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Senior Trainee Assignment Description


	Senior Trainee Name: 
	Position Title: Service Worker


	Host Agency Name: 
	Assignment Date: 


	Assignment Location (Address)
Physical: ______________________________________

Mailing: ______________________________________ City: ____________________ State: AL Zip Code: ________________________
	Phone Number: (334) ________________________
Fax Number: (334) __________________________




	Assignment Objective: Provide Custodial, Janitorial or driving training skills to assist senior trainee 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 his/her designee will provide supervision during this  assignment 


	Requirements: (i.e., Should include areas such as Mopping, Driving, Heavy Lifting, Etc.) Bending, stooping, lifting, carrying items throughout his daily assignment. Use of hands, arms, and fingers dexterity. Communication between supervisor, co-workers and others throughout the day.


	Assignment Duties: Must be knowledgeable of emergency procedures, accident reporting and proper techniques for assisting individuals with disabilities or other limitations. Provide cleaning, maintenance, janitorial, laundry, litter patrol, assembly, disassembly or lawn services as assigned

Evaluate/Manage the need for supplies in the areas assigned and request additional supplies as needed. Follow checklists/task lists established in area of assignment. Assist clients with assigned activities/duties/needs. Perform quality checks during work performance and upon work completion

Perform preventive maintenance prior to use of equipment and to use equipment appropriately. Maintain a safe, clean and healthy work environment. Mops, sweeps and vacuum floors. Dust furniture and objects, cleans glass. Cleans and maintains bathrooms including re-supplying soap and paper products. Cleans windows, blinds, walls, doors, baseboards, office furniture, break/food areas. Collect and remove waste and garbage. Assemble/Disassemble various materials per job order. Identify, place and sort parts. Operate baling equipment, power saws, air-powered nailers, sewing machines, winding machines, power strappers, scales and heat sealers. Inspect parts/components for defects and quality standards. Package and box materials per job order. Cleans, sanitizes, and stores pots, pans, dishes, silverware and other food services items using approved practices as appropriate for the system being used. Rack various plates, glasses, silverware, etc. into dishwashing machine from conveyor. Assist in various sanitation task associated with cleaning a food service area to include sweeping, mopping, vacuuming, scrubbing, polishing, etc. Assist in food prep to include washing, mixing, slicing, dicing, shredding, tenderizing, frying, baking, broiling, grilling, etc. Set up/break down tables and chairs according to set catering standards. Collect and remove waste and garbage. Assist w/ loading/unloading of food products for storage and delivery. Deliver food carts to assigned areas. Cleans, sanitizes, and stores pots, pans, dishes, silverware and other food services items using approved practices as appropriate for the system being used. Cleans and maintains garbage disposal and dishwashing equipment. Collect and remove waste and garbage. Rack various plates, glasses, silverware, etc. into dishwashing machine from conveyor. Deliver food carts to assigned areas. Cleans and maintains garbage disposal and dishwashing equipment. Pressure wash food service carts. Supply food court areas w/ condiments. Stock food products in designated areas. Assist hospital staff with food cart prep and delivery. Picks up and delivers linen from/to assigned areas. Sorts and weighs soiled/clean linen. Loads and unloads linen to/from washers and dryers. Folds and irons linen. Inspects linen for quality. Assist in preparation, cleanup, and serving of meals and snacks. Provide janitorial services as necessary to include sweeping, mopping, vacuuming, dusting, sanitizing, polishing, scrubbing, etc. Provide direction and assistance to the day care clients. Provide pickup and delivery services of clients in a safe manner. Maintain vehicle maintenance and safety requirements. Communicate effectively and respectfully while dealing with complaints or adversity. Communicate positively and caringly with day care clients. Provide or perform personal care to clients including hygiene care. Provide support for recycling area in separating recyclable materials, operation of baling equipment, material handling of all recycled materials. To ensure that salvaged materials are placed designated areas, after separation. Perform quality checks during work performance and work completion. Maintain a safe, clean and healthy work environment. Operate balers and fork lift with all safety precautions taken. Communicate positively and caringly with fellow employees. Drive forklift to move materials or stock from one location to another as needed or required. Ensure forklift is checked for maintenance and complete required paperwork as needed or required. Refuel forklift or ensure forklift is available for use as needed or required.



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 Service Worker 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 ________
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