ABC SCHOOL DISTRICT


ABC HIGH SCHOOL

Student Employee Training Plan

	Student Name:


	SS#:

	Date of Birth:


	Student’s Address:

	Job Title: Administrative Asst/Executive Secretarial

Holland Code:  Conventional, Social, Enterprising
	Working Papers Certificate #.

	School Coordinator:


	School’s Telephone Number:

Fax:  

Email:

	Employer:


	Employer’s Telephone Number:

	Job Supervisor:


	Supervisor’s Telephone Number:

Fax:

Email:

	Duration:
	Schedule:  

	Insurance Coverage:

· Student is an employee - Worker’s Compensation

· Student is a non-paid intern – Employer’s Insurance

· Student is a non-paid intern – ABC’s School’s Insurance
	Transportation Provided by:


	GOALS FOR THIS WORK-BASED LEARNING STUDENT:

	1.  To experience the career field of Administrative Asst/Executive Secretarial

	2.  To be exposed to and master the skills necessary for this career. 

	3.  To develop the soft workplace skills necessary for success in the world of work.  

	4.  To be trained in the safe operations of this career.

	5.  To be able to demonstrate positive behavior and appropriate dress for this career.


	Job Tasks and Learning Outcomes (to be developed by the employer and school coordinator) 

Specific Tasks related to Position
	 # of training weeks
	Achievement Level and Comments

1.  Mastered skill

2.  Needs more Training at the work site.  

3.  Needs more training at school.                

4.  Has not reached this training area.

	1. Attend meetings in order to record minutes


	
	

	2.  Compile, transcribe, and distribute minutes of meetings
	
	

	3. Coordinate and direct office services, such as records and budget preparation, personnel, and housekeeping, in order to aid executives


	
	

	4. Greet visitors and determine whether they should be given access to specific individuals


	
	

	5. Make travel arrangements for executives
	
	

	6. Manage and maintain executives' schedules


	
	

	7. Open, sort, and distribute incoming correspondence, including faxes and email


	
	

	8.  Prepare agendas and make arrangements for committee, board, and other meetings
	
	

	9. Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software.


	
	

	10. Prepare responses to correspondence containing routine inquiries


	
	


	 SAFETY TRAINING

(Below list specific items.)
	Date of Safety Training
	Achievement Level and

Comments

1.  Mastered safety training instruction.

2.  Needs more safety training at work site.  

3.  Needs more safety training at school.                 

4.  Has not reached this training area.

	1.  Right to Know MSDS forms - chemicals


	
	

	2.  CPR/Basic First Aid
	
	

	3.  Office Safety - Repetitive Stress and prevention of other computer related injuries, eyestrain etc.


	
	

	4.  Hazards in the Work Place 


	
	

	5.  Prevention of Back Problems 
	
	


	DRESS and BEHAVIOR CODE FOR POSITION

Describe specific items.
	Achievement Level  and Comments

1.  Dresses/behaves appropriately

2.  Needs to modify dress/behavior.  

3.  Needs personal consultation.

	1.  Clothes - Woman - Skirt, dress, blouse, a suit would be appropriate stockings  

Men - Shirt, tie, slacks, socks.  A suit jacket would be appropriate


	

	2.  Hair - Clean, Conservative, Attractive Hair style 
	

	3.  Shoes - Women:  dress shoe w/ low heel  Men:  dress shoe NO SNEAKERS


	

	4.  Personal Cleanliness


	

	5.  Appropriate positive body language.
	


	Student Signature                          


	

	Employer Signature


	

	Parent Signature                          


	

	Coordinator Signature


	

	Date of Training Plan


	


3/28/2005

1

