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Workforce Connections 

 
A4 - Workforce Development Specialist 

O-NET Code: 13-1151.00   RAPIDS Code: 2042CB 
Competency-based Apprenticeship Program 

 

Form 5910 – Application for Approval On-the-Job 
Training & Apprenticeship 

 
Nevada State Apprenticeship Council Program 
Description 
 
Apprenticeship OJT and Related Technical 
Instruction (RTI) Information Check List 
 
Appendix A4 – Work Process Schedule & RTI Outline 
 
Performance Review and Wage Schedule Matrix 
 

  



FORM 5910

STATE OF NEVADA

Nevada State Apprenticeship Council

APPLICATION FOR APPROVAL
ON THE JOB TRAINING & APPRENTICESHIP

Program Name Program #

Address City State/Zip Telephone

Contact Person Title Type of Program: Sic Code

EIN # Email Address:

Type of Action:  (Check One)
A. Wage Increase                 
B. Revision of Standards       
C. New Occupation
D. New Program

Type of Program:   (Check One)
A. Individual Union                    
B. Individual Non Union
C. Group Union
D. Group Non Union
E.   If Union Bargaining Unit

Journey Workers (JW)
A.  No. JW
B.  No. of Employers

Pay Period (Circle One)
Weekly              
Bi-Weekly          
Semi Monthly    

Pay Increases (Months) 
3 6 12 Other

TRADE INFORMATION

Occupation (use separate form for 
each occupation)

Term (OJT 
hours)

RTI 
(Classroom 
hours)

# Of Journey
workers

# Of 
Apprentices in 
Training

Journey
worker Hourly 
Rate

Days per 
Week

HOURLY APPRENTICE WAGES BY PERIOD (Excluding Benefits) Top Line Dollar Amounts Bottom Line Percentages

Occupation 1ST 2ND 3RD 4TH 5TH 6TH 7TH 8TH 9TH 10TH

$ $ $ $ $ $ $ $ $ $

% % % % % % % % % %

Date Signature of Program Coordinator

DO NOT WRITE BELOW THIS LINE

Approved:

Disapproved: Secretary Director of Apprenticeship                                        Date

WC Workforce Development Specialist

6330 West Charleston Boulevard, Suite 150

Debra Collins

Las Vegas NV 89146 702-638-8750

Sr. Program Manager Competency-based

dcollins@nvworkforceconnections.org

X X

9
50

X

1442000 50 TBD $14.00 5Workforce Development Specialist
(2042CB)

Workforce Development Specialist
(2042CB)

13.00 13.50 14.00

 92 96 100



Nevada State Apprenticeship Council Program Description 

Date: ____2-6-18______ Program Name: ____Workforce Development Specialist_____ 
 
Status:  X_ New Program           Revision (to Program #: _____________) 
 
Sponsor’s Name:     ____Workforce Connections________________________                    
 
Address:    ________6330 West Charleston Suite 150____________________      
 
City:   ___Las Vegas____      County: ____Clark___    State:  NV       Zip:   _____89146_____ 
 
Sponsor’s Contact Name:  ______Debra Collins_______________                                                              
 
Telephone Number:  _________702-638-8774________          Extension:       
 
FAX Number:  ______702-638-8774____________          
 
E-MAIL:  ___ dcollins@nvworkforceconnections.org________              
 
NAICS Code:  ______624310__    (www.naics.com/) 
 
EIN Number: ______88-0467645__   
 
Program Type:   (1)      Individual Non-Joint (one company no union)  

   (2)      Individual Joint (one company with union)    
                            (4)  X  Group Non-Joint (more than one company no union)  
  (3)      Group Joint (more than one company with union) 
                             
Name of Bargaining Agency / Union (if applicable): _______________________        
 
CBA Waiver:        Yes               No 
 
ATC:        Yes               No 
 
 
 
REMARKS:                                  
 
  

                                                      
                                                                                   



Nevada State Apprenticeship Council Program Description 

 Sponsor’s Name: __Workforce Connections_____________ 
 

OCCUPATION DATA (one page for each occupation) 
 
Occupation /Trade Name:   ____Workforce Development Specialist__________      
 
 
ONET-Code: ___13-1151_     Occupation RAPIDS Code:  ___2042CB_____   (REQUIRED) 
 
Type:    ____Time-based      ___X_ Competency-based     ____  Hybrid 
 
Term Length (Hours): __2000_____     Probationary Length: __500_______                       
 
Total Employers:  __9_____ 
 
Total Journeyworker: ___50___  
 
Total Anticipated Apprentices:  _36______   
 
Minimum Apprentice Starting Wage: ___$13.00/hr___________         
 
Minimum Journeyworker Starting Wage:  ____$14.00/hr____________ 
 

 
RELATED TECHNICAL INSTRUCTION 
 
Instruction Method:    X     Classroom           Shop        X   Online / Correspondence 
 
Instruction Provider:       Vocational Education          Community College        Sponsor      X   Other 
 
Wages Paid During RTI after Hours?:        Yes        X    No 
 
Hours Instruction Provided:      X  During Work Hours     X     During Non-Work Hours 
 
Total Length of Instruction:         144       Hours 
 
Instruction Provided by:     Sponsor        X    Other Source        Both Sponsor & Other Source 
 
Name/Address of RTI Provider(s):____Determined by employer  ____________________  
 
         ______________________________________________ 
 
         ______________________________________________ 
  



11. Appropriate Behavior with Clients





 
Appendix A4 

 
 
 
 
 
 

WORK PROCESS SCHEDULE 

AND 

RELATED INSTRUCTION OUTLINE  

 

 

WORKFORCE DEVELOPMENT SPECIALIST 

O*NET-SOC CODE:  13-1151.00   RAPIDS CODE:  2042CB 
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Appendix A4 

WORK PROCESS SCHEDULE 
WORKFORCE DEVELOPMENT SPECIALIST 

O*NET-SOC CODE:  13-1151.00   RAPIDS CODE:  2042CB 
 

This schedule is attached to and a part of these Standards for the above identified 
occupation. 
 
1. TYPE OF OCCUPATION 

 Time-based  Competency-based  Hybrid 
 
2. TERM OF APPRENTICESHIP 

The term of the occupation shall be defined by the attainment of all competencies of 
the position, which would be expected to occur within approximately 2000 hours of 
OJL, supplemented by the minimum of 144 hours of related instruction. 

 
3. RATIO OF APPRENTICES TO JOURNEYWORKERS 

The apprentice to journeyworker ratio is:  _3_ Apprentice(s) to _1__ 
Journeyworker(s). 

 
4. APPRENTICE WAGE SCHEDULE 

An apprentice minimum starting wage will be at least $13.00 per hour.  Apprentices 
shall be paid a progressively increasing schedule of wages based on either a 
percentage or a dollar amount of the current hourly journeyworker wage.  A 
journeyworker minimum wage will be at least $14.00 per hour. Wages will be based 
on regional ranges. 
 
1-Year Term Example: 
1st  6 months = $13.00 per  hour  2nd 6 months = $13.50 per hour 
 
P

 
 
5. WORK PROCESS SCHEDULE (See attached Work Process Schedule) 

The sponsor may modify the work processes to meet local needs prior to submitting 
these Standards to the appropriate Registration Agency for approval. 

 
6. RELATED INSTRUCTION OUTLINE (See attached Related Instruction Outline) 

The sponsor may modify the related instruction to meet local needs prior to 
submitting these Standards to the appropriate Registration Agency for approval.
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WORK PROCESS SCHEDULE 

WORKFORCE DEVELOPMENT SPECIALIST 
O*NET-SOC CODE:  13-1151.00   RAPIDS CODE: 2042CB 

 
The term of the occupation shall be defined by the attainment of all competencies, both technical 
and behavioral, of the position, which would be expected and approximated to occur within 2,000 
hours of OJL, supplemented by a minimum of 144 hours of related instruction.  
 
Apprenticeship Competencies – Technical 
 
The below on-the-job-learning (OJL) work process competencies are intended as a guide. It need 
not be followed in any particular sequence, and it is understood that some adjustments may be 
necessary in the hours allotted for different work experience. In all cases, the apprentice is to 
receive sufficient experience to make them fully competent and use good workmanship in all work 
processes, which are a part of the trade. In addition, the apprentice shall be fully instructed in safety 
and OSHA requirements. 
 
The following work processes will be performed by the apprentice through rotations as a Job 
Developer (JD), Retention Specialist (RS), Career Specialist (CS), OJT Specialist (OS), or as otherwise 
recommended by agency manager.   
 

Item Work Processes Approx. 
Hours 

A 

B 

C 

D 

E 

F 

G 
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H 

I 

J 

K 

L 

M 

N 

O 

P 

Q 

  Total hours (approximate) 2000 
 
 
Apprenticeship Competencies – Behavioral 
 
In addition to mastering all of the essential technical competencies, an apprentice must consistently 
demonstrate at an acceptable level the following behavioral competencies in order to complete the 
apprenticeship.   
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Item # Behavioral Competencies 
1. Participation in team discussions/meetings 
2. Focus in team discussions/meetings 
3. Focus during independent work 
4. Openness to new ideas and change 
5. Ability to deal with ambiguity by exploring, asking questions, etc. 
6. Knows when to ask for help 
7. Able to demonstrate effective group presentation skills 
8. Able to demonstrate effective one-on-one communication skills 
9. Maintains an acceptable attendance record 

10. Reports to work on time 
11. Completes assigned tasks on time 
12. Uses appropriate language 
13. Demonstrates respect for patients, co-workers and supervisors 
14. Demonstrates trust, honesty and integrity 
15. Requests and performs work assignments without prompting 
16. Appropriately cares for personal dress, grooming and hygiene 
17. Maintains a positive attitude 
18. Cooperates with and assists co-workers 
19. Follows instructions/directions 
20. Able to work under supervision 
21. Able to accept constructive feedback and criticism 
22. Able to follow safety rules 
23. Able to take care of equipment and work place 
24. Able to keep work area neat and clean 
25. Able to meet supervisor's work standards 
26. Able to not let personal life interfere with work 
27. Adheres to work policies/rules/regulations 
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RELATED INSTRUCTION OUTLINE 
WORKFORCE DEVELOPMENT SPECIALIST 

O*NET-SOC CODE:  13-1151.00   RAPIDS CODE: 2042CB 
  

 
Related Technical Instruction (RTI) - This instruction shall include, but not be limited to, at least 
144 hours per year for each year of the apprenticeship.  The related theoretical education listed 
below is tightly integrated with real work product.  The curriculum is defined as a variety of classes, 
around which the exams and projects are based. By defining the RTI this way, all competencies 
required of the students are met, through project work. 

TOPIC         HOURS 

 
Project Management (course 1)         8 hours 
This 1-day program focuses on understanding project management and business process 
improvement. It is specifically recommended for “first line staff” who are expected to fulfill their 
WIOA case management duties of “getting work done through the efforts of others” as well as work 
on DOL innovations that focus on improvement and placement opportunities. They are expected to 
add value based on their in-depth understanding of the organization, the workforce industry and 
the available resources for returning to work citizens. 
 
Writing Techniques (course 2)         8 hours 
As a case manager, job developer or employment specialist at any level in the social service 
industry, you must write reports, document client activities, modify and write case plans or to 
present your research findings LMI (Labor Market Research). You may also have input on proposals 
to convince others of the value of your agency. This one - day workshop is intended to help you 
prepare, document and clarify work performed on behalf of your agency. 
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Oral Presentation Techniques  (course 3)                   8 hours 
It is impossible to be part of an social service organization today and not attend meetings. Staff 
meetings, project meetings, planning and coordinating meetings—they all take time. There has 
been a growing realization that we have to pay attention to the “process” elements of meetings, if 
we want them to be effective. With its focus on asking rather than telling, and listening to build 
consensus, facilitation is the new leadership ideal, the core competency everybody needs. Managers 
and supervisors are often asked to “facilitate” rather than “instruct” or “manage” their meetings and 
training sessions. This course will help you gain the skills required to become an effective facilitator 
and presenter. 
 
General Communication/Customer Service (course 4)              16 hours 
The need for leading, promoting and enhancing a customer focused culture is essential within social 
service and WIOA agencies. This workshop will help front line staff create customer satisfaction in 
whatever business units they work within. Content is designed to present participants with 
strategies for listening to the voice of the client/customer, surpassing customer expectations, and 
increasing customer satisfaction. Participants will understand why it is important to please the 
customer. The course focuses on the behaviors, attitudes and communication techniques necessary 
for quality customer service with an emphasis on why employees need to provide excellent 
customer service to returning to work clients and being sensitive to specific needs. 
 
 
Time Management (course 5)         8 hours 
The way we perceive time has a dramatic influence on our behavior. You will not be able to 
control it master it, pace it, or use it as a strategic factor unless you understand its impact on your 
life, both professional and personal. Time is absolute – that is, a day is a day, an hour is an hour, a 
minute a minute – but our perception of time is far from constant. The aim of this course is to 
enable participants to be more productive in their day to day involvement with clients and how 
they manage the priorities of case planning, follow-up services, outside engagement with 
referrals and co-workers. Participants will analyze current time use and explore ways to 
prioritize tasks and work more efficiently. 
 
Conflict Management  (course 6)         8 hours 
All of us experience conflict. We argue with our spouses, disagree with our friends, and 
sometimes even quarrel with strangers at a hockey game. At times we lose sight of the fact that all 
this conflict is normal. As long as people are individuals there will be the potential for conflict. 
Since you can’t prevent conflict, the most important thing is to learn how to handle or manage it 
in productive ways. One of the greatest challenges Specialist face is conflict with both internal and 
external clients. That’s what this workshop is designed to help you do. 
 
Case Management (course 7)       32 hours 
Since you can’t prevent conflict, the most important thing is to learn how to handle or manage it 
in productive ways. One of the greatest challenges Specialist face is conflict with both internal and 
external This workshop is a progressive course for front line workers, designed to focus on the 
characteristics of an effective case management practice in all seven phases.  
WIOA promotes a person centered approach toall its work with all returning to work citizens and 
their families. This 3-day course covers all seven phases of Case Management.  
 
Team Building          (course 8)       16 hours 
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This workshop is a basic course for all WIOA team members, designed to focus on the 
characteristics of an effective team player and the elements of an effective team. You will leave this 
program with a plan for your personal development as a team player and how to compliment the 
work your co-workers need you to participate and support them with. This course utilizes personal 
profiles, role-plays, and extensive group interaction. 
 
Problem Solving      (course 9)                  16 hours 
If you are tired of applying dead-end solutions to recurring problems in your workforce agency, this 
two-day workshop should help you reconstruct your efforts and learn new ways to approach 
problem-solving, develop practical ways to solve some of your most pressing problems with clients, 
and reach win-win decisions with measures and outcomes. 
 
Building Coalitions   (course 10)                    8 hours 
This one-day workshop is to assist front line workers with developing competencies of building 
partnerships and influencing decision makers to assist the returning to work citizen. This is 
accomplished through enhanced self-awareness, effective communication practices, and expanded 
knowledge of collaborative strategies for building partnerships, alliances and coalitions.  
 
Appropriate Behavior with Clients and Co-Workers (course 11)                       16 hours 
This 16-hour course is based on both the Department of Labor and USDA’S certified employee 
training courses. Course deliver will be divided in three content areas to support front line Career 
Coaches interactions with both internal and external customers. Course subject content includes; 
sexual harassment prevention, workplace violence prevention and managing customer conflict. 
 

TOTAL:                         144 hours 
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