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PY2016 2017 Host Agency Supervisor Meeting

Increasing your assignment description training skills
to become aviable training site

Creating and building your * Beginning October 01, 2016 each part of
Community Assignment the Community Assignment Description is
Dl istdter an integral part of the success of each
| participant currently participating or
those desiring to become a potential
candidate foran interview at your host
agency.

You, the supervisor, have total control of
what each part of the Community
Assignment reflects in regards to the
position the senior trainee will be required
to meetin respect to duties,
requirements, and health and safety in the
workplace on a daily basis. It is all up to
you.
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Creating and building your * Reviewing the O*Net information
Community Assignment included in the revised community
Description assignment description(s) allows you
o ] to increase, decrease, or adjust the
il : skills, knowledge, and abilities of the
participant needed to complete them
on a daily basis.

* [t does not allow the senior trainee to
determine what he/she will or will not
do throughout the assignment at the
host agency.

* NOTE: If it is not in writing it cannot
happen.

SENIOR
SERVICI

Parts of the Community

Building your Community Assignment Description

A55|gnment DESCI’IptIOH 1. SeniorTrainee Name: Name of participant

2. lAssignn*uent Date: Date the assignment is scheduled to
heqin.

Host Agency: Official name of the Host Agency.

Position Title: Reflects the duties and responsibilities of
the community service assignment, i.e., Kitchen Assistant,
Van Driver, Adult Care Worker, Senior Center Aide, Office
Worker, and Teacher's Aide. etc.

Assignment Objective: Training objective reflecting
public or private sector goal.

Assignment Location: Name and address of the Host
Agency.

Phone Number: Telephone number of host agency.

Work Days/Hours: Reflects the specific hours per day of
the week the Participant is scheduled at the host agency.

Wage Rate: Hourly wage rate paid to the Participant

during the assignment. (_
E
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Parts of the Community Assignment
Building your Community Description
ASSigﬂ ment Description o Supervision: Mame and title of the supervisor.

7, Requirements: Clear, specific, and conaise skills, particular traini

or experence requu‘eci forthe assignment. These mustinclude, b
not be limited to, goals; performance based on-the-job training
requirements, and safety programs

Assignment Duties: Each specific duty the participant will perform
while assigned to the Host Agency must be clear, specific, and concise
to ensure full understanding by both the supervisor and participant.
Any other duties must be clearly noted andwritten as part of the
duties and responsibitities for each position.

Health and Safety Consultation and Orientation: Date signifyin{g
participant has received orientation in host agency health and safety
procedures.

ADA Statement. To be initialed and signed by participant prior to
beginning assignment noting vshetheror not accormmodations are
required in order to performessential duties of position.

Signature and Date: Date the community service assignment
description was signed by Participant and supervisor.
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Building your Community Assignment Description
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Building your Community Assignment Description
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« Additional Information: (O"NET Knowledge, Skilis, and Abilities):

Clean and sanitize work areas, equipment, utensils, dishes, or silverware_ -Store food in designated containers and storage areas
to prevent spailage. -Prepare a variety of foods, such as meats, vegetablas, or desserts, according to customers’ orders or
supervisors’ instructions, following approved procedures. -Take and record temperature of food and food storage areas, such as
refrigerators and freezers. -Wash, peel, and cut various foods, such as fruits and vegetables, to prepare for cooking or serving.
-Place food trays over food warmers for immediate service, or store them in refrigerated storage cabinets. -Portion and wrap the
food, or place it directly on plates for service to patrons. -Weigh or measure ingredients. -Mix ingredients for green salads, molded
fruit salads, vegetable salads, and pasta salads. -Receive and store food supplies, equipment, and utensils in refrigerators,
cupboards, and other storage areas. ‘Remove trash and clean kitchen garbage containers -Assist cooks and kitchen staff with
various tasks as needed, and provide cooks with needed items. -Carry food supplies, equipment, and utensils to and from storage
and work areas. -Use manual or electric appliances to clean, peel, slice, and trim foods. -Inform supervisors when equipment is not
working properly and when food and supplies are getting low, and order needed items. -Make special dressings and sauces as
condiments for sandwiches. -Stir and strain soups and sauces. -Butcher and clean fowl, fish, poultry, and shellfish to prepare for
cooking or serving. -Keep records of the quantities of food used. -Load dishes, glasses, and tableware into dishwashing machines
-Distribute food to waiters and waitresses to serve to customers -Oparate cash register, handle money, and give correct change
-Cut, slice or grind meat, poultry, and seafood to prepare for cooking. -Distribute menus to hospital patients, coflect diet sheets, and
dehver food trays and snacks to nursing units or directly to patients. -Stock cupboards and refrigerators, and tend salad bars and
bufiet meals. -Add cutiery, napkins, food, and other items to trays on assembly lines in hospitals, cafetenias, airline kitchens, and
simitar establishments. -Package take-out foods or serve food to customers. -Prepare and serve a variety of beverages such as
coffee, tea, and soft drinks. -Vacuum dining area and sweep and mop kitchen floor -Scrape leftovers from dishes into garbage
containers

Active Listening — Giving full attention to what other people are saying, teking time to understand the points being made. asking
questions as appropnate, and not interrupting at inappropriate times.

Monitoring — Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take
corrective action

Process customer bills or payments. Cook foods. Arrange food for serving. Clean food preparation areas, facilities, or equipment.
Present food or beverage information or menus to customers. Prepare foods for cooking or serving. Record operational or
production data. Clean tableware. Stock sefving stations or dining areas with food or supplies. Operate cash registers.

Cut cooked or raw foods. Store supplies or goods in kitchens or storage areas. Serve food or beverages. Prepare hot or cold
beverages Clean food service areas. Assess equipment functioning. Package food or supplies. Move equipment, supplies or food
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f_ﬂ ']
- Senior Tralnee Assignment Description

Host Agency Heatth and Safety C: fOri fon (C leted By the Host Agency Supervisor during the Oni ion) {Date)

e ral dutres and
(Date)

Are you capable of pedforming th g of this position {7 with or [[J without- reasonable accommodations?

Irutials (Senior Trainee)

[0 Use of cleaning chemicals  [Z] Heavy lifting [ S fincl Weather [] E Fire/ E v [J Van/Bus Driving Safety

[ Office Safety_[Tinclement/Severe Weather [JDress and Appearanca (Example: Proper Shoes Appropriate Clothing Safety Equipment)

[ Use of Cell Phones while at my Assignment [C] Reporting of workplace injunies at my (m]] d responsibilities at my assignment

| have participated and have discussed my duties and requirements for this position of Kitchen Assistant at Rosehill Senior Center on this date

{Sensor Tramee Signatuse) (Host Agency Supervisor’s Signature)

Senior Employment Program Office Use Only;

Job Ready Performance Evaluation!

Evaluauon Date Senior Tranee's Initials __ Host Agency Supervisor Initals

SENIOR
Your "completed” « A completed assignment description B
Community Assignment resolves any misunderstandings
DI T concerning the requirements, duties,
and specific areas you need the
participant to complete during
participation on the Senior Community

Service Employment Program.
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Host Agency Interview Process

STNIOR

SLRVICE
o ; ; : A AMERICA
The Host Agency Decide who will conduct the interview

Interview Process * It's best for the hiring manager to

: conduct one-on-one interviews with
applicants first. He or she typically then
chooses a few finalists to come in for a
second interview. This is sometimes in
the form of a time-saving panel
interview, which includes the hiring
manager and two to four members of
the management team or work group
who evaluate the candidate at the
same time.

Inte




ol

The Host Agency
Interview Process

Review the candidata’s resume.

Ask appropriate questions regarding
their previous employment history

Determing if the candidate is a good fit

far your agency regardless of whether or

not hefshe will be enrolled or transferred
to your location

The Host Agency
Interview Process

9/19/2016

Before asking the first interview question, review

the job description, especially the hiring criteria, as
wellas everything the candidate has sull)miuod:
resume, cover letter, online profile and any other
pertinent materials. This preparation is a significant
varl of the interview process because it allows you to
hone in on what you're loaking for in the job
candidates you'll be speaking with. It should give you

Firsthand information about the candidate’s
background, work experience and skill level. It's your
chance to clarify what you learned from the resume,
profile or previous interviews;

A general sense of the candidate’s overall intelligence,
a’J itude, enthusiasm and attitudes, and whether he or
she fits the job:

Evaluation of the candidate’s motivation to tackle job
responsibilities, desire to join the host agency and
ahility to integrate into the current work’ team

After you've given the candidate a chance to ask
questions, close the interview bT thanking
him/her for his/her time, and tell him/her when to

expect to hear from you.

As soon as the candidate leaves from the
interview, collect your thoughts and write down
yourimpressions and a summary of your notes.
Collect }eedback from other interviewers while
the interview is fresh in everyone’s mind.

Selecting the right person for a position in your at
your host agency isn't easy. If you find yourself
second-quessing your decision, let the hiring
criteria serve as your guide. Make sure any
changes you make to your hiring criteria are
because of a workplace need arnd not because
you're enamored with a particular candidate for
subjective reasons. Focus on your host a ency
needs during your interview process, and you'll
find the best new hire time after time
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Forsome hiring managers, figuring out how to close an interview can be

. tricky. As the interview? winds down, you can bring it to a graceful close b
The HOSt Agency "ollokl'nng‘hes,c steps: s Y = Y

| t H P + 1. Letthe candidate ask questions. Before closing the interview,
nterview rocess provide an opportunity for the individual to ask any questions he or she
may have.
NOTE: Contact the + 2. Let the candidate know what comes next. Advise the candidate how
) and when you're going to be i contact and whether any further steps
Director, Senior need to be taken™ forms, tests and so on. In addition to being a
corimon courtesy, thisinterview closing practice creates a positive

Community Service impression.
Emp[oyment Program to - ]3 End the interview on a formal but sincere note. Thank the candidate
0

rthe time and repeat your commitment to follow up. Either stand or

determine the date the shake hands again. Thisaction is a way of formally closing the intervievs
and provides asignal for the candidate to leave. Walk thé'applicant out of

assignment will begjn_ the office to the élevatorlobby or front doar

After closing the interview

Knowing how to close an interview includes knowing what to do once the
face-to-face discussion ends. As soon as possible after the candidate's
departure, take some time to collect your thoughts and summarize your
impressions in notes. You don't need to make any definitive decisions at
this pomnt, but recording your imipressions immediately after the
interviews closing — while they're still fresh in your mind = will help you
immeasurably if'the final choice should boil down to several candidates
of comparable qualifications.

Before asking the first interview question, review AMIRICA

The Host Agency the job ciescrx_iation, especially the hirin_cI] criteria, as
) well'as everything the candidate has submitted:

Interview Process resume, cover lefler, online profile and any other

pertinent materials. This preparation is a significant

vart of the interview process because it allows you to

wone in on what you're looking for in the job

candidates you'll be speaking with. It should give you

Firsthand information about the candidate’s
background, work experience and skill level. It's your
chance to clarify what you learned from the resume,
profile or previous interviews;

A general sense of the candidate’s overall intelligence,
aPtitude enthusiasm and attitudes, and whether he or
she fits thejoh;

Evaluation of the candidate’s motivation to tackle job

responsibilities, desire Lo join the company and ability
to integrate into the current work team

@




Using your Community
Assignment Description as an
Interviewing tool?

Completing your Community Assignment
Description aliows you to set up and
design your interview questions that will
determine if the prospective “new "
enrollee or transfer is the “ane” for you

What kind of interview questions shot
you ask?

Using your Community
Assignment Description as an
Interviewing tool?

Closed-ended

These job intervievs questions call fora simple, informational ansywe
Justa yes ol no

Sarnple interview questions in this category

“How many years did you work for your last employer?”

"id you enjoy 1n?”

"0id your job involve traveling?"

"Which enterprise resource planming (ERP) systems are you farniliar with?*
“Ahat traiming have you had that's related to this position?”

"Have you everviorked ina different ndustry?

"Are you valling to move, if offered the right job?”

“/are career advancement opportunities one of your priorities?"

"Have you carefully revievsed our starting salary ranges?”

“What's thelongest you've worked for any employer?”

"Is a company's vvork covironment important to you?”

"Du you have much expenence with social media?”

When to use them: Closed-ended job intervievs questions work best if you're

trying to ehal specific information or set the stage for more comples
queslions.

Pitfall Lo avoid: Asking too many of thesc questions in rapid-fire succession can
make candidates feelas Lhout[h they're being interrogated, especially if you

fail to ink thum back Lo the job critena

Open-ended

Oper endred job mtersew questions tegui e thought and oblige the condidate 1o ravedl ?::i?\/ll(({g
attitudes or opmwnsg For esample, one tyna of open-endad question s the hehavioral 3
etesvia question, which asks candidite to relate past oa-thejob eapernences to situations AR
they are likely w encoynter n the available position
Sample interiew guestions 1a this category
Can you describe how you handte ight deadines oa the jobh 2"
Can you give e anllustration of hovs you unprovad praductivity st your tast jub?*
iy do you sant o work fon this corpany ?”
What can you tell me about yourself 2"
"Whotinterests vou toost about this position
Can you descaibe o tme you halped educe casts ata previous joh?"
"ot are your methods fur evaiding ercors 2
Yhat ate yous gisatest stiengths and weaknusses?"
What's the iggest challenge you've ever faced in any jub?”
Where doyou see your caresnin bivis yeors?”
Srthat does your ideal jub look like 2"
hat value do you provide to your cutrent empluyec?”
What could your current company do to b more sucenssful?”

“Wohat do you think s the bhggest issuein out fozld today?"

Vohan to use thein Ask these questions fraquently thioughout the intersevs, but
intesspers them swith closed-ended questiuny

Pittalls to svord H you'te not specific enough vahen phrasing the question, the candidaty’s
atsveer may vear ol tack, mspeually f you don intescede and provids clanfication
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Using your Community
Assignment Description as an
Interviewing tool?

Completing your Community Assignment
Descriptian allows you to set up and
design your interview guestions that will
determine if the prospectiva “new "
enrollee or transfer is the “one” for you

What kind of interview questions should
you asle?

Using your Community
Assignment Description as an
Interviewing tool

What kind of interview questions
should you not asl?

9/19/2016

Hypothetical ?«A\iﬁ!(‘/\‘

These ob mteiview questians myite the candidate ta resolve an unagmsry sHustion or 1esct 10 b
GIven wtuation

Saruphe interview questions in this category

I yun were the putchesing manager, Bow would you go about selecting u new automated puichasie
ordet systern for the company 2

I jou e Lo supervise this departinent, what's the first thing you'd da to improve productiaty?”
“Let's say the praject you supervised didn'tineet the guals you set, haw would you respond?”

1ty ounaticed & diching in employee marale, what would you do ta unprove things?*

‘inagine what thisindustey will be hike Infive years \What do you think we need to prepare ior?”
"It you could start a company like ours from the grouad up, whist svould be your first steps?™

“if you were the biting manager for this position, what qualities would you be locking for in a
candidate?”

“let's say youviete given o geoetous budgel for employee training What would you spend it on?”

'pr,m: wetle wskued 1o rnprove comimunitations sCtg4s yau: curtent company, what steps would you
take?"

“Iyou had an opportumity to sevise your eatly career path, what would you do differently?"
“I0y i could have anyene in our industes as amentol, who would you choose and why?”

Whento use them: These hinds of questions are mast useful when feamed in Lhe conte-t of actual
ob situations

Mitfall 1o avord: Don tyolue a condldate's hypothetical answertoo tighly. You're usually better off
asking questions that force candidutes to use an aclyal e perience as the basis for their answes

SUNIOR
SERVICE)

Questions to avoid AMIRICA

There's another category of job interview
questions that it's best to avoid entirely:
leading questions. They're asked in a way that
makesthe answer you want obvious. For
example:

"You know a lot about team building, don't
you?"

"You wouldn't dream of falsifying your
expense accounts, would you?"

| bet;/ou're good at setting long-term goals.
Right?"

"You're looking for job security, aren't you?"
"Is this the position you're most interested in?

0,
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Using your Community Assignment Description as a
Performance Feedback tool

SENIQOR
SIRVICE

Using your Community « What are “soft” skills? kit
Assignment Description as a “ . -
Performance Feedback tool ° Why are they "needed" in today's

et workforce?
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Using your Community * Do older skilled worker’s really “need”

Assignment Description as a to be concerned ?
Performance Feedback tool

And mastimportant of all, we just rate * How dOES d “ Of thlS relate to
the subordinate satisfactorily just 1o get 1" 1"
the Performancea Feedback completed. If Pe rform ance-:
the latter is true, have we, as supervisors,
really assisted the senior worker to
improve their parformance, training,
kills, or abilities ta gain employmentin
the local workfarce of their commiunity
or to become self sufficient once again?

Perhaps we assisted thern to just
continue on with their status quo actions
and then were pleased when they were
rransferred to another supervisor at
another hast agency su they could
handle the issues that continually arise
an a reqular basi

SENIQR
SERVICE

Using your Community * To find out more about soft skills refer &

AssignmentDescription as a to the following website and video:
Performance Feedback tool

e el * https://www.youtube.com/watch?v=Yq
dressed appropriately, XxovOhObU

camplete their duties and

responsibilities,

follow instructions,

get along well with
coworkers and supervisors,
conduct themselves as
professionals,

does the right thing at the
right time while getting the
“job” done.




Using your Community
Assignment Description as a
Performance Feedback tool

Performance feedback is a critical part of

the workforce development process.
Feedback makes sure the individual
understands the importance of:

Professionalism in the today’s warkforce

The requirements and duties of the
position hefshe isin.

The impartance of his/her responsibilities

to locate employment and bacome self
sufficient.

Incrense his/her awareness and assist
him/her to set realistic goals to reach
hisfher goal(s) of employment with lacal
suppertive services

Using your Community
Assignment Description as a
Performance Feedback tool?

Three Core Values Driving Today’s Workforce

+ With the ever-increasing speed of business, organizations
must leverage technology and social tools to keep pace.
While technology allows us to do more in less time, there is a
breakdown in hyrnan connection and collaboration occurring
due to our reliance on technology. Insightful conversations
are being downsized to quick, to-the-point email exchanges
and networking today consists of adding connections to your
LinkedIn profile. The workplace is changing an
orgamzations must respond accordingly té not only attract,
but retain top talent.

Today's workforce craves communication, collaboration and
real-time connectivity in order to feel engaged an
motivated in an organization.

Integrating these core values into learning initiatives can
increase employee engagement and drivé business value.
Companies with hi(]]hly engaged employees rePort lower
turnover rates and higher productivity and performance.
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Using your Community
Assignment Description as a

Performance Feedbhack too!
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Assignment Description as a
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Using your Community

Assignment Description as a

Performance Feedback tool
TRAININGTODAY'S WORKFORCE

Investing in your employees’
development is critical to retaining then
As workplac mics continue to
evolve and shift, training strategies must
follow suit. Today's warkplace is driven
by passionate employees who want to
make a differance. Leveraging this
passion in a meaningful way can enhance
innavation and inspire employees to
thini autside the box

Even with the onset of new technology,
employees want to know how they are
really doing.

Using your Community
Assignment Description as a
Performance Feedback tool

trategies for Sharing Constructiv
eedback
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Using your Community
Assignment Description as a
Performance Feedback tool

Positive feedback, when you teli people
they've done well, should be easy. For
axample:

thanking people for doing a job well

“ommending them for solving a problem
for you

progress with teams and
praising their comimitment

celebrating successes when everyone!
combined efforts have paid off

Thisis the kind of feadbaclk that
everyone likes; the kind that motivates
people to perform well consistently. Here
are some more practical strategies for
improving feedbaclc at work.

Using your Community
Assignment Description as a
Performance Feedback tool
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Using your Community

Assignment Description as a

Performance Feedback tool
Use Feedback ta Overcome Negativity

A leader must remain optimistic at all
times, but how can you convert
negativity into something positive?
When someone says, "That's a stupid
idea!" you could respond, "How could we
change it to make it more realistic

Using your Community
Assignment Description as a
Performance Feedback tool

Feedback
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Conclusion

The use of your Community Service
Assignment Description is a skills
training, performance based evaluation,
and interviewing Workforce Investmant
Opportunity Act training taol that can
produce the right results at the right time

every time when it is used correctly.
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