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COURSE DESIGN

Course Title
:
MICROFINANCE TECHNOLOGY NC IV
Nominal Duration
:
885 hours

Course Description:


This course is designed to enhance the knowledge, skills and attitudes of an individual in the field of microfinance technology in accordance with industry standards. It covers competencies such as supervising MFI loan officers, overseeing implementation of products and services, monitoring progress of workplan implementation, and evaluating and supporting staff performance.
The course utilizes the competency-based approach to TVET which recognizes various types of delivery modes, both on and off-the-job to provide trainees extensive time to develop their competencies as Team Leader/Supervisor. The on-the-job/practical training using the DTS approach is highly recommended to supplement the in school activities with a minimum of 3 months or 528 hours of training to give trainees more time to apply their learning from school in a real work situation under close supervision of MFI trainer/s in a MFI partner organization.

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

Entry Requirements:
Trainees or students wishing to gain entry into this course should possess the following requirements:

· can communicate both in oral and in written;

· must be physically and mentally fit;

· with good moral character; 

· Microfinance Technology NC ll holder or at least two years experience as Loan Officer 

This list does not include specific institutional requirements such as educational attainment, appropriate work experience, and others that may be required of the students/trainees by the educational institution or training center delivering the TVET program.

Course Structure:

BASIC COMPETENCIES

36 hours

	Units of Competency
	Module Title
	Learning Outcomes
	NominalDuration

	1. Utilize specialized communication skills
	1.1 Utilizing specialized communication skills
	1.1.1 Apply communication strategies to meet specific needs of internal and external client

1.1.2 Represent the organization in internal and external forums

1.1.3 Facilitate group discussion

1.1.4 Conduct interview


	6 hours

	2. Develop teams and individuals
	2.1 Developing teams and individuals
	2.1.1 Determine development needs. 

2.1.2 Foster individual and organizational growth 

2.1.3 Monitor and evaluate workplace learning 

2.1.4 Develop team commitment and cooperation

2.1.5 Facilitate accomplishment of organizational goals


	6 hours

	3. Apply problem solving techniques in the workplace
	3.1 Identifying possible solution
	3.1.1 Analyze the problem

3.1.2 Identify fundamental cause of the problem

3.1.3 Determine possible solution


	4 hours

	
	3.2
Recommending and implementing solution
	3.2.1 Prepare communication or documentation report

3.2.2 Present recommendation to appropriate personnel

3.2.3 Implement solution


	4 hours

	4. Collect, analyze and organize information
	4.1 Collecting, analyzing and organizing information
	3.2.4 Study information requirements

3.2.5 Process data

3.2.6 Analyze, interpret and organize information gathered

3.2.7 Present findings / recommendations
	6 hours


	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	5. Plan and organize work
	5.1 Planning and organizing work
	5.1.1 Set work objectives

5.1.2 Plan and schedule work activities

5.1.3 Implement and monitor plans/activities

5.1.4 Review and evaluate work plans and activities
	6 hours

	6. Promote environmental protection
	6.1 Promoting environmental protection
	6.1.1 Study guidelines for environmental concerns

6.1.2 Implement specific environmental programs

6.1.3 Monitor activities on environmental protection/ programs


	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. Perform 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

(775 Hours)

	Units of Competency
	Module Title
	Learning Outcomes
	Nominal Duration

	1.
Supervise MFI loan officers
	1.1. Supervising MFI loan officers

	1.1.1 Oversee field operations and other services

1.1.2 Check Loan Officer’s processing of clients’ loans

1.1.3 Oversee regular and special events for Loan Officers and clients

1.1.4 Deal with delinquent accounts
	80 hours

	2.
Oversee implementation of microfinance products and services
	2.1. Overseeing implementation of microfinance products and services

	2.1.1 Check and review/ validate loan applications

2.1.2 Facilitate appraisal of loan applications

2.1.3 Monitor loan utilization 

2.1.4 Monitor implementation of other products and services

2.1.5 Communicate management’s plans and decisions
	60 hours

	3.
Monitor progress of workplan implementation

	3.1 Monitoring progress of workplan implementation
 
	3.1.1. Check budget allocation for loan releases

3.1.2. Monitor subordinates’ adherence to work plan

3.1.3. Submit recommendations  for work plan improvement
	60 hours

	4. Evaluate and support staff performance
	4.1 Evaluating and supporting staff performance 
	4.1.1 Appraise the performance of Loan Officers

4.1.2 Act on evaluation recommendations

4.1.3 Motivate Loan Officers 
	47 hours

	On-the-Job/Practical Training
	528 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

	QUANTITY
	EQUIPMENT and FURNITURES

	30 pcs
	Calculator

	30 sets
	Computer sets w/ MS office application software

	2 units
	Computer Printer, desk jet/laser jet

	2 units
	Internet connection devices

	30 pcs
	Monitor radiation barrier/filter

	1 unit
	Laptop computer 

	2 units
	Wireless G Router, up to 54Mbps

	2 units
	Multimedia projector

	1 unit
	Mechanical/Laser pointer

	2 units
	Fax machine

	2 sets
	Telephones with 2 external lines

	2 units
	White board/Chalk board, 4ft x 8ft, wall-mounted 

	1 unit
	White board/Chalk board, 4ft x 4ft, portable w/ wheels

	2 pcs
	Stapler and staple remover,, big

	2 pcs
	Masking/scotch tape dispenser

	2 pcs
	Scissors

	2 pcs
	Cutter, big

	2 units
	Filing cabinet and shelves, 4-layer type

	1 unit
	CD/DVD player

	2 units
	Projection screen

	2 pcs
	Laser pointer

	2 units
	Scanner

	1 unit
	Photocopier, heavy duty-type

	1 unit
	Colored television 24-inch

	1 unit
	Karaoke set with AM/FM, cassette & CD/DVD players, with 2 microphones

	1 unit
	Lapel microphone w/ receiver/transmitter

	30 pcs
	Storage Device, USB flash drives

	30 pcs
	Storage device, CD-R optical drives


	1 unit
	Money Detector

	15 pcs
	Magnet, U-type or bar-type

	15 pcs
	Magnifier, hand-held

	30 units
	Armchair with steel framing, fiberglass sit & backrest

	15 units
	Computer table good for 2 units per table, wooden 

	2 units
	Computer workstation, single-type w/ metal framing 

	30 units
	Office chairs for computer laboratory

	2 sets
	Teacher’s table w/ office chair w/ rollers

	2 sets
	Office wooden table w/ office chair w/ rollers


	QUANTITY
	SUPPLIES and MATERIALS 

	5 reams
	Bond papers, short size

	5 reams
	Bond papers, A4 size

	300 pcs
	Meta plan cards, assorted colors

	2 rolls
	Masking tape 1-inch width

	15 pcs
	Permanent markers: black, blue, & red

	8 pcs
	Whiteboard markers: black, blue, red & green  

	2 pcs
	Board eraser

	50 sheets
	Manila Paper

	60 pcs
	Envelope, short size

	60 pcs
	Folders, long size

	5 boxes
	Paper Clips, Small

	2 boxes
	Fastener, Plastic

	2 boxes
	Thumbtacks

	10 pcs
	Notebooks

	2 boxes
	Pencil

	2 pcs
	Pencil Eraser

	1 box
	Staple wires, No.35 (5,000 wires per box)

	12 pcs
	Printer inkjet print cartridge, black

	4 pcs
	Printer inkjet print cartridge, colored

	2 pcs
	Printer toner

	1 box
	CD/DVD

	1 pc
	USB, 16 Gigabytes

	2 rolls
	Thermal paper for fax machine

	2 rolls
	Scotch tape 1-inch width

	30 pcs
	Ruler 12 inches

	30 pcs
	Ballpen, Black

	30 pcs
	Ball, Red


	QUANTITY
	SLIPS,FORMS AND DOCUMENTS

	25 pcs
	Loan Proposal Forms and Attachments

	25 pcs
	Loan Disursement Master Roll 

	25 pcs
	Management Information System data

	25 pcs
	Brochure of products and services 

	25 pcs
	Deposit slips

	25 pcs
	Denomination slips

	200 pcs
	Official Receipts

	25 pcs
	Debit voucher

	25 pcs
	General/Subsidiary Ledger

	25 pcs
	Loan application sheets

	5 pcs
	Location Map 

	25 pcs
	Survey instruments and interview guides 

	25 pcs
	Logbook/class record

	25 pcs
	Forms (Collection report forms, insurance form, membership application, performance evaluation form and other standard forms) 


	25 pcs
	Bible (Old and New Testaments, handy size), and other inspirational reading materials

	25 pcs
	Promotional materials (flyers, posters, streamers, brochure of products and services)


	QUANTITY
	TRAINING MANUALS/REFERENCES

	5 sets
	Philippine Labor Code 

	5 sets
	LGU Standard Operation Procedure

	5 sets
	OHS and Environmental Procedure

	5 sets
	Business Correspondence 

	5 sets
	MFI Operational (Policies and Procedures) Handbook/Manual

	5 sets
	Products and Services Policy Manual 

	5 sets
	Supervisory Management Book/Manual

	5 sets
	MFI Code of Ethics/Conduct and Discipline 

	5 sets
	Portfolio 

	25 sets
	Written commendation 

	25 sets
	Management Plan 

	25 sets
	Management Report 

	25 sets
	Project/Business Proposal 

	25 sets
	Learning Packages (Learning Modules)

	25 sets
	Collection Report

	25 sets
	Aging of Delinquent Account 


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

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

· Must be physically and mentally fit; 

· With good moral character;

· Have good communication skills;

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

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

· 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


Reference:
TESDA Board Resolution No. 2004-03

Module of Instruction 

Basic Competencies

Microfinance Technology NC IV
MODULE OF INSTRUCTION

for Basic Competencies

BASIC COMPETENCY
:
COMMUNICATIONS

UNIT OF COMPETENCY
:
UTILIZE SPECIALIZED COMMUNICATION SKILLS
MODULE TITLE
:
UTILIZING SPECIALIZED COMMUNICATION SKILLS

MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to use specialized communication skills to meet specific needs of internal and external clients, conduct interviews, facilitate group discussion, and contribute to the development of communication strategies.

NOMINAL DURATION
: 
6 hours
SUMMARY OF LEARNING OUTCOMES:

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

LO1.
Apply communication strategies to meet specific needs of internal and external client

LO2.
Represent the organization in internal and external forums

LO3.
Facilitate group discussion

LO4.
Conduct interview

LO1.
APPLY COMMUNICATION STRATEGIES TO MEET SPECIFIC NEEDS OF INTERNAL AND EXTERNAL CLIENT

ASSESSMENT CRITERIA:

1. Specific needs of client and colleagues are identified and met.

2. Different strategies are used to meet communication needs of clients and colleagues.

3. Conflict is addressed in a timely way and in a manner which does not compromise the standing of the organization.

4. Strategies for external and internal dissemination of information are developed, promoted, implemented and reviewed as required.

5. Channel of communications are reviewed and established regularly.

6. Coaching in effective communication is provided.

7. Work related network and relationship are maintained.

8. Negotiation and conflict resolution strategies are used.

9. Communication with client's colleagues is appropriate to individual needs and organizational objectives.

CONTENTS:

· Communication process

· Full range of communication

· Active listening

· Feedback

· Interpretation

· Role boundaries setting

· Negotiation 

· Establishing empathy

CONDITIONS:


     The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector /OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO2.
REPRESENT THE ORGANIZATION IN INTERNAL AND EXTERNAL FORUMS

ASSESSMENT CRITERIA:

1. Presentation is relevant, appropriately researched and presented in a manner that promotes the organization.

2. Presentation is cleared and sequentially delivered within a predetermined time.

3. Utilized appropriate media to enhance the presentation.

4. Written communication is consistent with organizational standards.

5. Differences in views are respected and inquiries are responded in a manner consistent with organizational standard.

CONTENTS:

· Presentation techniques

· Developing a presentation

· Multi-media utilization in presentation 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO3.
FACILITATE GROUP DISCUSSION

ASSESSMENT CRITERIA:

1. Mechanisms which enhance effective group interaction are defined and implemented.

2. Strategies which encourage all group members to participate are used routinely.

3. Objectives and agenda for meetings and discussions are routinely set and followed

4. Relevant information is provided to group to facilitate outcomes.

5. Evaluation of group communication strategies is undertaken to promote participation of all parties.

6. Specific communication needs of individuals are identified and addressed.
CONTENTS:

· Facilitating group discussion

· Encouraging group members participation

· Presenting information

· Evaluating group communication strategies

· Identifying communication needs 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO4.
CONDUCT INTERVIEW

ASSESSMENT CRITERIA:

1. Appropriate communication strategies are employed.

2. Records of interviews are made and maintained in accordance with organizational procedures.

3. Effective questioning, listening and nonverbal communication techniques are used to ensure that required messages are communicated.

CONTENTS:

· Conducting an interview

· Establishing rapport

· Facilitating resolution of issues

· Developing action plans

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· video tapes 

· LCD projector/OHP 

· Personal computers

· Learning materials

· learning element 

· books and manuals

· transparencies

· slides

METHODOLOGIES:

· Interview 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

BASIC COMPETENCY
:
TEAM WORK

UNIT OF COMPETENCY
:
DEVELOP TEAM AND INDIVIDUALS

MODULE TITLE
:
DEVELOPING TEAM AND INDIVIDUALS

MODULE DESCRIPTOR
: 
This module covers the knowledge, skills and attitudes required to determine individual needs and develop team for a work group.

NOMINAL DURATION
:
6 hours
SUMMARY OF LEARNING OUTCOMES:


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

LO1.
Determine development needs

LO2.
Foster individual and organizational growth 

LO3.
Monitor and evaluate workplace learning

LO4.
Develop team commitment and cooperation

LO5.
Facilitate accomplishment of organizational goals

LO1.
DETERMINE DEVELOPMENT NEEDS

ASSESSMENT CRITERIA:

1. Learning and development needs are systematically identified and implemented in line with organizational requirements.

2. Learning plan to meet individual and group training and development needs is collaboratively developed agreed to and implemented.

3. Individuals are encouraged to self evaluate performance and identify areas for improvement.

4. Feedback on performance of team members are collected from relevant service and compared with established team learning process.   

CONTENTS:

· Quality assurance and/or procedures manuals

· Goals, objectives ,plans, system and process

· Legal and organization policy/guidelines and requirements

· Safety policies, procedures and programs

· Confidentiality and security requirements 

· Ethical standards

· Business and performance plans

· Quality and continues improvement processes and standards

· Formal/informal performance appraisal

· Obtaining feedback from superior and colleagues

· Personal reflective behavior strategies

· Routine, organization methods for monitoring service delivery 

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· manuals for organizational  requirements

· quality assurance and procedures

· work ethics manual

· personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Discussion 

· Role playing

· Observation 

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO2.
FOSTER INDIVIDUAL AND ORGANIZATIONAL GROWTH 

ASSESSMENT CRITERIA:

1. Learning and development program goals and objectives are identified to match specific knowledge and skills requirements of competency standards.

2. Learning delivery methods are appropriate to the learning goals, the learning style of participants and availability of equipment and resources.

3. Workplace learning opportunities and coaching and mentoring assistance are provided to facilitate individual and team achievement of competencies.

4. Resources and timelines required for learning activities are identified and approved in accordance with organizational requirements. 

CONTENTS:

· Coaching and mentoring principles

· Knowledge of career paths and competency standards in the industry

· Learning plans to match skills needs

· Involvement in professional networks

· Formal course participation

·  Work experience

· Conference  and seminar attendance

· Problem solving

· Resources and timelines required for learning activities

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Learning materials

· Coaching and mentoring principles manual

· Learning and development program goals and objectives

· Learning activity methods

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Problem solving

· Formal course participation

· On the job coaching/mentoring

· Presentation/demonstration

· Conference and seminar attendance

ASSESSMENT METHODS:

· Direct observation

· Case  studies (Defense)

· Demonstration

LO3.
MONITOR AND EVALUATE WORKPLACE LEARNING

ASSESSMENT CRITERIA:

1. Feedback from individuals or teams is used to identify and implement improvements in future learning arrangements.

2. Outcomes and performance of individuals/teams are assessed and recorded to determine the effectiveness of developed programs and the extent of additional development support.

3. Modifications to learning plans are negotiated to improve the efficiency and effectiveness of learning.

4. Records and reports of competency are documented and maintained within organizational requirements.

CONTENTS:

· Coaching and mentoring principles

· Methods and techniques for eliciting and interpreting feedback

· Methods for identifying and prioritizing personal development opportunities and options.

· Knowledge of career paths and competency standards in industry

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development manual

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· On-the-job  coaching and mentoring

· Problem solving

· Formal course participation

ASSESSMENT METHODS:

· Written examination

· Direct observation

LO4.
DEVELOP TEAM COMMITMENT AND COOPERATION

ASSESSMENT CRITERIA:

1. Open communication processes to obtain and share information is used by team.  

2. Decisions are made by the team in accordance with its agreed roles and responsibilities.

3. Mutual concern and camaraderie is developed in the team.

CONTENTS:

· Goals, objectives, plans, procedures 

· Coaching and mentoring principles

·  Formal /informal learning programs

· knowledge on how to develop team commitment and cooperation

· personal reflective behavior strategies

· Understanding how to work effectively with team members of different work style, aspirations, culture and perspective.

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated team

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· On- the-job coaching 

· Seminar training (team building)

ASSESSMENT METHODS:

· Direct observation of work activities

· Observation of role playing 

LO5.
FACILITATE ACCOMPLISHMENT OF ORGANIZATIONAL GOALS

ASSESSMENT CRITERIA:

1. Team members actively participated in team activities and communication process.

2. Individual and teams developed individual and joint responsibility for their actions.

3. Collaborative efforts are sustained to obtain organizational goals.   

CONTENTS:

· Understanding how to work effectively with team members who are divers work styles, aspirations, cultures and perspective

· Understanding how to facilitate team development and improvement

· Communication skills including  receiving feedback and reporting, maintaining effecting effective relationship & conflict management

· Quality assurance and/or procedures 

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· Personal computer

· Simulated work area

· Learning materials

· Manuals for organizational  requirements

· Quality assurance and procedures

· Work ethics manual

· Personality development

· Supplies and materials

· Office supplies, (pen, pencil, paper/bond paper)

METHODOLOGIES:

· Discussion 

· Role playing

· On-the- job coaching

· Conference seminars 

ASSESSMENT METHODS:

· Written examination

· Direct observation

· interview

BASIC COMPETENCY
:
PROBLEM SOLVING

UNIT OF COMPETENCY
:
APPLY PROBLEM SOLVING TECHNIQUES IN THE WORKPLACE
MODULE TITLE
:
IDENTIFYING POSSIBLE SOLUTION
MODULE DESCRIPTOR
: 
This module cover the knowledge, skills and attitude required to identify all possible options, for to solve workplace problem through analysis.

NOMINAL DURATION
:
4 hours

SUMMARY OF LEARNING OUTCOMES:


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

LO1.
Analyze the problem

LO2.
Identify fundamental cause of the problem

LO3.
Determine possible solution

LO1.
ANALYZE THE PROBLEM

ASSESSMENT CRITERIA:

1. Area of responsibility is determined.

2.  Possible causes of problem are identified based on experience and uses of problem solving tools/analytical techniques.

3. Possible cause statements are developed.

CONTENTS:

· Problem solving   tools/ analytical techniques

· Area of responsibility

· work responsibility

· problem solution

· preventive maintenance and diagnostic policy

· rules and technical responsibility

· vendor and product service  level support agreement

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written

· Practical/performance test 

· Case studies (defense)

LO2.
IDENTIFY FUNDAMENTAL CAUSE OF THE PROBLEM

ASSESSMENT CRITERIA:

1. Area of responsibility is reviewed.

2. Listings of possible cause statements are analyzed. 

3. Statement of fundamental causes of problem is developed.

CONTENTS:

· Identification of fundamental cause of problem

· Application of problem solving tools / analytical techniques

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/ role playing

ASSESSMENT METHODS:

· Written

· Practical/performance test 

· Case studies (defense)

LO3.
DETERMINE POSSIBLE SOLUTION 

ASSESSMENT CRITERIA:

1. Possible options for the resolution of the problem are listed

2. Possible options are analyzed based on strength and weaknesses

3. Corrective action is identified to remove the problem and possible future causes.

CONTENTS:

· Listing of the possible  options for  the resolution of the problem

· Determining strength and weaknesses of a problem

· Determining corrective action 

· Application of  problem solving techniques

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· sample  of process and other problems

· Learning Guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written

· Case study (defense)

BASIC COMPETENCY
:
PROBLEM SOLVING


UNIT OF COMPETENCY
:
APPLY PROBLEM SOLVING TECHNIQUES IN THE WORKPLACE
MODULE TITLE
:
RECOMMENDING AND IMPLEMENTING SOLUTIONS 

MODULE DESCRIPTOR
: 
This module cover the knowledge, skills and attitudes required to; recommend and implement solutions to a problem using structured process improvement which is typically performed by an experienced technician, team leader or supervisor.

NOMINAL DURATION
:
4 hours

SUMMARY OF LEARNING OUTCOMES:


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

LO1.
Prepare communication or documentation report

LO2.
Present recommendation to appropriate personnel

LO3.
Implement solution

LO1.
PREPARE COMMUNICATION OR DOCUMENTATION  

ASSESSMENT CRITERIA:

1. Draft (hand-written) report  for corrective actions to the problem is prepared

2. Draft (hand-written) report and documents are reviewed in accordance with standard format.

3. Communication/Documentation report is finalized based on standard format and SOP’s

CONTENTS:

· Preparation of communication & documentation report 

· Types of communication 

· Hand  written

· Printed  report

· Internal memos

· Electronic mail

· Briefing notes

· Bulletin  boards

· Documentation

· Audit trails

· Naming standards

· Version control

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· corrective actions

· statement /reports

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written examination

· case study (defense)

LO2.
PRESENT RECOMMENDATION TO APPROPRIATE PERSONNEL 

ASSESSMENT CRITERIA:

1. Recommendations are presented to appropriate personnel

2. Changes, corrections, and further instructions are noted and finalized

3. Recommendations are followed-up.

CONTENTS:

· Oral communication

· Receiving and finalization of instructions

· Organizational protocol  

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· Reference books

· Recommendation report

· Learning Guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

ASSESSMENT METHODS:

· Written examination

· case study (defense)

LO3.
IMPLEMENT SOLUTIONS 

ASSESSMENT CRITERIA:

1. Measurable objectives are identified

2. Resources needed are identified

3. Timelines are identified in accordance with safety and operating procedures

CONTENTS:

· Setting of objectives

· Statutory and vendor requirements

· Ergonomic & environmental factors

· Identification of  timelines 

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment

· OHP 

· Computers

· Instructional materials

· reference books

· recommendation report

· Learning guides

 METHODOLOGIES:


· Direct observation

· Simulation/role playing

· Distance education 

ASSESSMENT METHODS:

· Written examination

· Case study (defense)

UNIT OF COMPETENCY
:
Collect, analyze and organize information
MODULE TITLE
:
Collecting, analyzing and organizing information
MODULE DESCRIPTOR
:
This module covers the outcomes required to process, analyze, interpret and organize workplace information and other relevant data.

NOMINAL DURATION
:
6 hours

SUMMARY OF LEARNING OUTCOMES:


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

LO1.
Study information requirements

LO2.
Process data

LO3.
Analyze, interpret and organize information gathered

LO4.
Present findings/ recommendations

LO1.
STUDY INFORMATION REQUIREMENTS

ASSESSMENT CRITERIA:

1. Needs are identified using established research procedures.

2. Relevant forms and recording system are used.

3. Information requirements are determined based on organizational goals and objectives.

CONTENTS:

· Data processing, information analysis and interpretation.

· Research Methods: Qualitative, Quantitative, Statistical

· Effective communication

· Report writing

CONDITIONS: 

The students/trainees must be provided with the following:

· Reference book 

· Handouts/modules/printed materials

· Forms

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Exercises

· Case study (defense)

LO2.
PROCESS DATA

ASSESSMENT CRITERIA:

1. Data are collected and collated based on the prescribed method.

2. Relevant research methods are utilized and data are processed based on the objective of the program.

3. Compiles information according to the required form.

CONTENTS:

· Data processing

· Research method

· Problem solving

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

· Data processing software (MS WORD, EXCEL, etc.)

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

· Reporting

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

LO3.
ANALYZE, INTERPRET AND ORGANIZE INFORMATION GATHERED

ASSESSMENT CRITERIA:

1. Information gathered is analyzed and organized.

2. Statistical analysis is used according to the objectives of the program.

3. Graphs and other visual presentation are prepared to facilitate analysis interpretation of information.

CONTENTS:

· Research and analysis

· Read/interpret data and information

· Problem solving

· Presentation graphics

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

· Desktop publishing software

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

LO4.
PRESENT FINDINGS/ RECOMMENDATIONS

ASSESSMENT CRITERIA:

1. Summarized findings/recommendations are present in user-friendly manner.

2. Relevant inputs are gathered to finalize reports.

3. Draft reports are prepared based on summary formats.

4. Technical reports are submitted/disseminated to concerned offices.

CONTENT:

· Technical report writing

CONDITIONS: 

The students/trainees must be provided with the following:

· PC 

· Reference book 

· Handouts/modules/printed materials

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

· Case study (defense)

BASIC COMPETENCY
:
PLANNING

UNIT OF COMPETENCY
:
PLAN AND ORGANIZE WORK
MODULE TITLE
:
PLANNING AND ORGANIZING WORK 
MODULE DESCRIPTOR
: 
This module covers knowledge, skills and attitudes required to plan and organize work.

NOMINAL DURATION
:
6 hours

SUMMARY OF LEARNING OUTCOMES:

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

LO1.
Set work objectives.

LO2.
Plan and schedule work activities.

LO3.
Implement and monitor plans/activities.

LO4.
Review and evaluate work plans and activities.

LO1.
SET WORK OBJECTIVES

ASSESSMENT CRITERIA:

1. Objectives are relevant to work activities in accordance with organizational aims.

2.  Objectives are based on accurate, relevant and correct information.

3. Objectives are stated as measurable targets with clear time frames.

4. Objectives are communicated/disseminated to team members.

CONTENTS:

· Organizational policies and procedures

· Planning process

· Communication process

· Organizational aims

· Prioritizing and managing workloads

· SWOT analysis

CONDITIONS:

The students/trainees must be provided with the following:

· Training materials

-
Organizational policies and procedures 

-
Reference materials on organizational planning

-
Pen, paper   

·  Students project

METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO2.
PLAN AND SCHEDULE WORK ACTIVITIES

ASSESSMENT CRITERIA:

1. Task/work activities are identified and prioritized in accordance with organizational aims.

2. Task/work activities are scheduled in accordance with organizational aims.

3. Resources for each activity are identified and allocated in accordance with organizational aims.

4. Schedule of work activities are coordinated with relevant staff in accordance with organizational aims.

CONTENTS:

· GANTT chart

· Consultation and negotiation with stakeholders 

· Prioritizing and managing work loads

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

· GANTT charts

· Reference materials on organizational planning

· pen, paper  

·  Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO3.
IMPLEMENT AND MONITOR PLANS/ACTIVITIES

ASSESSMENT CRITERIA:

1. Work plans are implemented with set time frame, resources and required standards of the organization

2. Work activities are monitored and reviewed against the set objectives of the organization.

3. Deviations from work activities are reported and recommendations are obtained/ negotiated with appropriate personnel.

4. Reporting requirements are complied with recommended format.

5. Files record are established and maintained

CONTENTS:

· Developing work plans 

· Implementation and monitoring 

· Reporting

· Setting schedules

· Contingency approach (planning)

· Coordinating schedules

· Motivation and team building

CONDITIONS:


The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

-
work plan schedules

-
monitoring tools and materials

· pen, paper  

· Plant/enterprises  

-   Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

LO4.
REVIEW AND EVALUATE WORK PLANS AND ACTIVITIES

ASSESSMENT CRITERIA:

1. Review of work activities/outcomes is based on accurate, relevant and current information.

2. Review is based on comprehensive consultation with appropriate personnel using reliable feedback tools.

3. Results of review are provided to appropriate personnel in recommended format.

4. Performance appraisal report is conducted and reported in accordance with organizational requirements.

5. Feedback mechanisms are followed in accordance with organizational policies.

CONTENTS:

· Report writing

· Collecting information/data gathering

· Feedback

· Performance appraisal

CONDITIONS:

The students/trainees must be provided with the following:

· Equipment 

· computers 

· Training materials

      -    reporting formats

· performance appraisal format

· reference materials on research techniques

· pen, paper  

· Plant/enterprises (simulation)

-   Students projects

 METHODOLOGIES:


· Brainstorming  

· Discussion

· Case studies

· Role playing

· Small group work

ASSESSMENT METHODS:

· Written

· Direct observation

· Interview 

UNIT OF COMPETENCY
:
PROMOTE ENVIRONMENTAL PROTECTION
MODULE TITLE
:
Promoting environmental protection
MODULE DESCRIPTOR
:
This module covers the knowledge, skills and attitude required in adhering to environmental protection principles, strategies and guidelines.

NOMINAL DURATION
:
6 hours


SUMMARY OF LEARNING OUTCOMES:


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

LO1.
Study guidelines for environmental concerns.

LO2.
Implement specific environmental programs.

LO3.
Monitor activities on environmental protection/ programs.

LO1.
STUDY GUIDELINES FOR ENVIRONMENTAL CONCERNS

ASSESSMENT CRITERIA:

1. Environmental legislation/ conventions and local ordinances are identified according to the different environmental aspects/ impact 

2. Industrial standard / environmental practices according to the different environmental concerns are described.

CONTENTS:

· Environmental issues and concerns.

· Features of environmental management strategy

· Sanitary code

· Environmental code of practice

· International environmental protocols (Montreal, Kyoto)

CONDITIONS: 

The students/trainees must be provided with the following:

· Workplace/assessment locations

· Legislation, policies, procedures, protocols and local ordinances relating to environmental protection.

· Case studies/scenarios relating to environmental protection (sample)

METHODOLOGIES:

· Discussion–demonstration

· Research and reporting

ASSESSMENT METHODS:

· Written/oral examination

· Interview/ third party report

· Portfolio

LO2.
IMPLEMENT SPECIFIC ENVIRONMENTAL PROGRAMS

ASSESSMENT CRITERIA:

1. Programs/activities are identified according to organizations policies and guidelines.

2. Individual roles/responsibilities are determined and performed based on the activities identified.

3. Problems/constraints encountered are resolved in accordance with organizations policies and guidelines.

4. Stakeholders are consulted based on company guidelines.

CONTENTS:

· Community needs and expectations

· Environment-friendly/environmental advocates

· 5 S of good house keeping

· 3R’s reduce, reuse and recycle.

CONDITIONS: 

The students/trainees must be provided with the following:

· Workplace/assessment location

· Legislation, policies, procedures, protocols and local ordinances relating to environmental protection.

· Case studies/scenarios relating to environmental protection (sample)

METHODOLOGIES:

· Lectures

· Discussions

· Demonstrations

· Reporting

· Role playing

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Practical demonstration

LO3.
MONITOR ACTIVITIES ON ENVIRONMENTAL PROTECTION / PROGRAM

ASSESSMENT CRITERIA:

1. Activities are periodically monitored and evaluated according to the objectives of the environmental program.

2. Feedback from stakeholders are gathered and considered in proposing enhancement to the program based on consultations.

3. Data gathered are analyzed based on evaluation requirements.

4. Recommendations are submitted based on the findings.

5. Management support system are set / established to sustain and enhance the program.

6. Environmental incidents are monitored and reported to concerned / proper authorities.

CONTENTS:

· Communicating effectively

· Performing research and analysis

· Reading/interpreting data and information

· Problem solving

CONDITIONS: 

The students/trainees must be provided with the following:

· Personal computer 

· Reference books

· Handouts/modules/printed materials

· Statistical package

· Workplace/assessment location

METHODOLOGIES:

· Demonstrations

· Reporting

ASSESSMENT METHODS:

· Written/oral examination

· Observation 

· Interview/ third-party reports

Module of Instruction 
Common Competencies

Microfinance Technology NC IV
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 IV
MODULE OF INSTRUCTION 

for Core Competencies 

CORE COMPETENCY
:
SUPERVISE MFI LOAN OFFICERS
MODULE TITLE
:
SUPERVISING MFI LOAN OFFICERS
MODULE DESCRIPTOR
: 
This module covers the knowledge, skill and attitudes required in the supervision of loan officers in their implementation of microfinance programs, policies and procedures. This further measures the performance of the team leader/supervisor in carrying out their tasks as supervisor.

NOMINAL DURATION
:
80 hours
SUMMARY OF LEARNING OUTCOMES:

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

LO 1. Oversee field operations and other services

LO 2. Check Loan Officer’s processing of clients’ loans

LO 3. Oversee regular and special events for Loan Officers and clients

LO 4. Deal with delinquent accounts
LO 1.  OVERSEE FIELD OPERATIONS AND OTHER SERVICES
ASSESSMENT CRITERIA:
1. Formation of groups/center and center meeting is checked, monitored and provided with feedback to optimize provision of services and benefits based on the standard operating procedures

2. Coaching/Assistance is provided to loan officers in the conduct of area mapping/scanning to ensure quality of target area and client’s selection based on the standard operating procedures; and promoting products and services

3. Monthly and weekly targets/schedules are prepared/provided to loan officers in accordance with MFI annual and area targets

4. On-the-spot/surprise checks/audits of loan officers’ accounts are made in accordance with MFI internal control policy
5. Conflicts between loan officer and clients are settled and handled in accordance with MFI conflict resolution strategies
6. Tasks of immediate superior/subordinates are carried out  during their absence in accordance with MFI standard operating procedures

7. Good interpersonal relationships are established and maintained with loan officers and clients based on company core values
CONTENTS:

· MFI Mission, Vision and Core values 

· Provision of services and benefits

· Promotion of product services

· MFI’s standard operating procedures and policies relating to:

· area selection

· group/center formation

· loan application processing

· group/center meetings

· conflict management 

· Supervisory theory and principles

· Supervisory skills and functions
· Communication skills

· Interpersonal relationships

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

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference materials

· MFI policies and procedures

· Loan documents

METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration
LO 2.  CHECK LOAN OFFICER’S PROCESSING OF CLIENTS’ LOANS
ASSESSMENT CRITERIA:
1. Clients’ loan application documents are validated against MIS/source of information

2. Recommendations of loan officers are referred to the appropriate committee or level of authority for final decision based on loan approval matrix

3. Loan applications are recommended for appropriate action in accordance with MFI policies and procedures

CONTENTS:

· Clients’ loans application processing

· Validation of client’s loan application

· MFI policies and procedures

· Work values and ethics:
· Patience

· Friendly, firm and fair

· Transparent

· Attention to details

· Team player

· Accounting skills

· Analytical skills

· Conflict resolution

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

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference materials

· MFI policies and procedures

· MFI Operation manual

· Evaluation forms

· Case problem

· Loan documents

METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration

LO 3.  OVERSEE REGULAR AND SPECIAL EVENTS FOR LOAN OFFICER AND 



CLIENTS
ASSESSMENT CRITERIA:
1. Regular and special events are organized and facilitated in accordance with MFI schedule of activities

2. Event plan and personnel assignments and responsibilities are identified and assigned based on event objectives  

3. Information on event is disseminated to clients in coordination with loan officers and staff concerned

4. Conduct of event/activity is overseen in coordination with loan officers, clients and partners

5. Activity is evaluated/assessed and documented and reported to immediate superior  in accordance with MFI standard operating procedures
CONTENTS:

· Organization and facilitation of special events

· Identifying the event plan and personnel duties and responsibilities

· Information dissemination of events

· Evaluation and assessment of regular and special events
· Documentation and report writing

· MFI  standard operating procedure

· MFI record keeping procedures

· Event program plan details

· Event evaluation and documentation procedures

· Supervisory skills

· Communication skills

· Interpersonal relationships

· Analytical skills

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

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference materials

· MFI policies and procedures

· MFI Operation manual

· Evaluation forms

· Case problem

· Loan documents

METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration 
LO 4.  DEAL WITH DELINQUENT ACCOUNTS
ASSESSMENT CRITERIA:
1. Delinquent accounts are monitored, validated/analyzed and reasons of delinquency are confirmed based on MFI policies and procedures.
2. Delinquent payment options are presented to the delinquent clients and restorative actions are implemented based on MFI policies and guidelines.
3. Plan of action is formulated and implemented in compliance with MFI policies and guidelines.
4. When necessary, delinquent account is referred to legal officer for appropriate action based on MFI policies and procedures.
CONTENTS:

· Delinquency management

· Monitoring delinquent accounts

· Policies and procedures on delinquent accounts

· Formulation and implementation of action plan
· Communication skills

· Motivational skills

· Analytical skills

· Conflict resolution

· Counseling/guiding skills

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

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference materials

· MFI policies and procedures

· MFI Operation manual

· Evaluation forms

· Case problem

· Loan documents

METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration

CORE COMPETENCY
:
OVERSEE IMPLEMENTATION OF MICROFINANCE PRODUCTS AND SERVICES
MODULE TITLE
:
OVERSEEING IMPLEMENTATION OF MICROFINANCE PRODUCTS AND SERVICES
MODULE DESCRIPTOR    : 
This module covers the knowledge, skills and attitudes required in overseeing loan officers and monitoring their implementation of microfinance products and services to clients based on policies and procedures. This measures the team leader/supervisor’s role in loan applications and monitoring of the implementation of products and services.
NOMINAL DURATION
:
60 hours
SUMMARY OF LEARNING OUTCOMES:

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

LO 1. Check and review/ validate loan applications

LO 2. Facilitate appraisal of loan applications

LO 3. Monitor loan utilization 

LO 4. Monitor implementation of other products and services

LO 5. Communicate management’s plans and decisions

LO 1.  CHECK AND REVIEW/VALIDATE LOAN APPLICATIONS
ASSESSMENT CRITERIA:
1. Completeness of loan documents/requirements is checked based on MFI loan applications checklist and procedures

2. Reviewed loan applications are verified/validated against MIS/records

CONTENTS:

· Microfinance policies and standard operating procedures 

· Structure of MFI

· Strategic directions and operational plans

· Recordkeeping and internal control procedures

· Loan application process

· Loan application form and attachments

· Loan application verification procedures

· Accounting skills

· Analytical skills

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference  materials

· MFI policies, procedures and guidelines 

· MFI Operation manual

· Evaluation forms

· Case problem

· Loan documents
METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration
LO 2.  FACILITATE APPRAISAL OF LOAN APPLICATIONS
ASSESSMENT CRITERIA:
1. Evaluated loan recommendation result is referred to appropriate committee or level of authority for final decision

2. Loan applications of clients are recommended for approval/disapproval in accordance with MFI standard operating procedures and guidelines

3. Documents are processed in accordance with MFI standard operating procedures

CONTENTS:

· Facilitation and evaluation of loan recommendation results

· Processing of documents

· Recordkeeping and documentation
· Loan utilization policies and practices

· Work values and ethics:
· Patience in dealing with subordinates and clients

· Friendly, firm and fair

· Transparent

· Attention to details

· Team player

· Resourcefulness

· Discipline in implementing plans/programs

· Communication skills

· Interpersonal relationships

· Motivational skills

· Analytical skills

· Skills in customer service

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference  materials

· MFI policies, procedures and guidelines 

· MFI Operation manual

· Evaluation forms

· Case problem

· Loan documents

METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration
LO 3.  MONITOR LOAN UTILIZATION
ASSESSMENT CRITERIA:
1. On-the-spot client visits are conducted according to MFI policies  and standard operating procedures  

2. Accomplished Loan Utilization Check (LUC) forms and attachments are randomly checked against the project proposal

CONTENTS:

· Procedures of conducting on-the-spot client visits

· Accomplishing Loan Utilization Check (LUC)

· Monitoring the LUC

· Microfinance policies and standard operating procedures 

· Strategic directions and operational plans

· Loan application process

· Loan application form and attachments

· Loan application verification procedures

· Communication skills

· Interpersonal relationships

· Community organizing

· Accounting skills

· Analytical skills

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference  


materials

· MFI policies, procedures and guidelines 

· MFI Operation manual

· Evaluation forms

· Case problem

· Loan documents

METHODOLOGIES:

· Lecture/Discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration

LO 4.  MONITOR IMPLEMENTATION OF OTHER PRODUCTS AND SERVICES
ASSESSMENT CRITERIA:
1. Client insurance, mandatory savings and withdrawals are monitored and verified simultaneously with loan payment based on loan payment matrix

2. Corrective actions are made in cases of non-compliance or deviation of loan officer/s from target in accordance with the MFI policies and standard operating procedures

3. Work plan is formulated to motivate clients to increase savings in accordance with the MFI overall work plan 

4. Business development assistance is provided and promoted to clients based on client’s needs and market situation
CONTENTS:

· Loan payment matrix

· Mandatory savings and withdrawals

· Corrective actions on non-compliance of loan officer

· Formulation of work plan to motivate clients 

· The client’s need and market situation

· Provision of business development assistance

· Communication skills

· Interpersonal relationships

· Community organizing

· Motivational skills

· Accounting skills

· Analytical skills

· Conflict resolution

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference  


materials

· MFI policies, procedures and guidelines 

· MFI Operation manual

· Evaluation forms

· Case problem

· Loan documents

METHODOLOGIES:

· Lecture/Discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration

LO 5.  COMMUNICATE MANAGEMENT’S PLANS AND DECISIONS
ASSESSMENT CRITERIA:
1. Management plans and decisions are discussed with concerned personnel in accordance with MFI policies and procedures.
2. Communication process is effectively carried out using appropriate media/channels.
CONTENTS:

· Management plans and decisions

· Career development plan

· Carrying out effective communication

· Structure of MFI

· Mission, Vision and Core values of MFI

· Strategic directions and operational plans

· Recordkeeping and internal control procedures

· Cash flow analysis

· Communication process and media

· Timely and reliable dissemination of information

· Loan utilization policies and practices

· Customer service 

· Work values and ethics:
· Patience in dealing with subordinates and clients

· Friendly, firm and fair

· Transparent

· Attention to details

· Team player

· Resourcefulness

· Discipline in implementing plans/programs

· Supervisory skills

· Communication skills

· Interpersonal relationships

· Community organizing

· Motivational skills

· Accounting skills

· Analytical skills

· Conflict resolution

· Networking skills

· Skills in customer service

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference  materials

· MFI policies, procedures and guidelines 

· MFI Operation manual

· Evaluation forms

· Case problem

· Loan documents

METHODOLOGIES:

· Lecture/Discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration
CORE COMPETENCY
:
MONITOR PROGRESS OF WORKPLAN IMPLEMENTATION
MODULE TITLE
:
MONITORING PROGRESS OF WORKPLAN IMPLEMENTATION
MODULE DESCRIPTOR    : 
This module covers the knowledge, skills and attitude required to monitor the progress of work plan implementation in the microfinance workplace setting. This module also measures the team leader/supervisor’s role in monitoring the loan officer’s implementation of the workplan based on targets and outputs.
NOMINAL DURATION
:
60 hours
SUMMARY OF LEARNING OUTCOMES:

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

LO 1. Check budget allocation for loan releases
LO 2. Monitor subordinates’ adherence to work plan

LO 3. Submit recommendations  for work plan improvement
LO 1.  CHECK BUDGET ALLOCATION FOR LOAN RELEASES
ASSESSMENT CRITERIA:

1. Cash position for loan releases is checked / monitored according to bank statement accounting report and monthly target releases.
2. In case of insufficiency of funds fund transfer is requested from head office according to Microfinance Institution (MFI) policies and procedures.
3. Loan documents are reviewed / verified for budget allocation in accordance with Microfinance Institution (MFI) policies and procedures.
4. On-time loan release is ensured based on standard schedule set by the Microfinance Institution (MFI) policies and procedures.
CONTENTS:

· Microfinance Institution (MFI) operating procedures and policies 
· Releasing Loans

· Preparing Reports

· bank statement accounting report
· monthly target releases
· Weekly cash position report
· Collection report
· Aging report
· Data Validation procedures

· Cash flow management
CONDITIONS:

The students/trainees must be provided with the following:

· Access to use of computer (desktop/laptop)

· Notebook

· Pens/pencil

· Log book / class record

· Learning materials/guides

· OHP

· Sample slips, forms and Documents (Loan Portfolio /Loan Documents)
METHODOLOGIES:

· Lecture/Discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration
LO 2.  MONITOR SUBORDINATES’ ADHERENCE TO WORK PLAN
ASSESSMENT CRITERIA:

1. Increased awareness of subordinates’ performance target is ensured or maintained based on set target.
2. Subordinates’ set target is reviewed / compared using appropriate monitoring tools. 
3. Problems and difficulties are analyzed using appropriate analytical methods.
4. Effective communication skills are used in setting targets vs. outputs during team meetings discussions.
5. Workplans corrective actions are agreed and implemented according to MFI policies and procedures.
CONTENTS:

· Communication skills (oral and written)

· Preparing workplan (Reviewing and Analyzing workplan)

· Setting targets and outputs

· Monitoring tools features and application
· Analytical methods for problem solving

· Implementing corrective actions
CONDITIONS:

The students/trainees must be provided with the following:

· Access to use of computer (desktop/laptop)

· Notebook

· Pens/pencil

· Learning materials/guides

· OHP

· Sample Documents (Workplan)
METHODOLOGIES:

· Lecture/Discussion

· Demonstration

· Practical exercises
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration
LO 3.  SUBMIT RECOMMENDATIONS FOR WORK PLAN IMPROVEMENT
ASSESSMENT CRITERIA:

1. Consultation is made with loan officers, clients and stakeholders to gather data for plan modification requiring higher level management decision based on MFI policies and procedures.
2. Recommendation are formulated and submitted to immediate superior based on MFI policies and procedures.
3. Options are identified based on the validated data
CONTENTS:

· Data gathering

· Problem solving and Decision making 

· Data Validation procedures

CONDITIONS:

The students/trainees must be provided with the following:

· Access to use of computer (desktop/laptop)

· Notebook

· Pens/pencil

· Learning materials/guides

· OHP

· Sample Documents (Workplan)
METHODOLOGIES:

· Lecture/Discussion

· Demonstration

· Practical exercises
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration
CORE COMPETENCY
:
EVALUATE AND SUPPORT STAFF PERFORMANCE

MODULE TITLE
:
EVALUATING AND SUPPORTING STAFF PERFORMANCE

MODULE DESCRIPTOR    : 
This module covers the knowledge, skills and attitude required in evaluating the work performance of loan officers in the microfinance workplace setting. This module also measures the role of the team leader/supervisor to appraise the performance of loan officers and recommend appropriate support.
NOMINAL DURATION
:
47 hours

SUMMARY OF LEARNING OUTCOMES:

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

LO 1. Appraise the performance of Loan Officers

LO 2. Act on evaluation recommendations

LO 3. Motivate Loan Officers

LO 1.  APPRAISE THE PERFORMANCE OF LOAN OFFICERS
ASSESSMENT CRITERIA:

    1. Loan officers are oriented on the work targets and other basis of the performance evaluation

    2. Loan officers are oriented on how to accomplish Performance Evaluation Form based on MFI performance evaluation guidelines

    3. Files, books, records of clients, and practices of loan officers are randomly checked for quality of work based on MFI procedures and guidelines

    4. Summary of loan officer’s on the job performance evaluation results is used as basis for the recommendation in accordance with MFI performance evaluation policies and procedures

CONTENTS:

· Personnel evaluation

· Features of quality work

· Staff performance evaluation methods

· Personnel performance evaluation procedures

· Books, files and records of loans and collection

· Quality assessment skills

· Counseling skills

· Coaching skills

· Mentoring Skills

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference materials

· Performance evaluation forms and result

· Books, files, records of loans and collection

· Case problem

METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration
LO 2.  ACT ON EVALUATION RECOMMENDATIONS
ASSESSMENT CRITERIA:
    1. Loan Officer is provided with counseling and coaching to improve performance in accordance with MFI policies and procedure
    2. Performance Evaluation results and recommendations are forwarded to BM for approval
CONTENTS:

· Personnel evaluation

· Staff performance evaluation methods

· Personnel performance evaluation procedures

· Counseling skills

· Coaching skills

· Mentoring Skills

· Analytical skills

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference materials

· Performance evaluation forms and result

· Books, files, records of loans and collection

· Case problem

METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration k

LO 3.  MOTIVATE LOAN OFFICERS
ASSESSMENT CRITERIA:

    1. Provision of material resources necessary in enhancing performance of loan officers in field works is facilitated in accordance with MFI procedures and guidelines

    2. Positive-stroking strategies are identified and implemented to motivate Loan Officers in accordance with MFI practices, procedures and guidelines

    3. Awards and incentives are recommended for deserving Loan Officers who performed within or above performance standards in accordance with MFI policies and procedures

CONTENTS:

· Motivational principles and techniques

· Principles and techniques of motivation

· Principles and practices of motivation as applied to employment

· Awards and incentives

· Positive stroking strategies

· Cooperative\Team player

· Team building skills

· Counseling skills

· Coaching skills

· Mentoring Skills

CONDITIONS:

The students/trainees must be provided with the following:

· Workplace area (simulated or actual)

· Access to all tools, equipment, materials and documentation required

· Relevant workplace procedures, codes, standards, manuals and reference materials

· Performance evaluation forms and result

· Books, files, records of loans and collection

· Case problem

METHODOLOGIES:

· Lecture/discussion

· Demonstration
ASSESSMENT METHODS:

· Written test / questioning 

· Demonstration 
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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