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ITE SKILLS CERTIFICATE IN LOGISTICS OPERATIONS

The Institute of Technical Education (ITE) Skills Certificate in Logistics Operations provides recognition of the professional knowledge and skills of shop floor operators, supervisors and foremen working in a logistics environment.
The ISC in Logistics Operations has been modelled on a competency model, which specifies precisely what logistics personnel should be able to do and how well it should be done. The Course will comprise of two components i.e. Theory component and Practical component. The theory component will be classroom based while the practical component will comprise of on-the-job training at a warehouse facility recognised by Advance Supply Chain Training Centre. Each component comprises of three subjects as follows:

· Logistics Operations

· Warehouse Operations

· Inventory Control 

The Entry Requirement

The entry requirement is as follows:

1. Singapore citizen, Permanent Resident and holding valid work permit, 

2. Secondary 2, and 

3. One – year working experience. 

The Assessment Process

The assessment process is designed to test two things:
· The knowledge of the individual through end of module assessment

· The practical application of that knowledge through practical phase test

The module comprises of practical phase test and theory examinations, which constitute 70% and 30% respectively of the final score. The pass mark for the module is 50% based on the aggregate scope of the practical phase test and the end of the module assessment.

On successful completion of the practical test and theory examinations the students are awarded the ITE Skills Certificate in Logistics Operations by the Institute of Technical Education, Singapore.
COURSE DURATION

The course duration is 152 hours comprising of theory 128 hours and practical 24 hours.  The course lasts approximately 6 months. The examination dates are set by ITE and will be held around May/June and Nov/Dec each year.

GRIEVANCE/COMPLAINT RESOLUTION & REFUND POLICY

At Advance Supply Chain Training Centre we believe that feedback is an important part of our efforts to continually improve our products, delivery, administration and service quality. For details on the grievance/complaint  and refund policy please refer to the student contract. 
Advance Supply Chain Training Centre guarantees that in the event the programme is cancelled for any reason other than those beyond our control all the fees paid shall be refunded.

COURSE SYLLABUS

Module: Logistics Operations

Logistics Concepts and Functions

1. Define Logistics Management 

2. State the objective of logistics Management 

· Maximize the use of the firm’s resources 

· Provide the required level of customer Service 

3. Describe the main activities carried out by logistics organizations

· Transportation 

· Inventory Maintenance 

· Warehousing 

· Material Handling 

· Packaging 

Customer Service Management 

4. Explain what logistics customer service is

5. State the importance of customer Service 

6. State the standard of services that logistics provides are expected to provide customers 

· Accuracy in filling orders 

· Consistent lead times

· Ability to expedite emergency orders quickly 

· Advance notice of shipping delays 

· Action on complaints 

Packaging

7. Role & basic purpose of packaging

8. Explain the purpose of packaging 

· Identify the product 

· Provide information on the product 

· Improve the efficiency in handling /distribution 

· Contain and protect the product 

· Improve the image of product 

· Enable automation when labelled with barcode 

· Label for dangerous goods 

9. Factors constituting efficient packaging

· Products are protected during transportation, storage and handling 

· Products can be transported and stacked, where necessary by modern storage and transport equipment 

· Products are correctly labelled with handling instructions 

· Products take up minimum volume with optimum dimension from point of view of the external means of transport 

10. Various materials used in packaging

· Bubble wrap 

· Plastic bags 

· Marvel wrap 

· Poly foam

· Sponge 

· Poly sheet

· Spray Foam 

11. Criteria for selection of packaging

· Physical dimension of product 

· Cost Involved 

· Storage time 

· Transport Mode 

· Environmental protection 

12. Describe the various material used in external packaging 

· Corrugated boxes 

· Wooden Cases 

· Container ( Fibre glass or metal )

13. List the compatibility aspect of packaging 

· Size of product verses size of box

· Size of carton verses size of container 

· Weight of product verses strength of box

· Chemical composition of product verses the composition of holding material 

14. Pack goods accordingly to requirements 

· Techniques for packing goods

· Government’s regulations 

       15. Mark and label packed goods 

· Types of goods (eg. Glassware , live goods or electronic goods )

· Destination of goods 

· Weight of package 

· Official Instructions ( Certain destination and certain classes of goods have to be clearly marked onto the packaging 

· Transport /Storage /Handling instructions 

· Shipper of goods 

· Labels of dangerous goods 

16.
Interpret for different types goods

Transportation 

17. State the major characteristics of various modes of transportation 

· Rail 

· Road , including trucks , buses and automobiles 

· Air 

· Water , including ocean –going , inland and costal ships 

· Pipeline 

18. State the factors to consider in selecting the mode of transport for goods

19.  State the sources  of information for freight departure and arrivals 

20  Lists the ways to expedite transportation process

· Highlight master airway bill and house airway bill numbers to freight forwarder 

· Provide invoice number , purchase order number and packing lists to forwarder 

· Contact airline /shippers on freight details, time of arrival and departure.

21. State the reasons for logistics providers to invest on private own carriers 

· Lower costs of transportation 

· Better transit times 

· Better control over loss and damage 
       22. Interpret routing schedules 
Documentation
23. State the document used in the movement of domestic freight 

· Bill of lading 

· Freight bill 

· Fright Claims 

24. State the purpose of the bill of lading 

· Serves as a receipt for goods 

· Serves as a contract of carriage 

· Serves as documentary evidence of title 

25. State the purpose of the types of export documents required for goods 

· Commercial Documents 

· Pro- Forma Invoice 

· Commercial Invoice 

· Certified Invoice 

· Other ( Weight note , packing list , inspection certificates , e.g. SGS inspection certificate ) 

· Official Documents 

· Certificate of origin ( C/O )

· Consular Invoice 

· Health / Veterinary & Sanitary Certificate 

· Insurance Documents 

· Cover Note / Letter of Insurance 

· Certificate of insurance 

· Insurance Policy 

· Transport / Shipping Documents 

· Airway bill 

· Parcel post document 

· Bill of Lading ( B/L ) 

· Financial Documents 

· Bill of Exchange 

· Promissory Notes 

Trade Terms

26 State where trade terms are found

       27   State the purpose of trade terms 

· Carriage of goods from seller to buyer 

· Export and import clearance 

· Division of costs and risks between parties 

       28   State the purpose of incoterms 

· Interpret a set of international 

· Reduce misunderstanding between buyer and seller 

· In line with international trade practices 

29 Give the abbreviations and meaning of the following terms 

· Ex-works 

· Free alongside ship

· Free carrier

· Cost and freight 

· Cost insurance and freight 

· Carriage paid to 

· Carriage and insurance paid to  

· Delivery at frontier

· Delivered ex ship 

· Delivered ex quay  
· Delivered duty paid

·  Delivered duty unpaid

Methods of payment and settlement

30 General Methods of Payment

· Consignment transaction 

· Advance payment 

· Open collection 

· Documentary credits ( LC ) 

31 Various methods of settlement

· Cheque 

· Bank draft/ International money order   

· Bill of exchange 

· Mail order payment 

· Cable / Telex payment ( TT) 

· SWIFT ( Urgent , non- urgent ) 

Module: Warehouse Operations

Role and Functions of Warehouse

1. Give examples of types of warehouse

· Private 

· Public 

· Contract 

2. Explain the main services that a warehouse renders

·  Holding 

· Consolidation 

· Break Bulk and trans-loading 

· Mixing

3. Other Services that a modern  warehouse performs 

· Packaging – and – assembly services 

· Marking , tagging , wrapping 

· Physical inventories 

· Freight consolidation 

· Liquid – bulk handling , storage , drumming and bottling

·  Customs bonded storage

Warehouse Layout and Planning

4.
Type of activities in warehouse operations

· Unloading and receiving goods

· Putting away in the bulk storage 

· Transfer from bulk storage to order picking section 

· Order picking 

· Assembly of orders 

· Checking 

· Packing 

· Dispatch 

5 Importance of goods warehouse layout 

6 Factors affecting location of a warehouse

7.
Warehouse utilization and storage

· Types of flooring / floor loading 

· Structure 

· Doors

· Lighting 

· Heating/cooling 

· Fire risks

· Safety 

8. Factors affecting the process operations of a warehouse

· Number of levels 

· Straight through flow

· Efficient handling 

· Storage plan 

· Aisle space 

· Height 

Product Knowledge

9. Give examples of the types of products handled in a warehouse

· Arms and explosives 

· Foodstuff

· Radio –active and irradiating apparatus 

· Telecommunication equipment 

· Chemicals 

· Colour photocopying  equipment 

· Fruits and vegetables 

· Pharmaceuticals , medicaments and medical supplies 

10. Controlling authorities for various types of products

11. Explain the various storage conditions for different  types of products

12. Methods of handling for different types of products

· Liquids 

· Gases

· Inflammable products 

· Dangerous products

Barcoding

13. Importance of bar coding in warehouse

14. Advantages of using barcodes

· Receiving operation in a computer based system can be refined 

· Data entry clerk can access and scan the information 

· Improvement of productivity 

· Accuracy in the warehouse function

15. Use the bar code reader

Receipt and Inspection of Goods

16. Carry out the tasks involved in receipt and issue

· Unload and check shipment 

· Unpack and inspect materials 

· Complete receiving report 

· Deliver materials 

17. Carry out Goods inspection procedure

· Inspect the materials in non technical manner 

· Check the materials against supplier’s packing slip and against purchase order to ensure that firm has received materials being ordered from supplier

· After acceptance , prepare a receiving report for the accounts , purchasing and warehouse departments 

18   Identify the documents relating to delivery of goods

· Copy Order 

· Supplier’s advice note 

· Carrier’s consignment note 

· Supplier’s packing note 

       19 State some of the particulars of consignment that are recorded in the goods inwards book/cards

20  Prepare damage / shortage  goods handling / reports
  Methods of Order Picking

        21. Definition of order picking 

22 State Pick list and its importance

23 Explain Various methods of order pricking

· Order Picking – one order at a time 

· Multiple order picking 

· Batch pick /sort 

· Pick to part 

· Part to picker 

24 Order picking process

   Issue and Despatch of Goods

25.Describe the procedure for goods issue 

· Examine authorised of issues 

· Identity requirements

· Plan timing of issues 

26. Describe the methods of issue stores for internal use

27. Describe the Procedure of dispatch of goods

28. Issue goods

 29.Despatch goods

30. Raise / Prepare issue report

Material Handling Equipment

31. Explain the various aspects of materials handling 

· Movement 

· Time 

· Quantity 

· Space 

· Multiple interest 

· Coordination 

32  State the objectives of materials handling 

· Improve effective capacity 

· Improve operating efficiency 

· Develop effective working conditions 

· Reduced heavy labour 

· Improve logistics Service 

· Reduce costs 

33 List the benefits of proper materials handling 

· Reduce handling costs 

· Greater in use of space ( through higher storage density ) 

· Reduced risk of damage to stocks 

· Reduced labour requirement 

· Less Fatigue 

· Increase safety 

          34. State the functions of the following equipments 

· Trolley / Wheelbarrows

· Forklift/pallets 

· Conveyors 

· Cranes 

· Automated Guided Vehicle System ( AGVS) 

· Stretch wrapping machines 

Storage Systems and Material handling Equipment

35. State the importance of storage systems

36.Lists the contents in the storage manual and use the manual for reference  

· General instructions 

·  Method of stock check 

· How to deal with stock losses

· How stock receipts and issues will be controlled 

· Stock recording 

· Cycle counting and inventory stock take

37. List the content in the storage manual and use of manual for reference.

38.  State the uses of various types of storage equipments / system

39. List the precaution to take when storing goods

Physical inventory Control and Records Update
40. State the purpose of stocktaking
41. Describe the methods of taking physical inventories
42. Describe the procedure of stock taking and record update
43. Record / Update stock sheets
46. Explain the importance of security in warehouse

47.  Explain the measures that can be taken to ensure 

· Security of buildings

· Custody of keys 

· Access to warehouse 

· Marking of goods 

· Segregation of pilferable items 

· Electronics surveillance 

· Check authenticity of signature 

· Inspection by supervisors 

· Constant adjustment to inventory records 

48 Explain how safety in the warehouse  can be  maintained 

· Training ( Certification of forklift drivers ) 

· Housekeeping 

· Working conditions ( lightings , sir-conditions ) 

· Safety equipment ( Constant verification and checks ) 

· Safety signs /drills/practices

44. Investigate stock discrepancies

Module: INVENTORY CONTROL in Logistics

	Inventory Control 



	Topics


	

	· Monitor Stock Control

· Perform Cycle Counting 

· Investigate Stock discrepancies - / Missing excess goods 

· Prepare Back order open purchase Order 

· Reconcile stock 

· Identify and reject / damaged  goods 

· Check and Confirm Obsolete goods 

· Prepare Stock report 

· Consolidate pallet and carton space 


	


timetable

The time table for each module is given along with the course material. Please note that there will be no classes on public holidays and eve of public holidays. The timetable will be amended accordingly. Attendance of 75% is compulsory before you are allowed to sit for examinations.

Transfer/withdrawal policy

You are free to withdraw from the course at any point before the commencement of the course or after the commencement of the course. All course fees collected shall be refunded as per the refund policy stated in the Standard Student Contract.

Once you have commenced the course, you shall not be allowed to transfer to a new batch of the same course unless there is a valid reason which has to be submitted to Advance Supply Chain Training Centre in writing. Transfer to another batch shall be allowed on case to case basis only. 
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