATING CENTER MEETINGS

MODULE DESCRIPTOR    : 
This module covers the basic knowledge, skill and attitudes required in conducting and facilitating center meetings, and performance of standard meeting flow.
NOMINAL DURATION
:
32 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/trainees must be able to:

LO 1.
Lead opening and closing prayers
LO 2.
Present scheduled topic/s
LO 3.
Facilitate group discussion
LO 4.
Check clients attendance
LO 5.
Facilitate center/cluster meetings
LO 6.
Facilitate open forum

LO 7.
Counsel clients on personal/family problems

LO 8.
Resolve conflict among clients

LO 1.  LEAD OPENING AND CLOSING PRAYERS
ASSESSMENT CRITERIA:

1. Opening and closing prayers delivered in accordance with Microfinance Institution (MFI) practices 

2. Desirable work values relevant to the task of leading opening and closing prayers are practiced

CONTENTS:

1. Spiritual and emotional maturity
2. Bible readings and reflections 
3. Deepening of prayer life
4. Basic ecumenical approach to prayer 
5. Work values and ethics:

a. Faith

b. Hope

c. Charity

d. Sincerity

e. Humility

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Bible/Gospel Handbook 

b. References on gospel reflections

c. Prayer guide/booklet

METHODOLOGIES:

1. Self-pace/modular

2. Lecturette

3. Discussion

4. Role-play

5. Practicum

ASSESSMENT METHODS:


1. Oral examination

2. Demonstration of practical skills
3. Observation
LO 2.  PRESENT SCHEDULED TOPIC/S
ASSESSMENT CRITERIA:

1. Meeting agenda prepared

2. Meeting support materials distributed

3. Topics presented according to meeting agenda 

4. Desirable work values relevant to the task of presenting scheduled topic/s are practiced

CONTENTS:

1. Meeting agenda preparation

2. Selection and preparation of topics

3. Managing meetings

4. Making presentation: 

a. Mastery of the subject matter

b. Delivery methods & techniques

c. Visual aids preparation and utilization 

d. Effective use of audio-video equipment

e. Platform skills

5. Work values and ethics: 

a. Self-confidence

b. Preparedness

c. Punctuality
CONDITIONS:

The students/trainees must be provided with the following:

1. Reference:

a. Meeting agenda

b. Gospel readings/reflections (Bible)

c. References on managing meetings

d. References on issues of general interest

e. References on making presentations 

2. Supplies and materials:

a. Ball pen/pencil

b. Permanent markers

c. Chalk/whiteboard markers

d. Manila paper

e. Visual aids

f. Masking tape 

3. Equipment:

a. Computer set/laptop

b. Multimedia projector

c. Projection screen

d. Flip chart holder/stand

e. Chalkboard/whiteboard

f. Laser/mechanical pointer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Demonstration

5. Practicum

ASSESSMENT METHODS:

1. Written examination
2. Oral examination
3. Demonstration of practical skills

4. Observation

LO 3.  FACILITATE GROUP DISCUSSION
ASSESSMENT CRITERIA:

1. Preparation for group discussion made

2. Focus of group members attention maintained

3. Group discussion well facilitated 

4. Desirable work values relevant to the task of facilitating group discussions are practiced

CONTENTS:

1. Definition of terms

2. Group dynamics

3. Group and Team Behavior

4. Principles of group discussion

5. Focus Group Discussion

6. Guidelines for productive group discussions

7. Procedures in conducting/facilitating group discussion

8. Work values and ethics:

a. Leadership

b. Commitment

CONDITIONS:

The students/trainees must be provided with the following:

1. Reference:

a. Guidelines for group discussion
b. References on adult learning
c. References on group processes 
d. Attendance sheet

2. Supplies and materials:

a. Notebook

b. Ball pen/pencil

c. Permanent markers

d. Chalk/whiteboard markers

e. Manila paper

f. Visual aids

Masking tape

3. Equipment:

a. Computer set/laptop

b. Multimedia projector

c. Projection screen

d. Flip chart holder/stand

e. Chalkboard/whiteboard

f. Laser/mechanical pointer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

4. Observation

LO 4.  CHECK CLIENTS ATTENDANCE
ASSESSMENT CRITERIA:

1. Names of clients listed/counter checked

2. Clients arrival logged

3. Attendance logbook signed

4. Clients attendance checked

5. Desirable work values relevant to the task of checking client’s attendance are practiced

CONTENTS:

1. Preparation of Logbook/attendance sheet

2. Procedure in checking clients’ attendance

3. Storage and maintenance of attendance records

4. Work values and ethics: 

a. Punctuality

b. Accurateness

CONDITIONS:

The students/trainees must be provided with the following:

1. Ball pen

2. Logbook

3. Attendance sheet

4. MFI ‘s Identification card

5. List of official clients

METHODOLOGIES:

1. Self-pace/ modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Oral examination

2. Demonstration of practical skills

3. Observation

LO 5.  FACILITATE CENTER/CLUSTER MEETING
ASSESSMENT CRITERIA:

1. Preparation for group meetings made

2. Focus of group members attention in center/cluster  meetings maintained

3. Center/cluster meetings is facilitated following meeting protocols 

4. Desirable work values relevant to the task of facilitating center/cluster meetings are practiced

CONTENTS:

1. MFIs meeting protocol 

2. Managing meetings:

a. Knowing your meeting objectives

b. Preparing meeting agenda

c. Preparing meeting venue

d. Seating clients

e. Motivating clients to actively participate

f. Pacing and controlling meeting

g. Keeping order

h. Closing a meeting

3. Guidelines for productive center/cluster meetings

4. Procedures in facilitating center/cluster meetings 

5. Work values and ethics: 

a. Punctuality

b. Preparedness

c. Goal-oriented

CONDITIONS:

The students/trainees must be provided with the following:

1.   Reference:

a. Guidelines for center/cluster meetings
b. References on motivation and adult learning

c. References on group processes 

d. Attendance sheet

2. Supplies and materials:

a. Notebook

b. Ball pen/pencil

c. Permanent markers

d. Chalk/whiteboard markers

e. Manila paper

f. Visual aids

g. Masking tape 

3. Equipment:

a. Flip chart holder/stand

b. Chalkboard/whiteboard

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Role-play

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

4. Observation

LO 6.  FACILITATE OPEN FORUM
ASSESSMENT CRITERIA:

1. Preparation for open forum regarding clients issues and concerns made

2. Focus of group members attention in open forum maintained

3. Minor issues and concerns leveled-off/addressed

4. Major issues and concerns noted

5. Open forum is facilitated

6. Desirable work values relevant to the task of facilitating open forum are practiced

CONTENTS:

1. Communication skills:

a. Listening 

b. Speaking

c. Questioning

2. Effective use of local dialects

3. Conflict management:

a. Handling disagreement

b. Generating consensus

4. Guidelines for effective open forum

5. Procedures in facilitating open forum

6. Work values and ethics:

a. Patience 

b. Tactful

c. Courteous

CONDITIONS:

The students/trainees must be provided with the following:


1. Reference:

a. Guidelines for open forum

b. References on motivation and adult learning

c. References on group processes 

d. Attendance sheet

2. Supplies and materials:

a. Notebook

b. Ball pen/pencil

c. Permanent markers

d. Chalk/whiteboard markers

e. Manila paper

f. Visual aids

g. Masking tape 

3. Equipment:

a. Flip chart holder/stand

b. Chalkboard/whiteboard

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Role-play

5. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Oral examination

3. Demonstration of practical skills

4. Observation

LO 7.  COUNSEL CLIENTS ON PERSONAL/FAMILY PROBLEMS
ASSESSMENT CRITERIA:

1. Clients’ problem inquired

2. Clients’ problem understood and analyzed

3. Appropriate advice/recommendation given

4. Counseled clients with personal/family problem/s 

5. Desirable work values relevant to the task of counseling clients on personal/family problems are practiced

CONTENTS:

1. Guidance & counseling principles and practices

2. Conflict management:

a. Handling disagreement

b. Generating consensus

3. Common personal/family problems of clients and their solutions

4. Guidelines for effective counseling of clients

5. Procedure in counseling clients with personal/family problems

6. Work values and ethics: 

a. Confidentiality

b. Sincerity

c. Approachable

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Guidelines for counseling clients

b. References on motivation and adult learning

c. References on group processes

d. References on guidance and counseling

e. Attendance sheet

2. Supplies and materials:

a. Notebook

b. Ball pen/pencil

c. Permanent markers

d. Chalk/whiteboard markers

e. Manila paper

f. Visual aids 

g. Masking tape

3. Equipment:

a. Flip chart holder/stand

b. Chalkboard/whiteboard

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

4. Observation

LO 8.  RESOLVE CONFLICT AMONG CLIENTS
ASSESSMENT CRITERIA:
1. Clients concern determined

2. Conflict among clients identified

3. Appropriate solution to conflict given

4. Conflict among clients resolved 

5. Desirable work values relevant to the task of resolving conflicts among clients are practiced

CONTENTS:

1. Conflict management:

a. Types of conflicts

b. Causes of conflicts

c. Handling disagreement

d. Generating consensus

e. Legal implications

2. Conflict resolution

3. Reconciliation

4. Work values and ethics:

a. Patience

b. Tactful

c. Sincerity

d. Confidentiality 

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Guidelines for resolving conflicts
b. References on conflict management

c. References on group processes

d. References on motivation and adult learning

e. Attendance sheet

2. Supplies and materials:

a. Notebook
b. Ball pen/pencil
c. Permanent markers
d. Chalk/whiteboard markers

b. Manila paper

c. Visual aids

d. Masking tape   

3. Equipment: 

a. Flip chart holder/stand

b. Chalkboard/whiteboard

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

4. Observation

CORE COMPETENCY
:
PROCESS APPLICATION FOR LOANS AND OTHER PRODUCTS/SERVICES
MODULE TITLE
:
PROCESSING APPLICATION FOR LOANS AND OTHER PRODUCTS/SERVICES
MODULE DESCRIPTOR   : 
This module covers the knowledge, skill and attitudes required in evaluating/screening, recommending and processing clients’ application for loans and other products/services for approval of immediate superior.
NOMINAL DURATION
:
44 hours.

SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/trainees must be able to:

LO 1.
Issue applications for loans and other products/services
LO 2.
Gather applications for loans and other products/services
LO 3.
Evaluate loan applicant and/or insurance applicant/claimant
LO 4.
Evaluate loan and/or insurance documents
LO 5.
Prepare summary of loan applications and/or insurance
LO 6.
Recommend qualified loan applicants and/or insurance claimant

LO 7.
Inform clients about loan application and/or insurance status

LO 8.
Check loan utilization

LO 1.  ISSUE APPLICATIONS FOR LOANS AND OTHER PRODUCTS/SERVICES
ASSESSMENT CRITERIA:

1. Application forms requested from immediate superior 

2. Serial number of application forms logged for control and monitoring

3. Application form issued in accordance with Microfinance Institution’s (MFI) practices

4. Desirable work values relevant to the task of issuing applications for loans and other products/services are practiced

CONTENTS:

1. MFI policies and procedures relating to issuance of loan application forms

2. Procedure in issuing applications for loans and other products/services

3. Parts of a standard loan application form

4. Guidelines in filling-in loan application form

5. System of filing loan applications

6. Work values and ethics:

a. Accuracy

b. Effectiveness

CONDITIONS:

The students/trainees must be provided with the following:

1.   References:

a. Guidelines for issuing loan application
b. MFI policy and procedure manual
c. Sample loan application forms
d. Attendance sheet

2.   Supplies and materials:

a. Ball pen

b. Correction fluid

c. Staple wires

3.   Equipment: 

a. Typewriter

b. Computer

c. Calculator

d. Stapler

e. Camera

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 2.  GATHER APPLICATIONS FOR LOANS AND OTHER PRODUCTS/SERVICES
ASSESSMENT CRITERIA: 

1. Application forms gathered for appraisal

2. Application loan verified and checked for data completion
3. Desirable work values relevant to the task of gathering applications for loan and other products/services are practiced

CONTENTS:

1. Structure and contents of MFI standard forms:

a. Loan application forms 

b. Cash flow analysis form

c. Loan utilization form

d. Credit and background investigation form

e. Business/project proposal form

f. Other MFI’s relevant forms required

2. Procedure in verifying loan applications

3. Procedure in gathering applications for loan and other products/services

4. Segregating and filing verified loan applications

5. Work values and ethics:

a. Orderliness

b. Responsible

c. Time management

CONDITIONS:

The students/trainees must be provided with the following:

1.   References:

a. Guidelines for issuing loan application
b. MFI policy and procedure manual
c. Standard forms:

· Loan application forms 

· Cash flow analysis form

· Loan utilization form

· Credit and background investigation form

· Business/project proposal form

· Other MFI’s relevant forms required

d. Attendance sheet

2.   Supplies and materials:

a. Ball pen

b. Correction fluid

c. Staple wires

d. Folders/envelope   

3.   Equipment: 

a. Typewriter

b. Computer

c. Calculator

d. Stapler

e. Camera

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 3.  EVALUATE LOAN APPLICANT AND/OR INSURANCE APPLICANT/CLAIMANT
ASSESSMENT CRITERIA:

1. Loan appraisal is conducted in accordance with MFI’s standards
2. Loan applicant and/or insurance applicant/claimant is interviewed in accordance with MFI’s procedures 

3. Desirable work values relevant to the task of evaluating loan applicant and/or insurance applicant/claimant are practiced

CONTENTS:

1. Definition of terms

2. Procedures in conducting Credit Investigation & Background Investigation (CI/BI)

3. Strategies in evaluating loan applicant and/or insurance applicant/claimant:

a. Character analysis

b. Cash flow analysis

4. Reporting results of CI/BI

5. Work values and ethics:

a. Honesty

b. Accuracy

CONDITIONS:
The students/trainees must be provided with the following:

1.   References:

a. Guidelines for issuing loan application
b. MFI policy and procedure manual
c. Standard forms:

1. Loan application forms 

2. Cash flow analysis form

3. Loan utilization form

4. Credit and background investigation form

5. Business/project proposal form

6. Other MFI’s relevant forms required

d. Attendance sheet

      2.  Supplies and materials:

a. Ball pen

b. Correction fluid

c. Staple wires

d. Folders/envelope

3.   Equipment: 

a. Typewriter

b. Computer

c. Calculator

d. Stapler

e. Camera

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 4.  EVALUATE LOAN AND/OR INSURANCE DOCUMENTS
ASSESSMENT CRITERIA:

1. Data accuracy verified in accordance with MFI’s operational manual

2. Supporting documents checked and attached for completeness and correctness

3. Desirable work values relevant to the task of evaluating loan and/or insurance documents are practiced

CONTENTS:

1. Definition of terms 

2. Guidelines in records  management in the MFIs

3. Procedures in evaluating loan and/or insurance documents

4. Risk Management: 

a. Credit Risk analysis

5. Work values and ethics:

a. Accuracy
b. Credibility

CONDITIONS:

The students/trainees must be provided with the following:

1. Loan application forms

2. Cash flow analysis form

3. Loan utilization form

4. Credit and background investigation form

5. Business/project proposal form

6. Other required MFI’s relevant forms 

7. Folders/envelopes

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Practicum

ASSESSMENT METHODS:


1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 5.  PREPARE SUMMARY OF LOAN APPLICATIONS AND/OR INSURANCE
ASSESSMENT CRITERIA:

1. Summary of loan applications and insurance claims accomplished

2. Signature of loan officer affixed on application forms for loans and/or insurance claims
3. Desirable work values relevant to the task of preparing summary of loan applications and/or insurance are practiced

CONTENTS:

1. Definition of terms 

2. Project management:

a. Project/business proposal recommendation

3. Procedures in preparing summary of loan applications and/or insurance

4. Work values and ethics:

a. Accuracy

b. Efficiency

CONDITIONS:

The students/trainees must be provided with the following:

1. Loan application forms

2. Cash flow analysis form

3. Loan utilization form

4. Credit and background investigation form

5. Business/project proposal form

6. Other required MFI’s relevant forms 

7. Folders/envelopes

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Role play

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Observation

4. Demonstration of practical skills

LO 6.  RECOMMEND QUALIFIED LOAN APPLICANTS AND/OR INSURANCE CLAIMANT
ASSESSMENT CRITERIA:

1. MFI’s performance standards on loan and/or insurance application/claim qualifications are followed

2. Signature of supervisor is secured on loan application and insurance claim forms

3. Qualified loan applicants and insurance claimant are recommended to immediate superior

4. Desirable work values relevant to the task of recommending qualified loan applicants and/or insurance claimant are practiced

CONTENTS:

1. Definition of terms 

2. MFIs qualification standards for loan applicants and/or insurance claimant

3. Procedure in recommending qualified loan applicants and/or insurance claimant

4. Work values and ethics:

a. Decisiveness

b. Firmness

CONDITIONS:

The students/trainees must be provided with the following:

1. Loan application forms

2. Cash flow analysis form

3. Loan utilization form

4. Credit and background investigation form

5. Business/project proposal form

6. Other required MFI’s relevant forms 

7. Folders/envelopes

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Role play

5. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Oral examination

3. Observation

4. Demonstration of practical skills

LO 7.  INFORM CLIENTS ABOUT LOAN APPLICATION AND/OR INSURANCE STATUS
ASSESSMENT CRITERIA:

1. Loan approval and schedule of release announced to clients

2. Clients individually informed on loan and/or insurance status 

3. Desirable work values relevant to the task of informing clients about loan application and/or insurance status are practiced

CONTENTS:

1. Definition of terms 

2. Media of communication

3. Importance of effective communication

4. Challenges of communication in MFIs 

5. Strategies in informing clients about loan application and/or insurance status

6. Work values and ethics:

a. Accuracy 

b. Proactively

CONDITIONS:

The students/trainees must be provided with the following:

1. Loan application forms

2. Cash flow analysis form

3. Loan utilization form

4. Credit and background investigation form

5. Business/project proposal form

6. Other required MFI’s relevant forms 

7. Folders/envelopes

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Role play

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Observation

4. Demonstration of practical skills

LO 8.  CHECK LOAN UTILIZATION
ASSESSMENT CRITERIA:

1. MFI’s performance standards on loan utilization followed

2. Loan utilization/monitoring form accomplished and signed

3. Supporting documents/evidence on loan utilization checked 

4. Desirable work values relevant to the task of checking loan utilization are practiced

CONTENTS:

1. Definition of terms 

2. Management of loan utilization:

a. Monitoring requirements

b. Strategies in checking loan utilization

3. Work values and ethics:

a. Honesty 

CONDITIONS:

The students/trainees must be provided with the following:

1. Loan application forms

2. Cash flow analysis form

3. Loan utilization form

4. Credit and background investigation form

5. Business/project proposal form

6. Other required MFI’s relevant forms 

7. Folders/envelopes

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Interview

CORE COMPETENCY
:
COLLECT DUES
MODULE TITLE
:
COLLECTING DUES
MODULE DESCRIPTOR    : 
This module covers the basic knowledge, skill and attitudes required in collecting dues such as loan payments, saving and insurances premium using a wide range of collection system from different microfinance methodologies.

NOMINAL DURATION
:
79 hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/trainees must be able to:

LO 1.
Receive collection reports
LO 2.
Receive payments
LO 3.
Sign repayment schedule
LO 4.
Record collection on group treasurer’s register
LO 5.
Record collection on client’s passbook
LO 6.
Record collection on loan officer’s register

LO 7.
Consolidate total collection

LO 8.
Issue cash receipts/official receipts

LO 9.
Turnover/deposit collection

LO10.
Investigate reason/s for delayed payments

LO11.
Deal with delinquent members

LO12.
Recommend/execute plan of actions to settle delinquent account/s

LO13.
Submit incident report
LO 1.  RECEIVE COLLECTION REPORTS
ASSESSMENT CRITERIA:

1. Accuracy of clients’ name and amount of payments due are verified

2. Maturity date of loan checked

3. Collection reports are signed

4. Desirable work values relevant to the task of receiving collection reports are practiced

CONTENTS:

1. Definition of terms

2. Introduction to Microfinance

3. Methodologies:

a. Grameen

b. ASA

c. Mixture of ASA and Grameen 

4. Profiles of Microfinance Institutions (MFIs)

5. MFIs’ products and services 

6. Collection policies and procedures 

7. Collection forms, reports and documents

8. Procedures in receiving collection reports

9. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance

e. Quality consciousness

f. Security consciousness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Organization Standard Operating Procedures

b. Manual on Collection Policies and Procedures

c. Self-contained modules on microfinance

d. Books and other reading materials related to microfinance

e. Sample collection reports/documents

2. Supplies and materials:

a. Bond papers

b. Ball pen/pencil

c. Printer ink 

d. Collection report forms

e. Official receipts

3. Equipment:

a. Calculator

b. Computer

c. Printer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Assertion and reason

3. Demonstration of practical skills

LO 2.  RECEIVE PAYMENTS
ASSESSMENT CRITERIA:

1. Cash payment is sorted according to currency denomination

2. Deposit slip validated against collection reports

3. Total amount receive recounted

4. Counterfeit bills and coins are identified

5. Cash payment/deposit slip secured

6. Desirable work values relevant to the task of receiving payments are practiced

CONTENTS:

1. Definition of terms

2. MFIs safety and security standards

3. Policies and practices on receiving payments

4. Procedure in detecting counterfeit bills and coins

5. Procedure in insuring  safety and security of collections 

6. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance
e. Quality consciousness

f. Safety consciousness

g. Concerned for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:
a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Collection report form

b. Official receipt

c. Denomination slip

d. Collection bag

3. Tools and equipment:

a. Counterfeit money detector

b. Magnet

c. Calculator

d. Motorcycle

e. Helmet

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODSA:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 3.  SIGN REPAYMENT SCHEDULE
ASSESSMENT CRITERIA:
1. Schedule date of payment/repayment verified

2. Schedule signed 

3. Desirable work values relevant to the task of signing repayment schedule are practiced

CONTENTS:

1. Policies and practices on signing repayment schedule

2. Procedure on verification of payment/repayment 

3. Procedures in filling up of required forms for repayment

4. Basic mathematics skills

5. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance

e. Quality consciousness

f. Safety consciousness

g. Concerned for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Collection report form

b. Denomination slip

c. Collection bag

d. Calculator

e. Cellular phone 

3. Supplies and materials:

a. Ball pen/sign pen

b. Pencil and eraser

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 4.  RECORD COLLECTION ON GROUP TREASURER’S REGISTER
ASSESSMENT CRITERIA:

1. Cash payment verified

2. Treasurer’s register signed 

3. Desirable work values relevant to the task of recording collection on group treasurer’s register are practiced

CONTENTS:

1. Policies, procedures and practices on recording collection 

2. Treasurer’s register

3. Cash payment verification

4. Procedures in recording collection on group treasurer’s register

5. Verification of the group treasurer’s register

6. Basic mathematics skills

7. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance 

e. Quality consciousness

f. Safety consciousness

g. Concerned for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Treasurer’s register

b. Collection report

c. Official receipts

d. Denomination slips

e. Collection bag

f. Calculator

g. Cellular phone

3. Supplies and materials:

a. Ball pen/sign pen

b. Pencil and eraser

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 5.  RECORD COLLECTION ON CLIENT’S PASSBOOK
ASSESSMENT CRITERIA:

1. Cash payment/deposit slip verified

2. Cash payment/ deposit slip secured

3. Payment accurately computed

4. Passbook updated and signed 

5. Desirable work values relevant to the task of recording collection on client’s passbook are practiced

CONTENTS:

1. Policies and practices on recording collection

2. Verification of entries on clients passbook

3. Procedures in recording collection on clients passbook

4. Basic mathematics skills

5. Observing environmental safety

6. Familiarity of the designated area

7. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance
e. Quality consciousness

f. Security consciousness

g. Safety consciousness

h. Concerned for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Deposit slips

b. Passbook

c. Official receipts

d. Denomination slips

e. Collection bag

f. Calculator

g. Cellular phone 

3. Supplies and materials:

a. Ball pen/sign pen

b. Pencil and eraser

4. Tools and equipment:

a. Motorcycle

b. Helmet

c. Other PPE

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 6.  RECORD COLLECTION ON LOAN OFFICER’S REGISTER
ASSESSMENT CRITERIA:
1. Cash payment/deposit slip verified

2. Cash payment/deposit slip secured

3. Loan Officer’s register signed 

4. Desirable work values relevant to the task of recording collection on Loan Officer’s register are practiced

CONTENTS:

1. Policies and practices on recording collection 

2. Procedures in recording collection on Loan Officer’s register

3. Verification of the Loan Officer’s records

4. Basic mathematics skills

5. Observing environmental safety

6. Familiarity of the designated area

7. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance 

e. Quality consciousness

f. Security consciousness

g. Concerned for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Collection report forms

b. Official receipts

c. Denomination slips

d. Collection bag

e. Calculator

f. Cellular phone 

3. Supplies and materials:

a. Ball pen/sign pen

b. Pencil and eraser

4. Tools and equipment:

a. Motorcycle

b. Helmet

c. Other PPE

d. Money detector

e. Magnet

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 7.  CONSOLIDATE TOTAL COLLECTION
ASSESSMENT CRITERIA:
1. Collection reports consolidated

2. Total cash payments/deposit slips  consolidated

3. Desirable work values relevant to the task of consolidating total collections are practiced

CONTENTS:

1. Policies and practices on consolidating total collection 

2. Procedures in consolidating collection reports

3. Consolidation of total collection

4. Basic mathematics skills

5. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance 

e. Quality consciousness

f. Security consciousness

g. Concerned for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Collection report forms

b. Official receipts

c. Denomination slips

d. Collection bag

e. Calculator

f. Cellular phone 

3. Supplies and materials:

a. Ball pen/sign pen

b. Pencil and eraser

4. Tools and equipment:

a. Motorcycle

b. Helmet

c. Other PPE

d. Money detector

e. Magnet

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 8.  ISSUE CASH RECEIPTS/OFFICIAL RECEIPTS
ASSESSMENT CRITERIA:

1. Clients’ names, date, amount paid in words, & figures correctly written

2. Pre-numbered Official Receipts (OR) are counter checked

3. OR signed and issued 

4. Desirable work values relevant to the task of issuing cash receipts/official receipts are practiced

CONTENTS:

1. Policies and practices on issuing cash/official receipts

2. Validation of collection reports

3. Procedures in issuing cash receipts/official receipts 

4. Basic mathematics skills

5. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance 

e. Quality consciousness

f. Security consciousness

g. Concerned for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Collection report forms

b. Official receipts

c. Denomination slips

d. Collection bag

e. Calculator

f. Cellular phone 

3. Supplies and materials:

a. Ball pen/sign pen

b. Pencil and eraser

4. Tools and equipment:

a. Motorcycle

b. Helmet

c. Other PPE

d. Money detector

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 9.  TURNOVER/DEPOSIT COLLECTION
ASSESSMENT CRITERIA:

1. Collection reports consolidated

2. Total cash payments/deposit slips consolidated

3. Official receipts consolidated and attached

4. Official receipts payment breakdown tallied

5. Collection receipts and reports turned-over/deposited

6. Cashier collection log book signed

7. Desirable work values relevant to the task of turning over and depositing collection are practiced

CONTENTS:

1. Policies and practices on turning over/depositing collection

2. Procedures in turning over/depositing collection

3. Preparation and validation of documents and reports

4. Basic mathematics skills

5. Computer encoding of data

6. Windows Office Applications

7. Work values and ethics: Honesty, Integrity, Patience, Vigilance, Quality consciousness, and Security consciousness.

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Collection report forms

b. Official receipts

c. Denomination slips

d. Collection bag

3. Supplies and materials:

a. Bond/copy papers

b. Ball pen/sign pen

c. Pencil and eraser

d. Printer ink

4. Tools and equipment:

a. Calculator

b. Computer

c. Printer

d. Cellular Phone 

e. Motorcycle

f. Helmet

g. Other PPE

h. Money detector

i. Magnet

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 10. INVESTIGATE REASON/S FOR DELAYED PAYMENTS
ASSESSMENT CRITERIA:

1. Clients visited to determine reason for delayed/remedied (abono) payments

2. Delayed/remedied payments is reported to superior

3. First delayed payment notice issued and duly signed 

4. Desirable work values relevant  to the task of investigating reason/s for delayed payments are practiced

CONTENTS:

1. Definition of terms relevant to delay payment investigation

2. MFIs policies and procedures on delay payments

3. MFIs policies and practices on delinquency management

4. Validation of collection reports

5. Causes of delinquency or delay payments

6. Conducting investigation for delay payments 

7. Measures to prevent delay payments

8. Basic mathematics 

9. Knowledge of simple accounting procedures

10. Strategies and techniques in investigating delay payments 

11. Delayed payment investigation procedures

12. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance 

e. Quality consciousness

f. Security consciousness

g. Concern for details

CONDITIONS:

The students/trainees must be provided with the following:

1. References:

a. Self-contained modules on microfinance

b. Books and other reading materials related to microfinance

c. Sample collection reports/documents

d. Organization policy manual

2. Working processes devices:

a. Collection report forms

b. Calculator

c. Computer

d. Printer

e. Cellular phone 

3. Supplies and materials:

a. Bond/copy papers

b. Ball pen/sign pen

c. Pencil and eraser

d. Printer ink

4. Tools and equipment:

a. Motorcycle

b. Helmet

c. Other PPE

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Demonstration of practical skills

3. Direct observation

4. Interview

LO 11. DEAL W ITH DELINQUENT MEMBERS
ASSESSMENT CRITERIA:

1. Delinquency management strategy is implemented

2. Delinquent members reported to immediate superior

3. Investigation reports submitted 

4. Demand letter issued to delinquent client/s in accordance with existing policies and procedures

5. Receiving copy submitted to immediate superior and filed

6. Desirable work values relevant to the task of dealing with delinquent members are practiced

CONTENTS:

1. Policies and practices on dealing with delinquent members

2. Procedures in dealing with delinquent members

3. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance

e. Quality consciousness

f. Security consciousness

CONDITIONS:
The students/trainees must be provided with the following:

1. Resources:

a. Company manual of policies and procedures

b. Standard forms

c. Sample demand letters for delinquent clients

d. Reference books in credit and collection

e. Reference books in problem solving and decision making process

f. Reference books in business communication

2. Supplies and materials:

a. Bond/copy papers

b. Ball pen/pencil

c. Printer ink

3. Equipment:

a. Desktop/laptop computer

b. Printer

c. Internet connection

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Assertion and reason

4. Interview

LO 12. RECOMMEND/EXECUTE PLAN OF ACTIONS TO SETTLE DELINQUENT ACCOUNT/S
ASSESSMENT CRITERIA:
1. Payments options identified and discussed with client/s and immediate superior

2. Plan of action prepared and submitted to immediate superior

3. Plan of action executed

4. Desirable work values relevant to the task of recommending/executing plan of actions to settle delinquent account/s are practiced

CONTENTS:
1. Nature and causes of delinquent accounts

2. Procedures on settling delinquent accounts

3. Problem solving and decision making process

4. Conflict and Negotiation 

5. Policies and practices in recommending/executing plan of actions to settle delinquent account/s

6. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance

e. Quality consciousness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Company manual of policies and procedures

b. Standard forms

c. Reference books in credit and collection

d. Reference books in problem solving and decision making process

e. Reference books in business communication

2. Supplies and materials:

a. Bond/copy/copy papers

b. Ball pen/pencil

c. Printer ink

3. Equipment:

a. Desktop/laptop computer

b. Printer

c. Internet connection

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Assertion and reason

4. Interview

LO 13. SUBMIT INCIDENT REPORT
ASSESSMENT CRITERIA:


1. Initial incident report submitted to immediate superior

2. Incident investigated

3. Incident report with attachment submitted to immediate superior in accordance with existing policies and procedures 

4. Desirable work values relevant to the task of submitting incident report are practiced

CONTENTS:

1. Policies and practices on investigating incident

2. Procedures in conducting incident investigation

3. Procedures in incident report preparation  

4. Work values and ethics:

a. Honesty

b. Integrity

c. Patience

d. Vigilance

e. Quality consciousness

f. Security consciousness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Company manual of policies and procedures

b. Standard forms

c. Self-contained modules on microfinance

d. Books and other reading materials related to microfinance

e. Reference books in credit and collection

f. Reference books in problem solving and decision making process

g. Reference books in business communication

2. Supplies and materials:

a. Bond/copy papers
b. Ball pen/pencil
c. Printer ink 

3. Equipment:

a. Motorcycle

b. Helmet

c. Other PPE

d. Desktop/laptop computer

e. Printer

f. Internet connection

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Role-play

6. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Demonstration of practical skills

3. Assertion and reason

4. Interview

CORE COMPETENCY
:    UPDATE FINANCIAL RECORDS
MODULE TITLE
:
UPDATING FINANCIAL RECORDS
MODULE DESCRIPTOR    : 
This module covers the knowledge, skill and attitudes required in updating financial records, accomplishing necessary forms for specific transactions and budget projections.

NOMINAL DURATION
:
46 Hours
SUMMARY OF LEARNING OUTCOMES:

Upon completion of this module, the students/trainees must be able to:

LO 1.
Review transaction report

LO 2.
Prepare loan disbursement master roll
LO 3.
Record daily collection on daily collection sheet
LO 4.
Submit daily monitoring report
LO 5.
Summarize collection on loan officer’s summary book
LO 6.
Prepare monthly plan

LO 7.
Prepare annual development action plan


LO 1.  REVIEW TRANSACTION REPORT
ASSESSMENT CRITERIA:

1. Collection report is reviewed

2. Cash receipt slip/collection summary report accomplished and reviewed 

3. Desirable work values relevant to the task of reviewing transaction report are practiced

CONTENTS:

1. Definition of terms

2. Basic accounting principles and practices

3. MFIs’ recordkeeping system

4. Components of transaction report 

5. MFI’s standard operating procedure

6. Procedures in reviewing transaction report

7. Procedures in reporting transaction report

8. Work values and ethics:

a. Honesty

b. Accuracy

c. Patience

d. Responsible

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Loan Officer’s Book/Register

b. Cash Receipt slips

c. Official Receipts

d. Daily Collection Sheet/form

2. Supplies and materials:

a. Bond paper/yellow pad

b. Ball pen/pencil

3.   Equipment:

a. Calculator

b. Working table

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 2.  PREPARE LOAN DISBURSEMENT MASTER ROLL
ASSESSMENT CRITERIA:

1. Client’s name and loan information listed

2. Loan disbursement master roll prepared

3. Clients signature affixed 

4. Desirable work values relevant to the task of preparing LDMR are practiced

CONTENTS:

1. Definition of terms

2. Master roll form and contents

3. Procedures in preparing Loan Disbursement Master Roll

4. Guidelines in analyzing and reporting LDMR

5. Work values and ethics:

a. Accuracy

b. Honesty

c. Eligibility

d. Patience

e. Exactness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Client’s Passbooks

b. Loan Application Form

c. Loan Disbursement Master Roll Form

2. Supplies and materials:

a. Bond paper/yellow pad

b. Ball pen/pencil

3.   Equipment:

a. Calculator

b. Working table

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 3.  RECORD DAILY COLLECTION ON DAILY COLLECTION SHEET
ASSESSMENT CRITERIA:

1. Collection consolidated and recorded

2. Collections on loan amortization, capital build-up/savings and other fees identified and recorded

3. Report submitted to immediate superior 

4. Desirable work values relevant to the task of recording daily collection on daily collection sheet are practiced

CONTENTS:

1. Definition of terms

2. Basic accounting principles and practices

3. Types of collections

4. Daily collection sheet structure and contents 

5. Procedures in recording daily collection on daily collection sheet

6. Work values and ethics:

a. Accuracy

b. Honesty

c. Eligibility

d. Patience

e. Exactness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Cash Receipts

b. Withdrawal & Return Sheet

c. Loan Officers’ Book/Register

d. Daily Collection Sheet

2. Supplies and materials:

a. Bond paper/yellow pad

b. Ball pen/pencil

3.   Equipment:

a. Calculator

b. Working table

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 4.  SUBMIT DAILY MONITORING REPORT
ASSESSMENT CRITERIA:

1. Daily activity schedule prepared

2. Daily activities output and total collection recorded, summarized and submitted to immediate superior

3. Desirable work values relevant to the task of submitting daily monitoring report are practiced

CONTENTS:

1. Definition of terms

2. Basic accounting principles and practices

3. Guidelines in the preparation of the daily activity schedule for monitoring and reporting

4. Procedure in submitting daily monitoring report

5. Work values and ethics:

a. Accuracy

b. Honesty

c. Eligibility

d. Correctness

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Withdrawal & Return Sheet

b. Loan Officers’ Book/Register

2. Supplies and materials:

a. Bond paper/yellow pad

b. Ball pen/pencil

3.   Equipment:

a. Calculator

b. Working table

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 5.  SUMMARIZE COLLECTION ON LOAN OFFICER’S SUMMARY BOOK
ASSESSMENT CRITERIA:

1. Collection on loan amortization, capital build-up and other fees are summarized

2. Summary report submitted to immediate superior
3. Desirable work values relevant to the task of summarizing collection on Loan Officer’s summary book are practiced

CONTENTS:

1. Definition of terms

2. Basic accounting principles and practices

3. Guidelines in validating collection details

4. Procedure in consolidating the details of collections on the Loan Officer’s Summary Book

5. Work values and ethics:

a. Accuracy

b. Honesty

c. Eligibility

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Loan Officers’ Book/Register

2. Supplies and materials:

a. Bond paper/yellow pad

b. Ball pen/pencil

3.   Equipment:

a. Calculator

b. Working table

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 6.  PREPARE MONTHLY PLAN
ASSESSMENT CRITERIA:

1. Budget for administrative and operational expenses prepared

2. Collection on capital build-up and loan amortization projected

3. Performance commitment on outreach and loan portfolio signed and submitted to immediate superior

4. Monthly plan prepared

5. Desirable work values relevant to the task of preparing monthly plan are practiced

CONTENTS:

1. Definition of terms

2. Business planning

3. Procedure in preparing monthly plan

4. Procedure in preparing a monthly budget

5. Work values and ethics:

a. Precision

b. Eligibility

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Loan Officers’ Book/Register

b. Loan Officers’ Summary

c. Monthly Plan Form

2. Supplies and materials:

a. Bond paper/yellow pad

b. Ball pen/pencil

3.   Equipment:

a. Calculator

b. Working table

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Practicum

ASSESSMENT METHODS:

1. Written examination

2. Oral examination

3. Demonstration of practical skills

LO 7.  PREPARE ANNUAL DEVELOPMENT ACTION PLAN
ASSESSMENT CRITERIA:

1. Budget for branch expenses prepared

2. Collection on capital build-up and loan amortization projected

3. Performance commitment on outreach and loan portfolio signed and submitted to immediate superior

4. Next year’s amount of loan disbursement projected

5. Annual plan prepared

6. Desirable work values relevant to the task of preparing annual development action plan are practiced

CONTENTS:

1. Definition of terms

2. Business planning

3. Procedure in preparing an annual development plan

4. Procedure in preparing budget for the branch

5. Work values and ethics:

a. Patience

b. Intelligence

CONDITIONS:

The students/trainees must be provided with the following:

1. Resources:

a. Annual Plan Form

b. Loan Officers’ Summary

c. Business Plan

2. Supplies and materials:

a. Bond paper/yellow pad

b. Ball pen/pencil

c. Printer ink

3.  Equipment:

a. Calculator

b. Computer

c. Printer

METHODOLOGIES:

1. Self-pace/modular

2. Lecture

3. Discussion

4. Case study

5. Practicum

ASSESSMENT METHODS:
1. Written examination

2. Oral examination

3. Demonstration of practical skills

What is Competency-Based Curriculum (CBC)

· A competency-based curriculum is a framework or guide for the subsequent detailed development of competencies, associated methodologies, training and assessment resources.

· The CBC specifies the outcomes which are consistent with the requirements of the workplace as agreed through the industry or community consultations.

· CBC can be developed immediately when competency standards exist.

· When competency standards do not exist, curriculum developers need to clearly define the learning outcomes to be attained. The standard of performance required must be appropriate to industry and occupational needs through the industry/enterprise or specified client group consultations.

These materials are available in both printed and electronic copies.

For more information please contact:

Technical Education and Skills Development Authority (TESDA)
Telephone Nos.: 893-8281, 817-4076 to 82 loc. 611, 630, 631 and 635 or visit our website: www.tesda.gov.ph or the TESDA Regional or Provincial Office nearest you.
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