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	Subject:  New Apprenticeable Occupation:  Operations Assistant 
Code: 200.1     

	Symbols: DPQSP/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 new apprenticeable occupation: 
                                         Operations Assistant 
                                         O*NET-SOC Code:  13-1199.03 
                                         RAPIDS Code:  2049CB
                                         Type of Training:  Competency-Based     
BACKGROUND:  Mr. Matthew Lauer, Global Head of Public Affairs and Communications, on behalf of Mercuria Energy Trading, Inc., submitted the following occupation:  Operations Assistant for apprenticeability determination.
Operations Assistants perform duties related to settlements, confirmations, trade support, contracts administration, scheduling, and the general operations of physical and financial commodity transactions.  
Operations Assistant will be added to the List of Occupations Recognized as Apprenticeable by OA when the list is reissued. A suggested Work Process Schedule and Related Instruction Outlines are attached.

If you have any questions, please contact the Dallas Office of Apprenticeship, Regional Director Dudley Light, (972) 850-4682, or Kirk Jefferson, Apprenticeship and Training Representative at (202) 693-3399.  
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.
NOTE:  This bulletin is being sent via electronic mail.

Attachments  
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WORK PROCESS SCHEDULE


OPERATIONS ASSISTANT (ENERGY)


O*NET-SOC CODE: 13-1199.03        RAPIDS CODE:  2049CB

Position Overview


This role will work in one or more areas of the company’s operations group to include, but not limited to, performing duties related to Settlements, Confirmations, Trade Support, Contracts Administration, Scheduling, and the general Operations of physical and financial commodity transactions.  The objective is to provide an opportunity for the Apprentice to obtain competencies in more than one area of companies Operations. 


The table below identifies the basic duties and list of competencies to support the specific duty assigned to the apprentice.  The superviser will sign-off on each competency once the apprentice has completed all related instruction and the  supervisor has  appraised the work performed verifying that the apprentice has successfully performed the work to the sponsors satisfaction.   Each competency listed below has three specific steps, (level 1, level 2 and level 3).  Each apprentice will complete the various steps as outlined below in order to complete the individual competency.  At each level, a supervisor will identify and approve the individual apprentice’s progress before moving on to the next level in each competency.  


Level one (1) apprentices will have a “working knowledge” of the required work processes, however they may not have received formal training or education.  The apprentice will have a general idea of subject and or concepts, but unlikely to have applied knowledge in the past.  In order to proceed to level two, the apprentice will be required to successfully complete the related training and have a supervisor evaluate their progress on the job.  


Level two (2) apprentices will have a “thorough knowledge” of the required work and completed the level one evaluation process and have a supervisor sign off on their completion of the level one competency requirements.  This includes completing the formal training and demonstrated the ability to apply such learning as demonstrated in their assigned work with.  They will be able to perform the task with limited supervision and oversight.  In order to proceed to level three, the apprentice must have completed the related training and demonstrated the ability to apply the principles of the various competencies in their assigned work load.  This would include demonstrating a working knowledge of all work processes for each competency.


Level three (3) apprentices will complete all related training and/or education in the subject matter.  They will be able to demonstrate a thorough knowledge of all the competencies by applying the training, skills, and/or knowledge to their daily work.  Apprentices must display extensive knowledge of the subject and/or concept which is clearly demonstrated at a high level in his/her work.  The supervisor/mentor, after a review of the work processes, must sign off on each competency confirming that the apprentice has clearly demonstrated the apprentice has completed all training and demonstrated an “expert knowledge” of the various competencies to be a fully qualified Operations Assistant.


On-the-Job Learning


		METI Operations Area

		Competencies

		Level 1

		Level 2

		Level 3

		Supervisor’s Sign-off

		Approval Date



		Settlements

		Reconciliation of invoice details against risk systems and ancillary documents

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		

		Ability to manage the settlement of transactions in accordance with contractual obligations. 

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		

		Ability to investigate and resolve cash breaks following settlement.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		Confirmations 

		Ability to draft of confirmations as governed by a variety of Master Agreements to ensure accuracy and completeness of trade and other contractual terms

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		

		Ability to ensure timely execution of transactions on electronic confirmation matching platforms.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		

		Ability to track confirmations through various lifecycle events to ensure dual execution in a timely basis.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		Trade Support

		Effectively analyze and manage trade capture parameters as a risk control and mitigation function.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		Contracts Administration

		Ability to read, understand, and potentially negotiate contracts as they relate to standard industry and/or internal General Terms and Conditions.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		

		Ability to daft contracts to ensure accuracy and completeness of trade and other contractual terms

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		

		Ability to ensure timely execution of transactions on electronic confirmation matching platforms.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		METI Operations Area

		Competencies

		Level 1

		Level 2

		Level 3

		Supervisor’s Sign-off

		Approval Date



		Scheduling

		Ability to effectively communicate with internal and external parties related to the scheduling of movement and ultimate delivery of physical commodity products.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		

		Ability to effectively schedule and nominate physical commodity products and to monitor and update applicable scheduling systems.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		



		General Operations

		Effectively interface with others outside of the METI operations group to include, but not limited to, Legal, Tax, Credit, Accounting, Trade Finance, and external counter-parties.

		Working Knowledge

		Thorough Knowledge

		Expert Knowledge

		

		





RELATED TRAINING SCHEDULE


OPERATIONS ASSISTANT (ENERGY)


O*NET-SOC CODE: 13-1199.03        RAPIDS CODE:  2049CB

		Information Technology Data Analyst



		Course Title or Equivalent

		Approximate Hours



		Business Principles

		24



		Energy Trading - Basics


		10



		Risk Management – Basics

		10



		General Overview of the Commodity Trading Business

		10



		

		



		General Overview of Operations and/or Risk Management

		10



		Excel – Entry and/or Intermediate

		5



		Economics  - Basics

		10



		Business Management –Basics

		10



		Effective Communications  - Basics

		10



		Accounting – Basics

		10



		Contract Understanding – Basics

		10



		Settlements, Confirmation, Clearing, Pricing and/or Scheduling _ Basics

		15



		Lunch and Learn Series

		10



		Total Hours

		144
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