 BULLETIN 2018-04                      	October 26, 2017
	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:  New Apprenticeable Occupations:  Bank Branch Manager; Operations Management; and Risk Consultation

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  new apprenticeable occupations: 
   
			Bank Branch Manager
			O*NET-SOC Code:  11-3031.02
                                         RAPIDS 2.0 Code:   2059HY
                                         Type of Training:  Hybrid

			Operations Management
			O*NET-SOC Code:  11-1021.00
                                         RAPIDS 2.0 Code:   2060HY
                                         Type of Training:  Hybrid

			Risk Consultation
			O*NET-SOC Code:  13-2099.01
                                         RAPIDS 2.0 Code:   2061HY
                                         Type of Training:  Hybrid

BACKGROUND:  Ms. Amy Jarnigan, Program Manager, on behalf of Wells Fargo, submitted the following occupations:  Risk Consultation, Operations Management, and Bank Branch Manager for apprenticeability determination.

Bank Branch Manager responsibilities include: leadership, staff management, staff development and performance, consumer and commercial lending, record keeping, fiduciary responsibilities, customer relations, and financial auditing.

Operations Managers plan, direct, or coordinate the operations of public or private sector organizations. Duties and responsibilities include: formulating policies, managing daily operations, and planning the use of materials and human resources, but are too diverse and general in nature to be classified in any one functional area of management or administration, such as personnel, purchasing, or administrative services.



Risk Consultants develop quantitative financial products used to inform individuals or financial institutions engaged in saving, lending, investing, borrowing, or managing risk.  In addition, risk consultants investigate methods for financial analysis to create mathematical models used to develop improved analytical tools or advanced financial investment instruments.

Bank Branch Manager, Operations Management, and Risk Consultation will be added to the List of Occupations Recognized as apprenticeable by OA when the list is reissued.   Suggested Work Process Schedules and Related Instruction Outlines are attached.

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

ACTION:  OA staff should familiarize themselves with this bulletin and the attached Work Process Schedules and Related Instruction Outlines, 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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ON-THE-JOB LEARNING AND EDUCATION OUTLINE

OPERATIONS MANAGEMENT

(General and Operations Managers)

		O*Net-SOC Code

		RAPIDS 2.0 Code



		11-1021.00

		2060HY







		Wells Fargo Bank Operations Management 

		Minimum 

Hours

		Maximum Hours

		Demonstrated Competency

Date/signed



		Company Orientation

		200

		235

		



		Company Orientation (4.5 wks)

		180

		200

		



		Compliance Training

		20

		35

		



		Leadership

		2,348

		2500

		



		Complete Leadership training and experience

		

		

		



		Operations Administration

		1,760

		2000

		



		Learning functional support roles and experience

		1280

		

		



		Learning upstream and downstream process

		160

		

		



		Learning HR functions

		160

		

		



		Strategy training and execution

		160

		

		



		Customer Service

		10

		85

		



		Complete Culture of Caring and/or Customer Interaction training

		10

		85

		



		Total Hours (Guidelines)

		 4,318

		4,820

		










OPERATIONS MANAGEMENT

(General and Operations Managers)

		O*Net-SOC Code

		RAPIDS 2.0 Code



		11-1021.00

		2060HY







Operations Management– Task Verification 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.



		

		Place a check mark in the box when complete.

		



		Company Orientation

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Company Orientation (4.5 wks)

		

		

		

		



		· Define goal and gain commitment

		

		

		

		



		· Determine roles

· Leader/Mentor/Team member

		

		

		

		



		· Establish timeline for team member and complete program orientation 

		

		

		

		



		· Complete Compliance training

		

		

		

		



		Leadership Experience

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		· Coaching 

		

		

		

		



		· Mentoring 

		

		

		

		



		· Disciplinary procedures

		

		

		

		



		· Interviewing

		

		

		

		



		· Onboarding

		

		

		

		



		· Diversity and Inclusion

		

		

		

		



		· Termination

		

		

		

		



		· Facilitation of staff meetings

		

		

		

		



		· Performance evaluation

		

		

		

		



		· Compensation

		

		

		

		



		· Reporting

		

		

		

		



		· Risk Management

		

		

		

		



		· Emergency procedures

		

		

		

		



		· Recruiting partnership and job folders

		

		

		

		



		Operations Administration

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Learning functional support roles and experience

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Functional learning

		

		

		

		



		· Experience

		

		

		

		



		Learning upstream and downstream process

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Functional learning

		

		

		

		



		· Experience

		

		

		

		



		Learning HR functions

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Set-up a meeting with your HR Business Partner

		

		

		

		



		· Set-up a meeting with Accomodations

		

		

		

		



		· Set up a meeting with Employee Relations

		

		

		

		



		Strategy training and execution

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Functional learning

		

		

		

		



		· Experience

		

		

		

		



		Customer Service

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		· Customer Interaction Program 

		

		

		

		



		· Communicating Across Cultures 

		

		

		

		



		· Working with Difficult People

		

		

		

		



		· Customer Care Philosophy

		

		

		

		



		· Customer Service:  Positive Outcomes

		

		

		

		










JOB RELATED INSTRUCTION

Operations Management

(General and Operations Managers)

		O*Net-SOC Code

		RAPIDS 2.0 Code



		11-1021.00

		2060HY









		Job Related Instruction Topics

		Contact Hours



		Assessing Change for Managers

· Experience Change Management

		1

5



		Basics of Effective Communication

· Experience effective communication

		3

10



		Be an Effective Facilitator

· Experience effective facilitation

		4

10



		Coaching and Feedback in the Moment for Entry Level Managers including Individual Contributors

· Experience coaching & feedback

		16



20



		Communicating Across Cultures

· Experience communicating across cultures

		2

5



		Critical Thinking

· Experience critical thinking or strategy development

		.5

4



		Crucial conversations 

· Experience crucial conversations

		16

10



		Customer Experience Leadership

· Demonstrate customer experience leadership

		20

20



		Diversity & Inclusion Modules 1-4 

· Module 1 – Difference Matters (90 mins)

· Module 2 – Exploring Difference (60 mins)

· Module 3 – Appreciating Difference (4 hrs)

· Module 4 -Managers Leading Inclusively – (7.5 hrs)

· Demonstrate ability to value and manage diversity

		14











20



		Emotional intelligence 

· Demonostrate emotional intelligence

		2

10



		Form 1-9 and E-Verify Training

· Experience 1-9 processing

		.75

.5



		Influence & Persuasion

· Demonstrate ability to persuade and influence

		.5

2



		Interviewer Skills Training

· Demonstrate ability to interview

		1.2

4



		Introduction to Corrective Action

· Demonstrate ability to apply corrective action

		.5

2



		Lead Yourself through Change and Transition for Leaders 

· Demonstrate ability to lead through change

		1.5

10



		Leadership Foundations 

· Demonstrate foundational understanding of leadership culture

		16

10



		Managing Company Change

		2



		Managing Meetings for Productivity and Effectiveness

		1



			Managing within Wells Fargo Employment Policies

		1.5



		Microsoft Office Training

· Getting started w/Word

· Getting started w/Excel

· PPT Basics

· Managing information w/OneNote

		

1

1

1

8



		Mentor/Mentee training

· Mentee experience

· Mentor experience

		1

5

5



		Networking with a Purpose 

		3.5



		Planning and Controlling Budgets

		2



		Presentation and Public Speaking

		12



		Resume writing and Interviewing skills workshop

		1



		Risk Management: Workplace Safety, Security, and Privacy

		1



		Situational Leadership 

		8



		Strategic leadership communications

		2



		StrengthsFinder: Lead Yourself

		2.5



		StrengthsFinder - Lead the team

		4



		Time Tracker Training

· Demonstrate ability to approve time tracker

		.5

1



		The Extraordinary Performer

		8.5



		Transitioning to a manager (EH01-255210)

		8



		Veteran hiring training

		1.5



		WF Attendance & Punctuality Policy for CLG Managers & Supervisors (OC04-008645)

· Demonostrate ability to track attendance

		.5

1



		Total contact hours of Related Instruction for the Operations Manager occupation

		324.95
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ON-THE-JOB LEARNING AND EDUCATION OUTLINE

RISK CONSULTATION

(Financial Quantitative Analysts)



		O*Net-SOCCode

		RAPIDS 2.0 Code



		13-2099.01

		2061HY







		Wells Fargo Bank Risk Consultation 

		Minimum 

Hours

		Maximum Hours

		Demonstrated Competency

Date/signed



		Company Orientation

		200

		235

		



		Company Orientation (4.5 wks)

		180

		200

		



		Compliance Training

		20

		35

		



		Influence Leadership

		1,488

		2,000

		



		Complete influence leadership training and experience

		1,488

		

		



		Consultation Strategies

		1,040

		1,500

		



		Consultation training and experience

		520

		

		



		Strategy training and execution

		520

		

		



		Risk Identification

		1,560

		2,000

		



		Learning functional support roles and experience

		800

		

		



		Learning upstream and downstream process

		240

		

		



		Learning Risk functions

		520

		

		



		Total Hours (Guidelines)

		4,288 

		5,735

		










RISK CONSULTATION

(Financial Quantitative Analysts)

		O*Net-SOC Code

		RAPIDS 2.0 Code



		13-2099.01

		2061HY







Risk Consultation– Task Verification 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.





		

		Place a check mark in the box when complete.

		



		Company Orientation

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Company Orientation (4.5 wks)

		

		

		

		



		· Define goal and gain commitment

		

		

		

		



		· Determine roles

· Leader/Mentor/Team member

		

		

		

		



		· Establish timeline for team member and complete program orientation 

		

		

		

		



		· Complete Compliance training

		

		

		

		



		Influence Leadership Experience

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Facilitation of calls

		

		

		

		



		· Negotiating timelines 

		

		

		

		



		· Setting deadlines

		

		

		

		



		· Follow-up on outstanding tasks

		

		

		

		



		· Risk Management

		

		

		

		



		· Diversity and Inclusion

		

		

		

		



		· Effective communication, verbal and written

		

		

		

		



		· Reporting analysis

		

		

		

		



		· Solves for complex problems, brings issues to resolution, and escalates as necessary to meet timelines.

		

		

		

		



		· Experience

		

		

		

		



		Consultation Strategies

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Consultation training and experience

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Functional learning

		

		

		

		



		· Experience

		

		

		

		



		· Consults with business partners to clarify and define risk  requirements

		

		

		

		



		· Effective consultation

		

		

		

		



		Strategy training and execution

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Functional learning

		

		

		

		



		· Experience

		

		

		

		



		· Develop low profile strategy with increasing complexity over time

		

		

		

		



		· Strategy training

		

		

		

		



		Risk Identification

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		· Communicating Across Cultures 

		

		

		

		



		· Working with Difficult People

		

		

		

		



		· Customer Service:  Positive Outcomes

		

		

		

		



		Learning functional support roles and experience

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Functional learning

		

		

		

		



		· Experience

		

		

		

		



		Learning upstream and downstream process

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Functional learning

		

		

		

		



		· Experience

		

		

		

		



		Learning Risk  functions

		

		

		

		



		· Meet with mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Functional learning

		

		

		

		



		· Experience

		

		

		

		



		· Audit and/or risk functions

		

		

		

		



		· Raise your hand training

		

		

		

		










JOB RELATED EDUCATION

RISK CONSULTATION

(Financial Quantitative Analysts)

		O*Net-SOC Code

		RAPIDS 2.0 Code



		13-2099.01

		2061HY









		Job Related Instruction Topics

		Contact Hours



		Assessing Change for Managers

· Experience Change Management

		1

5



		Basics of Effective Communication

· Experience effective communication

		3

10



		Be an Effective Facilitator

· Experience effective facilitation

		4

10



		Coaching and Feedback in the Moment for Entry Level Managers including Individual Contributors

· Experience coaching & feedback

		16



20



		Communicating Across Cultures

· Experience communicating across cultures

		2

5



		Critical Thinking

· Experience critical thinking or strategy development

		.5

4



		Crucial conversations 

· Experience crucial conversations

		16

10



		Diversity & Inclusion Modules 1-4 

· Module 1 – Difference Matters (90 mins)

· Module 2 – Exploring Difference (60 mins)

· Module 3 – Appreciating Difference (4 hrs)

· Demonstrate ability to value and manage diversity

		7







20



		Emotional intelligence 

· Demonostrate emotional intelligence

		2

10



		Flawless consulting

· Demonstrate ability to consult

		24

24



		Influence & Persuasion

· Demonstrate ability to persuade and influence

		.5

2



		Lead Yourself through Change and Transition for Leaders 

· Demonstrate ability to lead through change

		1.5

10



		Managing Company Change

		2



		Managing Meetings for Productivity and Effectiveness

		1



		Microsoft Office Training

· Getting started w/Word

· Getting started w/Excel

· PPT Basics

· Managing information w/OneNote

		

1

1

1

8



		Mentor/Mentee training

· Mentee experience

· Mentor experience

		1

5

5



		Networking with a Purpose 

		3.5



		Presentation and Public Speaking

		12



		Risk Management: Assessing Risk

· Experience assessing risk

		1

2



		Ris Management: Dealing with Risk

· Experience dealing with risk

		1

2



		Risk Management: Identifying Risk

· Experience identifying risk

		1

2



		Risk Management: Workplace Safety, Security, and Privacy

· Experience risk management

		1

2



		Risk Response & Controls

		2



		Risk University Overview Other Regulations

		1.5



		Situational Leadership 

		8



		Strategic leadership communications

		2



		StrengthsFinder: Lead Yourself

		2.5



		StrengthsFinder - Lead the team

		4



		The Extraordinary Performer

		8.5



		Total contact hours of Related Instruction for the Risk Consultation Occupation

		288.5
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ON-THE-JOB LEARNING AND EDUCATION OUTLINE

BANK BRANCH MANAGER

(Financial Manager, Branch or Department)

		O*Net-SOC Code

		RAPIDS 2.0 Code



		11-3031.02

		2059HY







		Bank Branch Manager 

		Minimum 

Hours

		Maximum Hours

		Demonstrated Competency

Date/signed



		Company Orientation

		200

		230

		



		Company Orientation (4.5 wks)

		180

		200

		



		Compliance Training

		20

		30

		



		Leadership

		2,348

		2500

		



		Complete Leadership training

		

		

		



		Branch Administration

		1,720

		2000

		



		Learning Teller position (16.5 wks)

		660

		

		



		Learning Personal Banker postion (9 wks)

		360

		

		



		Learning Service Manager position (9 wks)

		360

		

		



		Learning Branch Manager position (8.5 wks)

		340

		

		



		Customer Service

		20

		30

		



		Complete Customer Service training

		

		

		



		Total Hours (Guidelines)

		 4,288

		4,760 

		










BANK BRANCH MANAGER

(Financial Manager, Branch or Department)

		O*Net-SOC Code

		RAPIDS 2.0 Code



		11-3031.02

		2059HY







Bank Branch Manager – 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.



		

		Place a check mark in the box when complete.

		



		Company Orientation

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Company Orientation (4.5 wks)

		

		

		

		



		· Define goal and gain commitment

		

		

		

		



		· Determine roles

· Leader/Mentor/Team member

		

		

		

		



		· Establish timeline for team member and complete program orientation including introduction to journaling

		

		

		

		



		· Complete Compliance training

		

		

		

		



		Leadership Experience

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		· Coaching 

		

		

		

		



		· Mentoring 

		

		

		

		



		· Disiplinary procedures

		

		

		

		



		· Interviewing

		

		

		

		



		· Onboarding

		

		

		

		



		· Diversity and Inclusion

		

		

		

		



		· Termination

		

		

		

		



		· Facilitation of staff meetings

		

		

		

		



		· Performance evaluation

		

		

		

		



		· Compensation

		

		

		

		



		· Reporting

		

		

		

		



		· Risk Management

		

		

		

		



		· Robbery procedures

		

		

		

		



		Branch Administration

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		Learning Teller position (16.5 wks)

		

		

		

		



		· Meet mentor

		

		

		

		



		· Establish timeline for experiential activities

		

		

		

		



		· Virtual teller Essential Learning Path (ELP) training

		

		

		

		



		· Teller branch rotation

		

		

		

		



		· Teller debrief/check-in

		

		

		

		



		Learning Personal Banker postion (9 wks)

		

		

		

		



		· Banker Essential Learning Path (ELP) training

		

		

		

		



		· Banker branch rotation

		

		

		

		



		· Personal Banker 2 ELP virtual training

		

		

		

		



		· Business Advocate training self study

		

		

		

		



		· Shadow partners

		

		

		

		



		· BHOB branch rotation

		

		

		

		



		· AHOB branch rotation

		

		

		

		



		· Banker debrief/check-in

		

		

		

		



		Learning Service Manager position (9 wks)

		

		

		

		



		· Service Manager ELP training

		

		

		

		



		· Service Manager branch rotation

		

		

		

		



		· Partner shadowing

		

		

		

		



		· Service Manager debrief/check-in

		

		

		

		



		Learning Branch Manager position (8.5 wks)

		

		

		

		



		· Branch Manager ELP training

		

		

		

		



		· Branch Manager branch shadow

		

		

		

		



		· Apprentice MPP  and readiness for BM role upon graduation evaluated

		

		

		

		



		Customer Service

		Field Training

		Demonstrates Fundamentals

		Proficient in Task

		Completion Date



		· Professionalism in Banking 

		

		

		

		



		· Hands on Banking

		

		

		

		



		· Communicating Across Cultures 

		

		

		

		



		· Working with Difficult People

		

		

		

		



		· Customer Care Philosophy

		

		

		

		



		· Customer Service:  Positive Outcomes

		

		

		

		










JOB RELATED EDUCATION

BANK BRANCH MANAGER

(Financial Manager, Branch or Department)

		O*Net-SOC Code

		RAPIDS 2.0  Code



		11-3031.02

		2059HY









		Job Related Instruction Topics

		Contact Hours



		Assessing Change for Managers

· Experience Change Management

		1

5



		Basics of Effective Communication

· Experience effective communication

		3

10



		Be an Effective Facilitator

· Experience effective facilitation

		4

10



		Coaching and Feedback in the Moment for Entry Level Managers including Individual Contributors

· Experience coaching & feedback

		16



20



		Communicating Across Cultures

· Experience communicating across cultures

		2

5



		Critical Thinking

· Experience critical thinking or strategy development

		.5

4



		Crucial conversations 

· Experience crucial conversations

		16

10



		Customer Experience Leadership

· Demonostrate customer experience leadership

		20

20



		Diversity & Inclusion Modules 1-4 

· Module 1 – Difference Matters (90 mins)

· Module 2 – Exploring Difference (60 mins)

· Module 3 – Appreciating Difference (4 hrs)

· Module 4 - Managers Leading Inclusively – (7.5 hrs)

· Demonstrate ability to value and manage diversity

		14











20



		Emotional intelligence 

· Demonostrate emotional intelligence

		2

10



		Form 1-9 and E-Verify Training

· Experience 1-9 processing

		.75

.5



		Influence & Persuasion

· Demonstrate ability to persuade and influence

		.5

2



		Interviewer Skills Training

· Demonostrate ability to interview

		1.2

4



		Introduction to Corrective Action

· Demonostrate ability to apply corrective action

		.5

2



		Lead Yourself through Change and Transition for Leaders 

· Demonstrate ability to lead through change

		1.5

10



		Leadership Foundations 

· Demonostrate foundational understanding of leadership culture

		16

10



		Managing Company Change

		2



		Managing Meetings for Productivity and Effectiveness

		1



			Managing within Wells Fargo Employment Policies

		1.5



		Microsoft Office Training

· Getting started w/Word

· Getting started w/Excel

· PPT Basics

· Managing information w/OneNote

		

1

1

1

8



		Mentor/Mentee training

· Mentee experience

· Mentor experience

		1

5

5



		Networking with a Purpose 

		3.5



		Planning and Controlling Budgets

		2



		Presentation and Public Speaking

		12



		Resume writing and Interviewing skills workshop

		1



		Risk Management: Workplace Safety, Security, and Privacy

		1



		Situational Leadership 

		8



		Strategic leadership communications

		2



		StregthsFinder: Lead Yourself

		2.5



		StrengthsFinder - Lead the team

		4



		Time Tracker Training

· Demonstrate ability to approve time tracker

		.5

1



		The Extraordinary Performer

		8.5



		Transitioning to a manager (EH01-255210)

		8



		Veteran hiring training

		1.5



		WF Attendance & Punctuality Policy for CLG Managers & Supervisors (OC04-008645)

· Demonostrate ability to track attendance

		.5

1



		Total contact hours of related instruction for the Bank Branch Manager occupation

		324.95
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