[image: image1.png]



Senior Trainee Assignment Description


	Senior Trainee Name:
	Position Title:   Office Assistant


	Host Agency Name:
	Assignment Date:


	Assignment Location (Address)
Physical: ______________________________________

Mailing: ______________________________________

City: ____________________________ State: AL

Zip Code: ________________________

	Phone Number: (334) ________________________
Fax Number: (334) __________________________




	Assignment Objective: Provide Clerical, Administrative, or Office training skills to assist Mr./Ms. _____________________ locate employment in the public or private sector.


	Work Days/Hours:  Monday Hours: ______am-  _____ pm; Tuesday Hours: ______am- ______ pm;   Wednesday Hours: ______am-  ______ pm;
Thursday Hours: ______am- ______ pm;  Friday Hours: ______am- ______ pm;  Saturday Hours ______am- ______ pm;  Sunday Hours: ______am- _______pm.   Wage Rate:    Hourly $7.25  (Must equal no more than 19.75 hours per week


	Supervision:   Mr./Ms. _________________ or her designee will provide supervision for this assignment 


	Requirements: (i.e., Should include areas such as Mopping, Driving, Heavy Lifting, Etc.) The senior trainee will be required to complete assigned duties with a cooperative attitude utilizing verbal and written instructions while working with DHR staff, clients, and agency visitors.  Repetitive bending, stooping, stretching and lifting will be required to file, copy and purge files throughout the normal business day.  Confidentiality will be maintained for all work and interactions at DHR.


	Assignment Duties: Maintain confidentiality of all information and interactions at DHR.  Contact adult service clients by telephone to complete a well-check and document contact.  Review and file documents in case files.  Fax information as requested to designated fax site.  Copy files and documents subpoenaed by court and required for day to day business operations.  Stamping required information on envelopes and forms needed for day to day business operations.  Select, review, purge, shred and file assigned records.  Greet, sign-in, and check identification of clients at the receptionist window.  Answer phone in Food Stamp Office and take messages or transfer calls.  Locate records as needed.  Assist clients, as needed, in completing application.  

· Additional Information: (O*NET Knowledge, Skills, and Abilities):
(Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems, and personal computers; (Answer telephones, direct calls, and take messages; (Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer; (Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders, and address complaints; ( Open, sort, and route incoming mail, answer correspondence, and prepare outgoing mail; Compile, copy, sort, and file records of office activities, business transactions, and other activities; (Compute, record, and proofread data and other information, such as records or reports; (Type, format, proofread, and edit correspondence and other documents, from notes or dictating machines, using computers or typewriters; (Complete work schedules, manage calendars, and arrange appointments; (Review files, records, and other documents to obtain information to respond to requests; (Deliver messages and run errands; Inventory and order materials, supplies, and services; (Troubleshoot problems involving office equipment, such as computer hardware and software; (Collect, count, and disburse money, do basic bookkeeping, and complete banking transactions; (Complete and mail bills, contracts, policies, invoices, or checks; ( Process and prepare documents, such as business or government forms and expense reports; (Make travel arrangements for office personnel; (Prepare meeting agendas, attend meetings, and record and transcribe minutes; (Count, weigh, measure, or organize materials.
· Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times. 

· Reading Comprehension — Understanding written sentences and paragraphs in work related documents. 

· Service Orientation — Actively looking for ways to help people. 

· Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems


Host Agency Health and Safety Consultation/Orientation (Completed By the Host Agency Supervisor during the Orientation) (Date) _________________
Are you capable of performing the essential duties and requirements of this position - FORMCHECKBOX 
 with or  FORMCHECKBOX 
 without- reasonable accommodations? 
Initials (Senior Trainee) ________ (Date) __________
 FORMCHECKBOX 
 Use of cleaning chemicals
 FORMCHECKBOX 
 Heavy lifting
 FORMCHECKBOX 
 Severe/Inclement Weather 
 FORMCHECKBOX 
 Evacuation: Fire/ Emergency
 FORMCHECKBOX 
 Van/Bus Driving Safety  FORMCHECKBOX 
 Office Safety 
 FORMCHECKBOX 
Inclement/Severe Weather   FORMCHECKBOX 
Dress and Appearance (Example: Proper Shoes, Appropriate Clothing, Safety Equipment) 
 FORMCHECKBOX 
 Use of Cell Phones while at my Assignment  FORMCHECKBOX 
 Reporting of workplace injuries at my assignment  FORMCHECKBOX 
 Increased responsibilities at my assignment.
I have participated and have discussed my duties and requirements for this position of Library Assistant at ______________________ on this date: __________.

_______________________________________________________


________________________________________

(Senior Trainee Signature)








 (Host Agency Supervisor’s Signature)
Senior Employment Program Office Use Only:
Job Ready Performance Evaluation:
Evaluation Date _____________ Senior Trainee’s Initials _________ Host Agency Supervisor Initials ________
Senior Employment Program Assignment Description Form (Revised 09/01/2016)
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