

SAMPLE WORKFORCE INVESTMENT ACT 
ON-THE-JOB TRAINING PLAN

[bookmark: Text79][bookmark: _GoBack] 
	Trainee:
	[bookmark: Text85]Sally Jones
	TWIST ID #:
	[bookmark: Text86]222222222222

	Job Title:
	[bookmark: Text87]Teller – O*NET 43-3071.00
	SVP Code:
	[bookmark: Text88]4.0<6.0 – Job Zone Two

	Employer Name:
	[bookmark: Text91]Bank of USA
	Date:
	[bookmark: Text90]12/12/2012



[bookmark: Check6][bookmark: Check2][bookmark: Check3][bookmark: Check4]Funding Source: |X| WIA Adult  |_| WIA Dislocated Worker  |_| WIA Youth 18–21	 |_| TANF/Choices or Noncustodial Parent Choices program
[bookmark: Text80]	|_| Other _     __________________________

	Skills To Be Acquired/
Training To Be Provided
	Training Methods
	Required Hours
	Initial Capability
	Proficient 
Skill Level Upon Completion

	[bookmark: Text92]1.Cash Management: Instruction in check-cashing procedures; verifying that signatures are correct, written and numerical amounts agree, and accounts have sufficient funds.  Trainee will learn to receive checks and cash for deposits, verify amounts and accuracy of deposit slips.  Included in this training is instruction in balancing currency, coins, and checks in cash drawers at end of shifts, and calculating daily transactions using computers, calculators, and adding machines. 
	[bookmark: Text98]Competency: Ability to correctly complete these tasks using knowledge of mathematics, critical thinking, customer service skills, and computers and adding machines.

Instructional Method: Verbal and written instruction; shadowing trainer; supervised direct work; assigned readings.

Evaluation Method: Observable demonstration; meeting performance quota/standard.
	[bookmark: Text104]64 
	[bookmark: Check7] ENTRY LEVEL: |_| 
Intermediate: |_| 
[bookmark: Check5]Skilled: |_|  
[bookmark: Text105]Date measured: 12/14/2012
	Yes: |_| 
No: |_| 
[bookmark: Text78]Date MEASURED:      

	[bookmark: Text93]2. Nonsufficient Funds and Overdraft Notices: Proper issuance of nonsufficient funds and overdraft notices to members.  Trainee will be instructed in verifying accuracy of information prior to releasing notices, and in assisting members with reconciliation when necessary.  Trainee also will receive training in processing payments and deposits received through the mail.  
	[bookmark: Text99]Competency: Ability to demonstrate attention to detail and verify accuracy of information using critical-thinking skills to troubleshoot discrepancies.

Instructional Method: Verbal and written instruction; shadowing trainer; supervised direct work; assigned readings.

Evaluation Method: Observable demonstration; meeting performance quota/standard.  
	64
	ENTRY LEVEL: |_|
Intermediate: |_| 
Skilled: |_|
 Date measured: 12/14/2012
	 Yes: |_| 
No: |_| 
 Date MEASURED:      

	[bookmark: Text94]3. New Accounts/Wire Transfers of Funds: Processes and procedures for opening new accounts, issuing signature cards, and creating member files. Trainee will answer customer questions and explain available services and procedures such as applying for ATM cards, direct deposit of checks, and certificates of deposit.  Trainee also will be instructed in obtaining credit records from reporting agencies and executing wire transfers and funds.
	[bookmark: Text100]Competency: Ability to read and comprehend federal credit union services and products, and communicate orally to customers.

Instructional Method: Verbal and written instruction; shadowing trainer; supervised direct work; assigned readings.

Evaluation Method: Observable demonstration; meeting performance quota/standard. 
	64
	ENTRY LEVEL: |_|
ntermediate: |_| 
Skilled: |_|
Date measured: 10/14/2012
	Yes: |_| 
 No: |_| 
 Date MEASURED:      

	[bookmark: Text95]4. Payroll Processing: Payroll processing for members’ automatic payroll deductions and procedures as applicable for direct deposits to dedicated accounts.  Trainee will be trained in software and receive instruction in making deduction changes and other modifications to member records and files as necessary.
	[bookmark: Text101]Competency: Ability to apply critical thinking and mathematical skills. Ability to ensure accuracy of data and information. 

Instructional Method: Verbal and written instruction; shadowing trainer; supervised direct work; assigned readings.

Evaluation Method: Observable demonstration; meeting performance quota/standard.  
	64
	ENTRY LEVEL |_| 
Intermediate: |_| 
Skilled: |_|
Date measured: 12/14/2012
	Yes: |_| 
No: |_| 
Date MEASURED:      

	[bookmark: Text96]5. Titles/Insurance: Process titles for paid loans and learn the process of ensuring insurance coverage on collateral loans. Trainee also will be instructed in the process for issuing insurance refunds for paid loans..
	[bookmark: Text102]Competency: Ability to develop and maintain a professional rapport with all outside agencies—insurance companies, registry of motor vehicles, other financial institutions, automobile dealerships, etc.—while maintaining the utmost confidentiality. Instructional Method: Verbal and written instruction; shadowing trainer; supervised direct work; assigned readings.

Evaluation Method: Observable demonstration; meeting performance quota/standard.  
	160
	ENTRY LEVEL|_| 
Intermediate: |_| 
Skilled: |_| 
Date measured: 12/14/2012
	Yes: |_| 
No: |_| 
Date MEASURED:      

	[bookmark: Text97]6. Home Equity Statements: Training in the monthly overdraft and home equity statements released from the Adams satellite office.  Trainee will be instructed in all of the processes, equipment used, reporting requirements, and format necessary to issue home equity statements and monthly overdraft notices from the Adams branch.
	[bookmark: Text103]Competency: Ability to interpret and analyze data necessary to generate reports and verify reports’ accuracy.  Ability to investigate and correct errors upon customer’s request using customer bank records. 

Instructional Method: Verbal and written instruction; shadowing trainer; supervised direct work; assigned readings.

Evaluation Method: Observable demonstration; meeting performance quota/standard.  
	160
	ENTRY LEVEL: |_| 
Intermediate: |_| 
Skilled: |_|
Date measured: 12/14/2012
	Yes: |_| 
No: |_| 
Date MEASURED:      


[bookmark: Text84] 
Certification of Training Need
A legitimate need for training and the expectations of continued employment for the individual completing training under this Contract have been established by the Employer Engagement Specialist.  The OJT plan may be modified with approval of the Trainee, Employer, and Board.

	Trainee Signature:
	[bookmark: Text106]     
	Date:
	[bookmark: Text107]     

	Worksite Supervisor Signature:
	[bookmark: Text108]     
	Date:
	     

	Worksite Supervisor Name (Typed):
	[bookmark: Text109]John Smith
	Date:
	12/16/2012

	Workforce Solutions Office Staff Signature:   
	[bookmark: Text110]     
	Date:
	     

	Workforce Solutions Office Management Signature:
	[bookmark: Text111]     
	Date:
	     

	Board Managing Director/Designee Signature:
	[bookmark: Text112]     
	Date:
	     


[bookmark: Text81] 
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