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CCP FOR FOOD SERVICES ASSISTANTS
APPLICATION FORM

	Section A: Instructions 

	1) All fields are to be completed
2) The approval of this application is at the sole discretion of Workforce Singapore (WSG). WSG is not obliged to state the reasons for its decision.		
3) By submitting the application to WSG, the Company declares that the information provided/attached is true and accurate.		
4) WSG may audit the relevant documents submitted by the Company from time to time. The Company is expected to render full assistance upon request.

	[bookmark: _Hlk42268928]Section B: Company’s Information 

	Registered Business Name
	

	Company’s Address
	

	
	

	Business UEN
	

	Current Workforce Size
	

	Name of Contact Person
(Overseeing the CCP for Food Services Assistants Programme)
	

	Designation
	

	Email
	

	Contact Number
	

	Section C: Job Redesign (JR) Project Details 
(Responses to the following questions are compulsory)

	What is the Company’s overall transformation plan?
	· Why is there a need for transformation? What are the current challenges faced by the Company?
· What has the Company done/plan to do to transform? What is the current state vs. future state?
· What are the solutions the Company has adopted/plans to adopt to support the transformation and enable job redesign? 


	Please provide an overview of the job redesign project.  
	· What is the impact of the business transformation on jobs? What are the capability gaps that the Company has identified?
· How would the redesigned job roles support the company’s transformation? 
· How would the job redesign project support the Company in achieving: 
· A stronger Singaporean core,
· Lean manpower, and
· Higher quality workforce





	What are the job roles identified for redesign and how will they be impacted? 
	· Please complete the enclosed Job Redesign Plan and Trainee Details template (Annex A).



	What is the the career and/or wage progression pathway for the redesigned jobs?
	· What is the career and wage progression plan for the redesigned jobs?



[bookmark: _Hlk42269018]
	Please answer the following questions before submission to WSG (please tick off)

	1. My Company is registered or incorporated in Singapore.
	 Yes    

	 No




	2. My Company is able to offer redesigned job role(s) that fulfils at least one of these job redesign outcomes.
	
Job Enlargement

	 
Job Enrichment
	 
Job Reconfiguration
	 
Improved Wages
	 
Improvements to Working Conditions





	3. The redesigned job role(s) offer monthly gross salaries of at least $1,700.
	 Yes    

	 No




	4. My Company acknowledges that the redesign job(s) on this programme are not meant to support ad-hoc staff redeployment, direct promotion or business-as-usual training related to existing job functions.
	 Yes    

	 No




	5. My Company has undertaken cost cutting measures within last 6 months that resulted in more than 25% reduction in i) gross monthly salary for local employees; and/or ii) basic monthly salary for foreign employees.
	 Yes    

	 No


If yes, please share on the roles which underwent cost cutting:

____________________________________________________________________________________

6a. My Company has undertaken a retrenchment exercise involving at least 5 employees within the last 6 months.
	 Yes    

	 No


6b. If you have answered “Yes” to (6a) above, are the attachments applied for under the CCP for Food Services Assistants Programme similar to the impacted job roles of employees affected by retrenchment exercises?

	 Yes    

	 No








	Section D: Documents Required

	Please ensure the following supporting documents are completed before submission: (please tick off)

	 The CCP for Food Services Assistants Programme application form, signed by one of the following personnel such as the Organisation’s owner, shareholder, directors, amongst others or a representative from senior management.	
 Job Redesign Plan and Trainee Details (Annex A) via the appended Excel document 
 Latest ACRA bizFile has been attached 
		

	Please have the following supporting documents ready before submission of claims:

	· Completed Job Redesign Plan and Trainee Details (Annex A)
· Payslips/Salary Records corresponding with the claim period with the following details:
a. Name of employee and NRIC number 
b. Monthly gross salary of at least $1,700
c. On-the-job (OJT) training plan/ Logbook		



	I confirm that information provided in this application is true and accurate and acknowledge that it will be used by WSG to evaluate my application for the CCP for Food Services Assistants Programme for the Food Services Industry funded by WSG.


	Name:
Designation:
Name of Organisation:
Date: 
	Signature:








For Official Use Only (not to be filled by applicant):
	PM/ESG’s Assessment

	











	WSG’s Evaluation

	☐ Approved		☐ Not Approved
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Annex A_JR Plan and Trainee Details Template_Draft_v06.xlsx
Proposal Template

		Job Redesign Plan 

		Instructions

		1) Please ensure the Job Redesign Plan fields are completed 
2) Host Companies are to ensure Development Plan submitted is adhere to and complete by the end of the Traineeship programme		
3) WSG may audit the relevant documents submitted by the Company from time to time. The Company is expected to render full assistance upon request.

		Current Job Title: 				Service Crew / Server / Waiter / Waitress 

		Redesigned Job Title: 

		No. of Staff Impacted:

		Type of redesign:

		5 Current Main Job Functions 
(select from dropdown list): 				1)		Takes and serve food and beverage orders 

						2)

						3)

						4)

						5)



		S/N 		Redesigned Job Function(s) 						Explain the productivity improvements made that would allow the workers to take on the redesign job function(s)		Skills and Competencies Training Required
To indicate classroom or OJT 		Proposed Trainer 		Training Duration
(Weeks / Months)
To be aligned to each of the expected outcomes stated		Career progression opportunities 		Wage progression opportunities

				Work Functions		Key Tasks 

		1		Cook 						The implementation of the e-ordering system resulting in 20% man-hour savings for the service crew as they can now take and submit orders on the spot, which the kitchen would then receive them instantaneously. 		OJT: XXX				XXX hours 		What are other job roles that the trainee can take on if  he/she continues to progress in this career? 		What are the corresponding wage progression opportunities if the trainee continues to progress in this career? 

		2

		3

		4

		5

		6

		7

		8

		9

		10





Trainee Details

		To be completed during application																												For Internal Processing								To be completed during monthly reporting		To be completed during claim processing																						To be completed at end of programme

								Cells in yellow are mandatory for scheme application

		S/No. 		Name of Trainee 		NRIC No		Singapore Citizen / Permanent Resident		Age		Highest Qualification		Date of Hire

MM-YYYY		Last drawn salary / Salary before Job Redesign		Last job title/ Job title before JR		Last Job SSOC		Job Title after Job Redesign		New SSOC		Company Name		Company UEN		Funding Rate
(70%  or 90%)
		Expected Salary Support per mth
		Funding Cap Amount
($2,000/$3,000)		Amount expected to be disbursed		Training Start Date		Funding Start Date		Funding End Date		Month of claim		No of working days in the month
[a]		No of training days in the month
[b]		No of training days / No of working days 
[c] = 
[b] / [a]		Salary
[d]		Funding Rate
(70%  or 90%)
 [e]		Salary Support
[f] = [c] x [d] x [e]		Funding Cap Amount
($2,000/$3,000)		Amount to be disbursed		Job Title after Job Redesign (if different from Column M)		Salary after Job Redesign

		1																														$0				0								e.g. Jan 2021						ERROR:#DIV/0!						ERROR:#DIV/0!				ERROR:#DIV/0!

																																												e.g. Feb 2021						ERROR:#DIV/0!						ERROR:#DIV/0!

																																												e.g. Mar 2021						ERROR:#DIV/0!						ERROR:#DIV/0!

		2																														$0				0														ERROR:#DIV/0!						ERROR:#DIV/0!				ERROR:#DIV/0!

																																																		ERROR:#DIV/0!						ERROR:#DIV/0!

																																																		ERROR:#DIV/0!						ERROR:#DIV/0!

		3																														$0				0														ERROR:#DIV/0!						ERROR:#DIV/0!				ERROR:#DIV/0!

																																																		ERROR:#DIV/0!						ERROR:#DIV/0!

																																																		ERROR:#DIV/0!						ERROR:#DIV/0!

		4																														$0				0														ERROR:#DIV/0!						ERROR:#DIV/0!				ERROR:#DIV/0!

																																																		ERROR:#DIV/0!						ERROR:#DIV/0!

																																																		ERROR:#DIV/0!						ERROR:#DIV/0!

		5																														$0				0														ERROR:#DIV/0!						ERROR:#DIV/0!				ERROR:#DIV/0!

																																																		ERROR:#DIV/0!						ERROR:#DIV/0!

																																																		ERROR:#DIV/0!						ERROR:#DIV/0!







































































































































































































































































































SSOC codes

		11- LEGISLATORS, SENIOR OFFICIALS AND MANAGERS

		12 - ADMINISTRATIVE AND COMMERCIAL MANAGERS

		13 - PRODUCTION AND SPECIALISED SERVICES MANAGERS

		14 - HOSPITALITY, RETAIL AND RELATED SERVICES MANAGERS

		21 - SCIENCE AND ENGINEERING PROFESSIONALS

		22 - HEALTH PROFESSIONALS

		23 - TEACHING AND TRAINING PROFESSIONALS

		24 - BUSINESS AND ADMINISTRATION PROFESSIONALS

		25 - INFORMATION AND COMMUNICATIONS TECHNOLOGY PROFESSIONALS

		26 - LEGAL, SOCIAL AND CULTURAL PROFESSIONALS

		29 - OTHER PROFESSIONALS NOT ELSEWHERE CLASSIFIED

		31 - PHYSICAL AND ENGINEERING SCIENCE ASSOCIATE PROFESSIONALS

		32 - HEALTH ASSOCIATE PROFESSIONALS

		33 - BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS

		34 - LEGAL, SOCIAL, CULTURAL AND RELATED ASSOCIATE PROFESSIONALS

		35 - INFORMATION AND COMMUNICATIONS TECHNICIANS

		39 - OTHER ASSOCIATE PROFESSIONALS NOT ELSEWHERE CLASSIFIED

		40 - CLERICAL SUPERVISORS

		41- GENERAL AND KEYBOARD CLERKS

		42- CUSTOMER SERVICES OFFICERS AND CLERKS

		43- NUMERICAL AND MATERIAL - RECORDING CLERKS

		44- OTHER CLERICAL SUPPORT WORKERS

		51- PERSONAL SERVICE WORKERS

		52- SALES WORKERS

		53- PERSONAL CARE WORKERS

		54- PROTECTIVE SERVICES WORKERS

		59- SERVICE WORKERS NOT ELSEWHERE CLASSIFIED

		61- AGRICULTURAL WORKERS

		62- FISHERY WORKERS

		71- BUILDING AND RELATED TRADES WORKERS, EXCLUDING ELECTRICIANS

		72- METAL, MACHINERY AND RELATED TRADES WORKERS

		73- PRECISION, HANDICRAFT, PRINTING AND RELATED TRADES WORKERS

		74- ELECTRICAL AND ELECTRONIC TRADES WORKERS

		75- FOOD PROCESSING, WOODWORKING, GARMENT, LEATHER AND OTHER CRAFT AND RELATED TRADES

		81- STATIONARY PLANT AND MACHINE OPERATORS

		82- ASSEMBLERS AND QUALITY CHECKERS

		83- DRIVERS AND MOBILE MACHINERY OPERATORS

		91- CLEANERS AND RELATED WORKERS

		92- AGRICULTURAL, FISHERY AND RELATED LABOURERS

		93- LABOURERS AND RELATED WORKERS

		94 - FOOD PREPARATION AND KITCHEN ASSISTANTS

		96- WASTE AND RECYCLABLES COLLECTION WORKER AND OTHER ELEMENTARY WORKERS





Sheet1

		11- LEGISLATORS, SENIOR OFFICIALS AND MANAGERS

		12 - ADMINISTRATIVE AND COMMERCIAL MANAGERS

		13 - PRODUCTION AND SPECIALISED SERVICES MANAGERS

		14 - HOSPITALITY, RETAIL AND RELATED SERVICES MANAGERS

		21 - SCIENCE AND ENGINEERING PROFESSIONALS

		22 - HEALTH PROFESSIONALS

		23 - TEACHING AND TRAINING PROFESSIONALS

		24 - BUSINESS AND ADMINISTRATION PROFESSIONALS

		25 - INFORMATION AND COMMUNICATIONS TECHNOLOGY PROFESSIONALS

		26 - LEGAL, SOCIAL AND CULTURAL PROFESSIONALS

		29 - OTHER PROFESSIONALS NOT ELSEWHERE CLASSIFIED

		31 - PHYSICAL AND ENGINEERING SCIENCE ASSOCIATE PROFESSIONALS

		32 - HEALTH ASSOCIATE PROFESSIONALS

		33 - BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS

		34 - LEGAL, SOCIAL, CULTURAL AND RELATED ASSOCIATE PROFESSIONALS

		35 - INFORMATION AND COMMUNICATIONS TECHNICIANS

		39 - OTHER ASSOCIATE PROFESSIONALS NOT ELSEWHERE CLASSIFIED

		40 - CLERICAL SUPERVISORS

		41- GENERAL AND KEYBOARD CLERKS

		42- CUSTOMER SERVICES OFFICERS AND CLERKS

		43- NUMERICAL AND MATERIAL - RECORDING CLERKS

		44- OTHER CLERICAL SUPPORT WORKERS

		51- PERSONAL SERVICE WORKERS

		52- SALES WORKERS

		53- PERSONAL CARE WORKERS

		54- PROTECTIVE SERVICES WORKERS

		59- SERVICE WORKERS NOT ELSEWHERE CLASSIFIED

		61- AGRICULTURAL WORKERS

		62- FISHERY WORKERS

		71- BUILDING AND RELATED TRADES WORKERS, EXCLUDING ELECTRICIANS

		72- METAL, MACHINERY AND RELATED TRADES WORKERS

		73- PRECISION, HANDICRAFT, PRINTING AND RELATED TRADES WORKERS

		74- ELECTRICAL AND ELECTRONIC TRADES WORKERS

		75- FOOD PROCESSING, WOODWORKING, GARMENT, LEATHER AND OTHER CRAFT AND RELATED TRADES

		81- STATIONARY PLANT AND MACHINE OPERATORS

		82- ASSEMBLERS AND QUALITY CHECKERS

		83- DRIVERS AND MOBILE MACHINERY OPERATORS

		91- CLEANERS AND RELATED WORKERS

		92- AGRICULTURAL, FISHERY AND RELATED LABOURERS

		93- LABOURERS AND RELATED WORKERS

		94 - FOOD PREPARATION AND KITCHEN ASSISTANTS

		96- WASTE AND RECYCLABLES COLLECTION WORKER AND OTHER ELEMENTARY WORKERS

		Singapore Citizen

		Permanent Resident

		Employed

		Unemployed for less than 6 months

		Unemployed for 6 months or more

		No formal qualification

		PSLE and below

		Lower Secondary

		GCE 'N' Level or equivalent

		GCE 'O' Level or equivalent

		GCE 'A' Level or equivalent

		Nitec and Higher Nitec

		Diploma

		Professional Certifications

		Degree

		Post Graduate Diploma

		Master

		Doctorate

		Other Education

		Server 		Host		Supervisor		Cook 

		Operate Point of Sales (POS) Systems 		Monitor the guest waiting list from time to time to manage customers' waiting time		Manage reservations and allocation of customers to seats 		Prepare mise en place

		Set tables and stations for service 		Allocate seats to customers by processing collated reservations		Check in with customers to assess customers' satisfaction levels for customer experience improvement		Package food products for takeaway

		Escort customers to their allocated, reserved or available seats		Address customers' feedback  		Inspect the adherence of customer service standards 		Clean utensils and work areas at the start and end of work shift

		Address customers' queries on food and beverages		Support staff's adherence to the organisation's Standard Operating Procedures (SOPs) 		Analyse customers' feedback to ascertain customer service delivery gaps 		Perform day-to-day operations in the kitchen

		Suggest food and beverages to customers		Perform opening, operating and closing of shifts		Monitor the execution of initiatives under customer loyalty strategies		Execute daily operational tasks according to staff roster

		Takes and serve food and beverage orders 		Execute daily operational tasks according to staff roster		Plan staff scheduling based on operational needs		Assist in the record of inventory and supplies

		Assist in opening, operating and closing of shifts		Maintain records of inventory replenishing at service stations		Monitor inventory at service stations		Contribute ideas in new recipes

		Escalate feedback on current work processes and procedure		Carry out crisis response and recovery activities in accordance with business continuity policies		Implement strategies to achieve sales targets		Provide current work processes and procedures with supervisors during process improvement reviews

		Suggest areas for continuous improvement within work area		Execute continuous improvement activities within work area		Conduct daily reconciliation of sales		Suggest areas for continuous improvement within workstation

		Execute continuous improvement activities within work area		Operate emerging technology and tools to improve work productivity		Assist in interviewing new staff as part of recruitment efforts		Execute continuous improvement activities within workstation

		Operate emerging technology and tools to improve work productivity		Others (please indicate):		Provide on-the-job training and performance evaluation to subordinates		Operate emerging technology and tools to improve work productivity

		Others (please indicate):				Conduct data collection for process improvement reviews to determine the effectiveness of work processes and procedures		Escalate feedback on service challenges through proper escalation channels

						Suggest areas for continuous improvement within the team

						Implement continuous improvement activities within the team

						Guide staff in the usage of emerging technology and tools to improve work productivity

						Others (please indicate):

		Cook 

		Prepare mise en place

		Package food products for takeaway

		Clean utensils and work areas at the start and end of work shift

		Perform day-to-day operations in the kitchen

		Execute daily operational tasks according to staff roster

		Assist in the record of inventory and supplies

		Contribute ideas in new recipes

		Provide current work processes and procedures with supervisors during process improvement reviews

		Suggest areas for continuous improvement within workstation

		Execute continuous improvement activities within workstation

		Operate emerging technology and tools to improve work productivity

		Escalate feedback on service challenges through proper escalation channels
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