 ATTACHMENT E
Massachusetts On-the-Job Training (OJT)

OJT Pre-Contract Form (Example)
CONTACT INFORMATION 
	Date Submitted: 4/14/11

	Primary Operator/Fiscal Agent: Greater New Bedford Workforce Investment Board

	Primary Operator Contact Person: Donna Ramos 

	Career Center Name: The Massachusetts Career Center 

	Career Center Contact Person (SPoC): Cheryl Scott

	Contact Person (SPoC) Phone: (617) 626-6107

	Employer Name: Skip & Rox, Inc
	Employer MOSES ID: 1234567

	Employer Phone #: (555) 555-5555
	Employer Fax #: (555) 555-5554

	OJT Training Address: 1234 Main Street, Anywhere, MA 00000

	Trainee Name: Ojtina Trainey
	MOSES ID#: 12345678

	Is the Trainee long-term unemployed?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


ON-THE-JOB TRAINING DETAILS

	OJT Position Title
	Accounting Clerk

	O*NET SOC #:
	43-3031.00

	O*NET Job Zone:
	3

	SVP Level
	6.0 to 7.0

	OJT Start Date
	4/18/11

	OJT End Date
	10/5/11

	Training Hours
	960

	Number of Training Weeks
	24

	Hourly Rate
	$18.00/hr

	Reimbursement Rate
	75 %

	Total Contract Amount
	$12,960

	Support Services
	$ 0

	Additional Information: n/a


	I hereby certify that the information contained herein is, to the best of my knowledge, true and correct.

	Career Center Staff Signature: [staff signature here]
	Date: 4/15/11

	Type/Print Name: Igetthem Jobs
	Title: Job Developer
	Career Center: The MA Career Center


SKILL GAP ANALYSIS 

	Required Skills for OJT Position
	Candidate

Skill Level
	How Skill Level Determined

SA = Self Attestation

AR = Assessment Results (please specify assessment instrument used)
O = Other (please specify)
	Notes / Explanation

	Payroll transaction recording
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina does not have experience with this skill/function.

	Record Keeping and Reporting (preparing and analyzing accounting records, financial data and reporting)
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina took an Intro to Accounting course 5 years ago where she had some exposure to preparing and analyzing financial data.

	Establishing accounting tables
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina has no experience establishing accounting tables.

	Knowledge of Quickbooks to develop, modify, and document records
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Assessment Results
	Ojtina scored 40% on an employer-administered Quickbooks proficiency test.  She was familiar with some concepts, but not all. 

	Preparing amortization and depreciation schedules
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina has some knowledge from the Intro to Accounting course.

	Analyzing budgets for cost projections, and budget vs. actual comparisons
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina has some knowledge of this from the Intro to Accounting course.

	Preparing and adjusting journal entries
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina does not have experience with this skill/function.

	Reconciling accounts
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina does not have experience with this skill/function.

	Conducting year-end balance sheet audits
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina does not have experience with this skill/function.

	Tax preparation
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Self Attestation
	Ojtina took a tax preparation course at H&R Block 2 years ago.

	Public Speaking 
	 FORMCHECKBOX 
 Unskilled
 FORMCHECKBOX 
 Some Skill

 FORMCHECKBOX 
 Skilled
	Other (demonstration)
	As part of her interview, Ojtina gave a mock presentation.  The employer determined she is a skilled presenter.

	Estimated Total Training Hours:
	960 hours
	


   Add additional rows or sheets as necessary
	I agree that this form is an accurate reflection of my skill level in relation to the potential On-the-Job Training position in question.

	OJT Candidate Signature: [Trainee signature here]
	Type/Print Name: Ojtina Trainey
	Date: 4/1/11


