 BULLETIN 2020-34                      	  January 21, 2020
	U.S. Department of Labor
Employment and Training Administration, Office of 
Apprenticeship (OA) 
Washington, D.C.  20210
	Distribution:
A-541 Hdqtrs
A-544 All Field Tech
A-547 SD+RD+SAA+; Lab.Com
	Subject:  Revision to Existing Apprenticeable Occupations:  Office Manager/Admin Services, Safety Inspector/Technician, and Inspector, Quality Assurance

Code:  200.1     

	Symbols:  DRAP/KAJ
	
	Action:  Immediate

	
PURPOSE:  To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of a revision to the following existing apprenticeable occupations:
    
· Office Manager/Admin Services
O*NET-SOC CODE:  11-3011.00	
RAPIDS CODE:  1033CB

· Safety Inspector/Technician
O*NET-SOC CODE:  29-9011.00	
RAPIDS CODE:  0707CB

· Inspector, Quality Assurance
O*NET-SOC CODE:  13-1041.04	
RAPIDS CODE:  0992CB

BACKGROUND:  Mr. Phillip Selleh, Program Administrator, on behalf of Center for Business Acceleration, submitted the following occupations:  Office Manager/Admin Services; Safety Inspector/Technician; and Inspector, Quality Assurance for apprenticeability determination for a revision to the apprenticeship training approach from hybrid to competency-based.  This revision was approved by the OA Administrator on January 12, 2020.

Office Manager/Administrative Services performs the duties of: 
· Managerial training for office manager/administrative services should include prioritizing units’ work, assigning work to others, organizing; and
· Analyzing operations and procedures, reviewing/revising work and forms, teambuilding and supervision and managerial skills. 

Safety Inspector/Technician performs the duties of: 
· Plan, Inspects machinery, equipment, and working conditions in industrial or other setting to ensure compliance with occupational safety and health regulations:  inspects machines and equipment for accident prevention devices; 
· Tests working areas for noise, toxic, and other hazards, using decibel meter, gas detector, and light meter; and 
· Prepares report of findings with recommendations for corrective action.  

Inspector, Quality Assurance performs the duties of: 
· Inspects products manufactured or processed by private companies for government use to ensure compliance with contract specifications;
· Examines the company's records to secure such information as size and weight of product and results of quality tests; and
·  Inspects product to determine compliance with order specifications, company's quality control system for compliance with legal requirements, and shipping and packing facilities for conformity to specified standards.

ACTION:  OA staff should familiarize themselves with this bulletin and the attached Work Process Schedule and Related Instruction Outline, as a source for developing apprenticeship standards and/or providing technical assistance. 

If you have any questions, please, contact Kirk Jefferson, Apprenticeship and Training Representative at 202-693-3399.

NOTE:  This bulletin is being sent via electronic mail.

Attachments
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Inspector, Quality Assurance WPS
WORK PROCESS SCHEDULE

INSPECTOR, QUALITY ASSURANCE

O*NET-SOC CODE:  13-1041.04	RAPIDS CODE:  0992CB



Inspector, Quality Assurance– Task Proficiency Checklist



Field Training – Mentor/Journeyworker has provided training and demonstration of task to the apprentice.

Demonstrates Fundamentals – Apprentice can perform the task with some coaching.

Proficient in Task – Apprentice performs task properly and consistently.

Completion Date – Date apprentice completes final demonstration of competency.



Estimates time of completion:  It is estimated that apprentices will complete the OJL in approximately 3 years. 



		

		Place a check mark in the box when complete.

		



		Competencies

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		1. Implement Total Quality Management

		

		

		

		



		2. Facilitate stakeholder support

		

		

		

		



		3. Implement the organizational process focus strategy

		

		

		

		



		4. Create and implement employee training plans

		

		

		

		



		5. Apply risk management within an organization

		

		

		

		



		6. Define and institutionalize defined processes within an organization

		

		

		

		



		7. Establish defined processes for quality management

		

		

		

		



		· Plan the processes: Generate and maintain quality control operating budgets

		

		

		

		



		· Assist in requirements development: Define client requirements and expectations

		

		

		

		



		· Provide oversight of all phases of the process

		

		

		

		



		· Secure support for the processes

		

		

		

		



		8. Create a strategy to manage resources, suppliers, and enhance employee learning to support the Quality Management System

		

		

		

		



		· Manage resources and suppliers

		

		

		

		



		· Supervise and train employees

		

		

		

		



		9. Develop plans to ensure continual service delivery to support the organizational processes

		

		

		

		



		10. Conduct Performance evaluation of the Quality Management System

		

		

		

		



		11. Identify and optimize performed, managed and defined processes

		

		

		

		



		12. Audit the Quality Management System

		

		

		

		



		13. Implement Cybersecurity Framework

		

		

		

		










RELATED INSTRUCTION OUTLINE

INSPECTOR, QUALITY ASSURANCE

O*NET-SOC CODE:  13-1041.04	RAPIDS CODE:  0992CB



		Related Instruction

		Approximate Hours



		Implement Total Quality Management

		14.5



		Facilitate stakeholder support

		11.5



		Implement the organizational process focus strategy

		5



		Create and implement employee training plans

		1.5



		Apply risk management within an organization

		18.5



		Define and institutionalize defined processes within an organization

		20.5



		Establish defined processes for quality management

		118



		Create a strategy to manage resources, suppliers, and enhance employee learning to

support the Quality Management System

		27



		Develop plans to ensure continual service delivery to support the organizational processes

		33



		Conduct Performance evaluation of the Quality Management System

		43



		Identify and optimize performed, managed and defined processes

		16.5



		Audit the Quality Management System

		18



		Implement Cybersecurity Framework

		5



		Total Hours

		332









3




image2.emf
Office  Manager-Admin Services WPS


Office Manager-Admin Services WPS
WORK PROCESS SCHEDULE

OFFICE MANAGER/ADMIN SERVICES

O*NET-SOC CODE:  11-3011.00	RAPIDS CODE:  1033CB



Office Manager/Admin Services– Task Proficiency Checklist



Field Training – Mentor/Journeyworker has provided training and demonstration of task to the apprentice.

Demonstrates Fundamentals – Apprentice can perform the task with some coaching.

Proficient in Task – Apprentice performs task properly and consistently.

Completion Date – Date apprentice completes final demonstration of competency.



Estimates time of completion:  It is estimated that apprentices will complete the OJL in approximately 3 years. 



		

		Place a check mark in the box when complete.

		



		Competencies

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		1. Manage employees and teams

		

		

		

		



		· Manage teams and teleworkers

		

		

		

		



		· Enforce Disciplinary Actions

		

		

		

		



		· Implement Agile Management in the Workplace

		

		

		

		



		· Manage Change

		

		

		

		



		2. Handle conflict and confrontation

		

		

		

		



		3. Recruit and train employees

		

		

		

		



		4. Foster workplace diversity and respect

		

		

		

		



		5. Ensure all legal and regulatory requirements are met

		

		

		

		



		6. Manage budgets and establish financial controls

		

		

		

		



		7. Establish monitoring and control processes

		

		

		

		



		8. Manage records

		

		

		

		



		9. Implement strategic thinking within the organization

		

		

		

		



		10. Manage processes and projects

		

		

		

		



		· Plan projects and work processes

		

		

		

		



		· Integrate projects and work processes

		

		

		

		



		11. Establish organizational processes and process needs

		

		

		

		



		· Manage the movement of goods into and out of production facilities to ensure efficiency, effectiveness, or sustainability of operations.

		

		

		

		



		· Review and Communicate Company Policies and Objectives

		

		

		

		



		12. Implement total quality management

		

		

		

		



		· Continually develop key managerial skills

		

		

		

		



		· Review and approve requirements

		

		

		

		



		· Distribute responsibilities and resources

		

		

		

		



		· Monitor and evaluate performance

		

		

		

		



		· Coordinate with managers and suppliers

		

		

		

		



		· Plan and implement preventive and corrective actions

		

		

		

		



		13. Foster effective communication and feedback

		

		

		

		



		· Communicate effectively on all levels (top management, peers, employees)

		

		

		

		



		· Provide effective feedback and performance appraisals

		

		

		

		



		14. Measure the Impact of Organizational Improvement

		

		

		

		



		· Assess existing management system

		

		

		

		



		· Develop Organizational Performance Targets

		

		

		

		



		· Set Work Group Performance Targets

		

		

		

		



		· Select Tactics for Improvement

		

		

		

		



		· Collect and report Measurement Results to Interested Parties

		

		

		

		



		15. Audit the Management Systems

		

		

		

		










RELATED INSTRUCTION OUTLINE

OFFICE MANAGER/ADMIN SERVICES

O*NET-SOC CODE:  11-3011.00	RAPIDS CODE:  1033CB



		Related Instruction

		Approximate Hours



		Manage employees and teams

		28



		Handle conflict and confrontation

		20



		Recruit and train employees

		16



		Foster workplace diversity and respect

		7



		Ensure all legal and regulatory requirements are met

		12.5



		Manage budgets and establish financial controls

		19



		Establish monitoring and control processes

		10.5



		Manage records

		2.5



		Implement strategic thinking within the organization

		2



		Manage processes and projects

		31.5



		Establish organizational processes and process needs

		4



		Implement total quality management

		25



		Foster effective communication and feedback

		14



		Measure the Impact of Organizational Improvement

		46



		Audit the Management Systems

		16



		Total Hours

		254
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Safety Inspector-Technician WPS
WORK PROCESS SCHEDULE

SAFETY INSPECTOR/TECHNICIAN

O*NET-SOC CODE:  29-9011.00  RAPIDS CODE:  0707CB



Safety Inspector/Technician– Task Proficiency Checklist



Field Training – Mentor/Journeyworker has provided training and demonstration of task to the apprentice.

Demonstrates Fundamentals – Apprentice can perform the task with some coaching.

Proficient in Task – Apprentice performs task properly and consistently.

Completion Date – Date apprentice completes final demonstration of competency.



Estimates time of completion:  It is estimated that apprentices will complete the OJL in approximately 3 years. 



		

		Place a check mark in the box when complete.

		



		Competencies

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		1. Identify the basis of the Occupational Safety and Health (OHS) Management System.

		

		

		

		



		2. Identify and analyze the context of the organization.

		

		

		

		



		3. Determine the scope of the OHS Management System.

		

		

		

		



		4. Obtain leadership commitment and establish accountability.

		

		

		

		



		5. Prepare to engage workers and assess their participation in the management system.

		

		

		

		



		6. Train the workforce to comply with organizational policies and participate in the OHS management process.

		

		

		

		



		7. Identify and evaluate risks and opportunities.

		

		

		

		



		8. Write the Occupational Health and Safety Policy and establish objectives.

		

		

		

		



		9. Assess and mitigate risks in a timely manner.

		

		

		

		



		10. Effectively communicate with management to gain endorsement for OHS efforts.

		

		

		

		



		11. Record the Occupational Health and Safety Management Process.

		

		

		

		



		12. Design and implement the occupational health and safety management system.

		

		

		

		



		13. Develop and maintain employee health and safety programs.

		

		

		

		



		14. Continually analyze work environments and develop hygiene and asbestos management plans.

		

		

		

		



		15. Collect and analyze potentially toxic materials.

		

		

		

		



		16. Manage change within the context of the OHS management system.

		

		

		

		



		17. Implement risk management within the organization.

		

		

		

		



		18. Manage contractors and outsourcing in the context of the OHS management system.

		

		

		

		



		19. Establish emergency preparedness and response plans.

		

		

		

		



		20. Monitor and update OHS policy, procedures, and processes.		

		

		

		

		



		21. Conduct regular OHS audits.

		

		

		

		



		22. Continually improve OH&S management framework to prevent and resolve incidents and non-conformities

		

		

		

		










RELATED INSTRUCTION OUTLINE

SAFETY INSPECTOR/TECHNICIAN

O*NET-SOC CODE:  29-9011.00  RAPIDS CODE:  0707CB



		Related Instruction

		Approximate Hours



		Identify the basis of the OHS Management System.

		13



		Identify and analyze the context of the organization.

		12



		Determine the scope of the OHS Management System.

		3



		Obtain leadership commitment and establish accountability.

		8.5



		Prepare to engage workers and assess their

participation in the management system.

		3.5



		Train the workforce to comply with organizational policies and participate in the OHS management process.

		8.5



		Identify and evaluate risks and opportunities.

		16



		Write the Occupational Health and Safety Policy and establish objectives.

		13



		Assess and mitigate risks in a timely manner.

		40



		Effectively communicate with management to gain endorsement for OHS efforts

		10



		Record the Occupational Health and Safety

Management Process.

		9



		Design and implement the occupational health and safety management system.

		12.5



		Develop and maintain employee health and safety programs.

		12



		Continually analyze work environments and develop hygiene and asbestos management

plans.

		5



		Collect and analyze potentially toxic materials.

		8



		Manage change within the context of the OHS management system.

		13



		Implement risk management within the organization.

		10



		Manage contractors and outsourcing in the

context of the OHS management system.

		8



		Establish emergency preparedness and response plans.

		12



		Monitor and update OHS policy, procedures, and processes.

		3



		Conduct regular OHS audits.

		10



		Continually improve OH&S management framework to prevent and resolve incidents and

non-conformities

		14



		Total Hours

		244
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