Syracuse Educational Opportunity Center


Syracuse Educational Opportunity Center
Student Employee Training Plan

	Student Name:


	SS#:

	Date of Birth:


	Student’s Address:

	Job Title:  Travel Clerk
Holland Code:  Conventional, Social and Enterprising (CSE)

	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 Hospitality

	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. Provides customers with travel suggestions and information such as guides, directories, brochures, and maps.
	
	

	2. Contacts motel, hotel, resort, and travel operators by mail or telephone to obtain advertising literature.
	
	

	3. Studies maps, directories, routes, and rate tables to determine travel route and cost and availability of accommodations.
	
	

	4. Calculates estimated travel rates and expenses, using items such as rate tables and calculators.
	
	

	5. Informs client of travel dates, times, connections, baggage limits, medical and visa requirements, and emergency information.
	
	

	6. Obtains reservations for air, train, or car travel and hotel or other housing accommodations.
	
	

	7. Confirms travel arrangements and reservations.
	
	

	8. Assists client in preparing required documents and forms for travel, such as visas.
	
	

	9. Plans itinerary for travel and accommodations, using knowledge of routes, types of carriers, and regulations.
	
	

	10. Provides information concerning fares, availability of travel, and accommodations, either orally or by using guides, brochures, and maps.
	
	


	 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. Electrical cords

	
	

	2. File cabinets
	
	

	3. Paper shredder

	
	

	4. Portable heaters

	
	

	5. Over-loaded desks/shelves/counters
	
	

	6. Slippery floors
	
	


	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. Casual, conservative business attire—minimal make-up and jewelry.

	

	2. Well-groomed hairstyle.
	

	3. Clean, polished conservative dress shoes—no sneakers or sandals.

	

	4.  Personal Cleanliness


	

	5.  Appropriate positive body language.
	


	Student Signature                          


	

	Employer Signature


	

	Parent Signature                          


	

	Coordinator Signature


	

	Date of Training Plan


	


3/28/2005

1

