

Part 1: Company Details 

	Business UEN[footnoteRef:1] [1:  This should be the company that employs and pays salary / CPF contributions to the CCP trainee(s) directly.] 

	

	Business Name 
(per ACRA records)
	

	Address 
(per ACRA records)
	

	Retail Sub-sector


	Please select drop-down here: 
	 
If ‘Others’, please specify:

	Current Workforce Size
		Total Employees
	

	Total Local Employees (SC/PR)
	

	Total Mature Employees 
(≥40 years old)
	




	Contact Person Name
	

	Designation
	

	Contact Number
	

	Email Address
	

	Brief Company Profile 
	









[image: C:\Users\wsgcye\AppData\Roaming\OpenText\OTEdit\EC_ssg_drs\c2215200\WSG Horizontal Identity CMYK.jpg]
CCP FOR RETAIL PROFESSIONALS AND ASSOCIATES APPLICATION FORM 
(JOB REDESIGN AND RESKILLING)

Version 1 - updated on 20 Feb 2026

Part 2: Job Redesign Project Details
2A. Need to Job Redesign
	1. The trigger for the company to redesign jobs is due to:
(pls tick all that applies)

☒ New Technology Adoption 
· ☒ Customer Relationship Management (CRM) systems
· ☐ Enterprise Resource Planning (ERP) systems
· ☐ Generative Artificial Intelligence (Gen AI) tools
· ☐ E-commerce platforms and digital payment systems
· ☐ Others. Pls specify: 

☒ New Business Priority
· ☐ Sustainability initiatives and green retail practices
· ☐ Omni-channel retail operations (integrating online and offline channels)
· ☐ Live-streaming and social commerce capabilities
· ☒ Data analytics and customer insights programmes
· ☐ Market expansion into new segments or regions
· ☐ Others. Pls specify: 


2. Please describe how the impacted job role(s) currently operate, including key responsibilities, tools used, and any limitations or challenges.
Our Store Manager currently relies on basic POS reports and manual observation to make decisions. He schedules staff using simple rules (2 staff per weekday, 3 staff per weekend), orders inventory through manual stock takes, and tracks performance using monthly POS sales summaries. The lack of real-time and granular data leads to reactive decision-making. This results in missed sales opportunities due to suboptimal staffing during peak periods and frequent stockouts / overstock situations.

3. Please describe how you envision the job role(s) will change, including new responsibilities and improved business outcomes. 
With the new ERP system, our Store Manager will become a Strategic Operations Leader empowered by data analytics. New responsibilities include analyzing customer purchasing patterns to optimize promotions and product placement, using predictive analytics for inventory forecasting, and staff scheduling based on traffic patterns. He will also design a new loyalty programme using customer profiling data to deliver personalized offers. Expected outcomes include 20% improvement in inventory turnover and 15% increase in sales through data-driven operations.

4. Please provide 2-3 specific examples to illustrate the changes before and after job redesign. 

	
	Before Job Redesign
	After Job Redesign

	Example 1: Staff Scheduling
	Uses simple rule of 2 staff per weekday, 3 per weekend regardless of actual demand 
	Analyzes hourly customer traffic data, conversion rates by time slots, and historical sales patterns to understand peak shopping hours and customer flow trends. He will then be able to make dynamic staffing decisions that match customer demand to maximize sales conversion.

	Example 2: Inventory Management
	Orders stock through manual stock takes and gut feeling
	Uses predictive analytics such as sales velocity data, seasonal trends, and customer purchasing patterns to decide on optimal stock levels and reorder timing.

	Example 3: Customer Engagement
	Relies on generic promotions and monthly sales summaries to assess performance
	Analyzes customer profiling data such as purchase history, frequency patterns, and demographic segments to design targeted loyalty programs and personalized promotional campaigns (such as pushing cat grooming services to customers that frequently buy cat food and accessories)




5. Pls provide the impact to the workforce. 

	No. of trainees applying for CCP
	2

	How are the trainees selected
	Both store managers have consistently exceeded performance targets, demonstrated leadership potential, and expressed enthusiasm for acquiring new digital skills. They are selected as peer leaders as their positive attitudes towards change will help champion the adoption of data-driven practices and motivate other managers through the transformation process.


	How will the new skills value-add to the trainees long-term career prospects. 
	The data analytics and strategic planning skills will value-add to the trainees’ potential progression into senior retail management roles. These skills are increasingly in demand as retailers undergo digital transformation and leverage more on data to make informed decisions. 

	Including the trainees applying for this CCP, what is the total number of local employees who would eventually be trained on similar skills?
	8







[bookmark: _Hlk189235595]2B. Use of Artificial Intelligence-enabled Tool(s)
	[bookmark: _Hlk188449166]Is learning to use AI-enabled tool part of the trainee’s Training Plan?
☐ No. Pls go to section 2C of the application form. 
☒ Yes. Pls provide more details:

	Name of AI Tool(s)
	Microsoft Power BI with AI-powered analytic

	How the AI Tool(s) works
	Power BI uses machine learning algorithms to automatically detect patterns in sales data, predict future trends, and generate insights through natural language processing. It can identify anomalies as well.

	How the trainee will be using the AI Tool(s)
	Store Managers will use Power BI to generate automated weekly performance reports, identify underperforming products through AI-driven analytics, and receive predictive recommendations for inventory ordering.






[bookmark: _Hlk170307500]2C. Details on the Conversion  
	Current Job Title &
Key Responsibilities  
	Post-JR Job Title &
Key Responsibilities new to the Job holder
	Trainee Details
	Training Plan 

	No. of Trainee

	Job Title
· Supervise and schedule retail staff using standard shift patterns
· Monitor inventory levels through visual inspection and manual stock counts
· Process daily sales transactions and prepare basic sales reports
· Handle customer complaints and service issues as they arise
· Ensure store compliance with company policies and procedures
· Conduct monthly performance reviews with team members
· Coordinate with head office on promotional activities and stock orders
· Maintain store appearance and visual merchandising standards
	Job Title (Aligned to Whitelisted Job Role: Store Manager)

Data Analytics
· Analyze customer behavior patterns and sales data to optimize product placement and promotional strategies
· Generate actionable insights from real-time dashboards to make immediate operational adjustments
· Monitor and analyze KPIs including customer lifetime value, conversion rates, and operational efficiency metrics

Business Performance Management
· Implement predictive analytics for demand forecasting and automated inventory optimization
· Design staff scheduling based on traffic patterns and conversion metrics
· Develop targeted customer loyalty programs using customer segmentation and profiling

Customer Experience Management
· Create personalized customer engagement strategies based on purchase history and preferences
· Design and implement customer feedback loops to continuously improve service quality
· Mentor team members on customer-centric service delivery and digital tools adoption
	

	

	


Note: Please create more rows for each additional job role

2D. Career Health  
	Career health refers to the overall well-being and satisfaction in one's professional life. A key part of achieving good Career Health is to have regular 1-on-1 career conversations between a supervisor and an employee to align the employee’s career aspirations with that of the organisational goals. A career development plan can be developed as a result to outline the employee’s steps for skill enhancement and career progression. 

When an employee is undergoing reskilling for redesigned job roles, it is even more crucial for career conversations to take place so that the supervisor can explain the rationale behind the job redesign, address concerns about role changes, and help the employee understand how their new responsibilities align with both their personal career goals and the company's transformation objectives. These structured conversations help employees feel supported during the transition, understand the value of their enhanced skills, and remain engaged throughout the reskilling process. 

To ensure effective implementation, all CCP companies will need to:
· send a minimum of 1 HR representative / supervisor to attend a WSG-approved Structured Career Planning workshop
· conduct a pre-training career conversation with the CCP trainee based on the template below. The completed template should be sent back to Programme Partner before training commences. 



· conduct a post-training career conversation with the CCP trainee. Following the career conversation, the CCP trainee will need to complete the survey form XXX. The survey must be completed before the company submits supporting documents for claims. 	Comment by Shuting LI (WSG): PP, please replace this with your unique FormSG link: 

SRA: https://form.gov.sg/684123850d6a9676e02ba276 
NTUC LHub: https://form.gov.sg/6841212867eb29eb49855783 
SFIC: https://form.gov.sg/68412544731f2f0a633e8dbc 

Companies may download the Career Conversations Guidebook developed by WSG for more tips and templates on carrying out career conversations.




Part 3: Declaration 
	S/N
	Requirement
	Checklist 

	Declaration on Company

	1. 
	Registered or incorporated in Singapore
	☐ 

	2. 
	No double funding for similar funding components (e.g not claiming absentee payroll from SSG while receiving WSG salary support) 
	☐ 

	3. 
	Not receiving manpower funding for salaries from any government agency for its operations e.g. allocated budgets centrally by Ministry of Finance (MOF) for salaries
	☐ 

	4. 
	Job redesign is expected to be permanent, and not ad hoc
	☐ 

	5. 
	If training takes place on a non-working day, trainee shall be compensated accordingly, minimally at his pro-rated daily salary, leave in lieu or other equivalent 
	☐ 

	6. 
	Committed to attend a WSG-approved Structured Career Planning workshop                   
	☐ 

	7. 
	Committed to conduct Structured Career Conversations with the trainee before and after the training period
	☐ 

	8. 
	The CCP trainee’s salary and CPF contributions are paid directly by the Applicant Company.  
	☐ 

	Declaration on Trainee(s)

	9. 
	Singapore Citizen or Permanent Resident
	☐ 

	10. 
	21 years old and above
	☐ 

	11. 
	Offered fixed monthly salary* of at least:
· RnF: ≥$2,500
· PMET: ≥$3,500

* Fixed Monthly Salary = Basic Monthly Salary + Fixed Monthly Allowances
	☐ 

	12. 
	Not shareholder of the CCP participating company, or its related entities* (non-publicly listed companies only)

*Related entities are defined as those that come from the same group of companies as the CCP participating company based on ACRA profile or share common shareholders with the CCP participating company
	☐ 

	13. 
	Not related* to the owners* of the CCP participating company (non-publicly listed companies only) 

*Related individuals refer to (i) Spouse/ex-spouse (ii) Children (iii) Parents/parents-in-law (iv) Siblings
* Individuals with shareholding per ACRA profile
	☐ 

	14. 
	Not related to individuals in the CCP participating company who have the authority to make decisions* in relation to the CCP application 

*Examples of individuals with authority to make decisions in relation to the CCP application include: CEO, Owner, Shareholder, HR manager who has the authority to hire the CCP candidate etc
	☐ 

	15. 
	Completed latest educational qualification or National Service for at least two years (whichever is later)
	☐ 

	16. 
	Employed at the company for at least 12 months at the point of CCP application
	☐ 

	17. 
	Have not been onboarded on CCP for Retail Professionals and Associates (2024 – 2026) before

If the trainee has been onboarded on CCP RPA before, please explain:

	When was the trainee onboarded:
	

	Why the trainee needs to be reskilled again
	



	☐ 



All the information provided is complete and correct to my knowledge. I understand that 
· any incomplete or inaccurate information in this submission, including supplementary documents/emails submitted outside of the application form, may render this application to be rejected, or clawback of any monies disbursed
· processing time upon receipt of the full application form (including all relevant attachments) may take up to 4 weeks
· the application will be deemed withdrawn if the company does not respond to requests for clarification or additional information within 1 month from the date of such request
· training done prior to approval will not be supported.

	
	
	

	Name of Authorized Company Representative
	
	Designation



	
	
	

	Signature
	
	Date (DDMMYY)






Part 4: Documents Required for Application  
1. ACRA Business Profile dated within 6 months of CCP application date
2. Trainee’s signed employment contract OR past CPF contribution statements (12 months) OR past payslips (12 months)
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TraineeDetails.xlsx


TraineeDetails.xlsx
Trainee Details

		S/No. 		Employer Details						Employee Details														Pre-Training				Post-Training				CCP Training Details										Growth Skill Slection
(please select the same growth skills that are indicated in the application form)												AI-Related Training 
(only if applicable)

				Company UEN 		Company Name 		Sector		Name of Trainee 		NRIC		Nationality		Date of Birth (dd/mm/yy)		Age
(auto-calculated)		Highest Qualification		Date of Hire
MM-YYYY		Job Title		Salary		Job title		Salary		Expected Training Start Date
MM-YYYY		Expected Training End Date
MM-YYYY		Training Duration 
(in months)		Worker Type 
(RnF / PMET)		Modality 
(PnT/JRR)		Sub-Sector		Post-JR SSOC 		Top Relevant 
Job-specific Skill		2nd Top Relevant 
Job-specific Skill		Top Relevant 
Sector-specific Skill		2nd Most Relevant
Sector-specific Skill		Top Relevant 
AI Skill		2nd Top Relevant 
AI Skill

		1																

		2																

		3																

		4																

		5																

		6																

		7																

		8																

		9																

		10

																																								                                                                                                                                                 





ForInternalRef

		Sector

		Consumer Electronics

		Department Stores

		Fashion & Sporting Goods

		Furniture & Furnishing

		Jewellery & Timepieces

		Supermarkets & Convenience Stores

		Others



		Sub-Sector

		Retail		Furniture

		12214: Merchandising Manager		34211: Lead Designer, Designer

		12215: E-commerce Manager		34212: Lead Visualizer / Storyteller

		12215: Omni-channel Manager

		12222: Brand Manager

		12222: Marketing Manager

		12241: Customer Experience Manager

		12241: Customer Intelligence Analyst

		13241: Warehouse Operations Manager

		14201: Retail Operations Director

		14201: Store Manager

		21632: Product Innovator

		24214: Sustainability Specialist

		24314: Digital Marketer

		25112: Digital Transformation Manager

		25121: Full Stack Developer

		25124: UI/UX Designer

		33224: E-commerce Executive

		33225: Merchandising Executive

		33229: Brand Executive

		33229: Marketing Executive

		33461: Logistics Operations Analyst

		33461: Logistics Solutions Specialist

		34323: Visual Merchandiser

		52201: Sales Supervisor

		52202: Sales Associate





		Job-specific Skill

		52202: Sales Associate		52201: Sales Supervisor		33225: Merchandising Executive		12214: Merchandising Manager		14201: Store Manager		14201: Retail Operations Director		33229: Marketing Executive		12222: Marketing Manager		33224: E-commerce Executive		12215: E-commerce Manager		13241: Warehouse Operations Manager		33461: Logistics Operations Analyst		34323: Visual Merchandiser		12222: Brand Manager		33229: Brand Executive		33461: Logistics Solutions Specialist		25121: Full Stack Developer		25124: UI/UX Designer		12215: Omni-channel Manager		25112: Digital Transformation Manager		24314: Digital Marketer		12241: Customer Experience Manager		12241: Customer Intelligence Analyst		24214: Sustainability Specialist		21632: Product Innovator		34211: Lead Designer, Designer		34212: Lead Visualizer / Storyteller

		Customer Experience Management		Data Analytics		Artificial Intelligence Application		Artificial Intelligence Application		Business Performance Management		Business Process Management		Brand Campaign Management		Brand Storytelling		Business Performance Management		Business Opportunities Development		Automated Inventory Control		Autonomous Logistics Design and Application		Brand Storytelling		Brand Campaign Management		Brand Campaign Management		Automated Inventory Control		Agile Software Development		Design Concepts Generation		Automated Inventory Control		Business Environment Analysis		Affiliate Marketing		Customer Acquisition Management		Artificial Intelligence Application		Brand Storytelling		Category Management		3D Modelling and Rendering		Aesthetic and Design Sensibility

		Customer Experience Optimisation		In-store Digital Application and Assistance		Automated Inventory Control		Automated Inventory Control		Community Engagement and Marketing		Creative Thinking		Brand Storytelling		Customer Behaviour Analysis		Customer Experience Management		Business Performance Management		Cost Analysis and Logistic Management		Cost Analysis and Logistic Management		Customer Behaviour Analysis		Brand Storytelling		Brand Storytelling		Autonomous Logistics Design and Application		Application Development		Digital Asset and File Management		Business Environment Analysis		Business Intelligence and Data Analytics		Brand Campaign Management		Customer Feedback and Relationship Management		Business Environment Analysis		Business Continuity Planning		Customer Experience Management		Aesthetic and Design Sensibility		Augmented Reality Integration

		Data Analytics		Inventory Management Optimization		Customer Behaviour Analysis		Customer Behaviour Analysis		Data Analytics		Data Analytic		Customer Experience Optimisation		Customer Experience Optimisation		Data Analysis		Category Management		Environmental Protection Management		Customer Experience Management		Customer Experience Management		Customer Experience Management		Customer Experience Management		Data Analytics		Consumer Intelligence Analysis		Digital Image Production		Business Risk Assessment		Data Analytics		Brand Storytelling		Customer Loyalty		Business Risk Assessment		Business Performance Management		Market Research		Conceptual Thinking		Brand Management

		Furniture Styling Expertise		Omni-channel Management		Digital Fluency		Data Analytics		In-store Digital Application and Assistance		Omni-channel Management		Customer Loyalty & Retention Strategy Formulation		Customer Loyalty and Retention Strategy Formulation		Data Analytics		Customer Experience Management		Inventory Forecasting		Data Analytics		Digital Fluency		Customer Relationship Management		Data Analytics		Data Mining & Modelling		Database Administration		Manual and Digital Drawings Production		Communications Channel Management		Database Administration		Business Environment Analysis		Customer Loyalty and Retention Strategy Formulation		Customer Journey Mapping		Business Relationship Building		Market Trend Analysis		Critical Thinking		Conceptual Thinking

		In-store Digital Application and Assistance		Product Styling		Emerging Technology		Emerging Technology		Merchandise Performance Analysis		Omni-channel Strategy		Data Analytics		Data Analytics		Digital Fluency		Data Analysis		Quality Control Systems		Data Mining & Modelling		User Interface and User Experience Optimisation		Data Analytics		Data Mining and Modelling		E-Logistics IT Solutioning		Media Data Management		Typeface and Layout Production		Data Analytics		Demand Analysis		Business Operational Planning		Interior Design Consultation		Customer Relationship Management (CRM)		Carbon Footprint Management		Product Costing and Pricing		Data Analysis and Interpretation		Content Development and Strategy

		Interior Design knowledge		Robotics and Automation Application		Furniture Trend Analysis /Forecasting		Furniture Trend Analysis /Forecasting		Omni-Channel Management		Performance Metric Analysis		Data Mining & Modelling		Data Mining and Modelling		Omni-channel Management		Omni-channel Management		Sustainability Practices in Warehousing		Infographics and Data Visualisation		Visual Design and Communication Principles		Data Mining and Modelling		Social Media Management		Infographics and Data Visualisation		Mobile Apps Marketing		UI/UX Optimisation		Data Mining and Modelling		Manage Change		Business Opportunities Development		Omni-channel Strategy		Data Analytics		Circular Economy Practices		Product Design and Development		Design Creation and Development		Data and Information Visualisation

		Omni channel management		Sustainability Knowledge and Awareness		Merchandise Buying		Infographics ad Data Visualisation		Omni-channel Strategy		Risk Management		Digital Fluency		Digital Marketing Management		Omni-channel Marketing Strategy		Omni-channel Marketing Strategy		Transport Management System Administration		Inventory Forecasting		Visual Design and Communication Principles		Digital Marketing Management				Integrated System Design and Application		Programming and Coding		User Experience Design		Database Administration		Market Profiling		Business Performance Management		People and Relationship Management		Data mining and Modelling		Environmental Protection Management		Product Performance Management		Design Thinking		Design Thinking

		Project Management Skills		Upholstery and Material Expertise		Merchandise Performance Analysis		Merchandise Buying		Product Styling		Strategic Planning		Digital Marketing Management		Infographics and Data Visualisation		Product Visualisation		Omni-channel Strategy		Warehouse Automation Application		Inventory Forecasting		Visual Merchandising Presentation		Social Media Management						Software Testing		User Interface Design		Delivery Optimisation		Market Trend Analysis		Consumer Intelligence Analysis		Product Advisory		Database Administration		Manage Change		Product Styling		Digital and Physical Prototyping		Digital and Physical Prototyping

		Robotics and Automation Application		Visual Merchandising		Pricing Strategy Development		Merchandise Performance Analysis		Robotics and Automation Application		UI/UX Optimisation		Infographics and Data Visualisation		Market Trend Analysis		Supply Chain Management		Product Visualisation		Warehouse Performance Measurement		Logistics Solution Design Thinking										User Experience Design		Visual Collaterals Production		Demand Analysis		Omni-channel Strategy		Customer Behaviour Analysis		Product Demonstration		Delivery Optimisation		Organisation Evaluation for Business Excellence		Quality Assurance		Material Studies and Production Processes		Narrative Design

		Service Leadership				Sustainable Product Sourcing		Pricing Strategy Development		Sustainable Furniture Practice				Market Profiling		Omni-channel Marketing Strategy		Transdisciplinary Thinking		Supply Chain Management		Warehouse Space Utilisation		Order Fulfilment Administration										User Interface Design		Visual Design and Communication Principles		E-Commerce Campaign Management		Organisational Planning and Target setting		Customer Loyalty and Retention		Service Brand		Demand Analysis		Policy Implementation and Revision				Sustainable Design Practices		

		Sustainability Knowledge & Awareness				Upholstery and Material Expertise		Supplier Relationship Management						Market Research		Social Media Management				Technology Adoption and Innovation				Supply Chain Analysis												Website Performance Management		Functional Analysis		Organisational Strategy Formulation		Data Analytics		Service Coaching		Functional Analysis		Project Administration				Technical Drawing		

		Upholstery and Material Expertise						Sustainable Product Sourcing						Social Media Management		Social Media Marketing				UI/UX Optimisation				Sustainability Practices in Warehousing														Market Trend Analysis		Project After Action Review		Digital Asset and File Management		Service Innovation Culture		Infographics and Data Visualisation		Project Feasibility				User Experience Design		

								Upholstery and Material Expertise						Sustainability Marketing		Sustainability Marketing																						Omni-channel Management		Project Integration		E-commerce Campaign Management		Service Leadership		Market Profiling		Project Integration				Virtual Reality and User Experience Design		

																																						Omni-channel Strategy		Project Quality		Infographics and Data Visualisation		Service Partnerships		Market Research		Project Management						

																																						Systems Thinking Application		Technology Adoption and Innovation		Marketing Communications Plan Development		Service Planning and Implementation		Market Trend Analysis		Service Planning & Implementation						

																																										Omni-channel Strategy		Showroom Experience Design		Predictive Analysis for Demand Forecasting		Stakeholder Management						

																																										Organisational Planning and Target Setting		Stakeholder Management		Programming and Coding		Sustainability Reporting						

																																										Search Engine Optimisation (SEO)				Systems Thinking Application		Sustainable Supply Chain Management and Solutions						

																																										Social Media Marketing												

																																										Sponsorship Management												

																																										Strategy Formulation												

																																										Visual Design and Communication Principles												

																																										Website Design												





		Sector-specific Skill

		Retail		Furniture

		3D Modelling and Rendering		3D Modelling and Rendering

		Automated Inventory Control		Creative Thinking

		Creative Thinking		Data Analysis and Interpretation

		Customer Experience Management		Design Thinking

		Customer Relationship Management (CRM) Operations		Knowledge of Sustainable Sourcing and Production

		Data Analysis and Interpretation		Material Studies and Production Processes

		Data Analytics		Systems Thinking

		Data Mining and Modelling		Trend Forecasting and Analysis

		Design Thinking

		In-store Digital Application and Assistance

		Knowledge of Sustainable Sourcing and Production

		Material Studies and Production Processes

		Merchandise Buying

		Merchandise Performance Analysis

		Omni-channel Management

		Robotics and Automation Application

		Systems Thinking

		Trend Forecasting and Analysis

		AI Skills

		Business Environmental Analysis

		Business Needs Analysis

		Computational Modelling

		Consumer Behaviour Analysis

		Consumer Intelligence Analysis

		Data Analytics

		Data Engineering

		Data Visualisation 

		Demand Analysis

		Generative AI Models Technical Aspects of Security and Ethics

		Generative AI Principles and Applications

		Market Trend Analysis

		Pattern Recognition Systems

		Prompt Design

		Responsible AI and Generative AI Practices

		Self-Learning Systems

		Text Analytics and Processing





Appendix(do not edit)

		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

		1.    Guest Experience Designer		42- CUSTOMER SERVICES OFFICERS AND CLERKS

		2.    Guest Experience Ambassador		42- CUSTOMER SERVICES OFFICERS AND CLERKS

		3.    Engineer & Sustainability Lead		21 - SCIENCE AND ENGINEERING PROFESSIONALS

		4.    Technician Sustainability Specialist		31 - PHYSICAL AND ENGINEERING SCIENCE ASSOCIATE PROFESSIONALS

		5.    Safety & Security Officer		54- PROTECTIVE SERVICES WORKERS

		6.    Safety Support Officer		54- PROTECTIVE SERVICES WORKERS

		7.    Kitchen Officer		41- GENERAL AND KEYBOARD CLERKS

		8.    Meetings & Event Technology Executive		33 - BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS

		9.    Human Resource Generalist		33 - BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS

		10.  Revenue & Crowd Management Executive		33 - BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS

		11.  Digital Marketing Executive		33 - BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS

		12.  F&B Ambassador		51- PERSONAL SERVICE WORKERS

		13.  Service Supervisor		51- PERSONAL SERVICE WORKERS

		14.  Head Chef & Technologist		34 - LEGAL, SOCIAL, CULTURAL AND RELATED ASSOCIATE PROFESSIONALS

		15.  Housekeeping Supervisor		51- PERSONAL SERVICE WORKERS

		16. Housekeeping Specialist		51- PERSONAL SERVICE WORKERS

		17. Guest Experience Manager		14 - HOSPITALITY, RETAIL AND RELATED SERVICES MANAGERS
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TrainingPlanTemplate.docx
TRAINING PLAN

Instructions: 

· Please submit 1 training plan per post-JR job role. 

· Training plan should be aligned to the growth skills and post-JR key responsbilities outlined in the application form. 

· Training plan should be signed and submitted for claims procesisng at the end of the training period. 		

· Company must retain the proof of work or relevant evidence of activities[footnoteRef:1] completed as outlined in this OJT blueprint for at least 3 years from the date of final disbursement to the company under this CCP. Companies must be able to submit the proof of work or relevant evidence upon request, as part of the Terms and Conditions for the CCP. Failure to do so could be considered a breach of the Terms and Conditions.  [1:  Examples of proof of work include but are not limited to: Work outputs/ deliverables produced by the trainee (reports, presentations, analyses, designs), digital portfolios of work samples produced by the trainee, photos of CCP trainee at work (with the date and time or time stamp for the photo taken, and location of the event), signed-off Timesheets, attendance record of training, emails or WhatsApp chats as supporting documentations that lead to approval of work or clearance of the draft work.] 


		[bookmark: _Hlk193204292]Name of Trainee:   

Post-JR Job Title:

Trainee’s Employment Basis:

☐ Full-time (≥35 hrs per week)

☐ Part-time (<35hrs per week). Trainee works __________hours per week. 

Training Start Date: 

Training End Date:

		To be completed during training

Signatures



		S/N

		On-the-Job Training Topics

		Growth Skill

		Trainee

		Trainer/Supervisor



		Month 1:
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		External Classroom Training Courses[footnoteRef:2] (if applicable) [2:  As training can comprise 100% OJT, classroom training is optional.] 
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Note to Supervisors/HR Practitioners

As part of the CCP Job Redesign programme, it is advisable for supervisors/HR personnels to communicate the rationale of the change and the impact on the employee so that they can adapt well to the transformation. This can be done through a 1-on-1 career conversation where you can also help the employee in developing his/her career development plan. A career development plan is designed to outline an employee's career growth objectives for the next 1 to 3 years within the organization. It assesses the employee's awareness of their skills gap and clarity on the necessary steps to achieve their career aspirations. You can conduct a career conversation with your employee and develop his/her career development plan based on the guiding questions below.

· Outline the importance of career health to the employee and the organisation.

· Explain how the employee can benefit from career health and the intended outcome of the session.

· Explain the rationale of the Job Redesign project and the impact on his/her career in the organisation.

· Understand the needs of the employee and ensure that he/her feels supported and engaged.



To be completed BEFORE CCP training

1. What is your short-term goal within the company for the next 1-3 years? (Select one):



· Remain in current role (No change in job scope) : I am happy where I am but open to take on new skills to do my job better.

Comments (if any) ___________________________________________________________________________



· Enrichment/Enlargement (Develop current job) : I want to do more interesting work because my current job is mundane.

Example of what might interest you: ____________________________________________________________



· Promotion (Seek advancement) :  I want to get a promotion and move up in my current job.

Comments (if any) ___________________________________________________________________________



· Exploration (Try out other job roles) : I want to try out other job functions within the organisation on a project basis.

What other roles within the organisation interest you? ______________________________________________

· Lateral Move (Sideways movement) : I want to try out a different role with a similar level of difficulty job level of as my current role.

What other roles within the organisation interest you? ______________________________________________



2. Do you understand how the planned change in job roles and reskilling / training help you achieve your goal mentioned above? If not, what other skills or competencies you believe are essential to meet your career goal listed above? ______________________________________________________________________________________



______________________________________________________________________________________



 

















Supervisor/Team Leader’s Name: 

___________________________________

Signature:

___________________________________



Employee:

Name:                                                                                     

NRIC: 

Date:

Signature: 











*We assure you that the NRICs collected will be used solely for internal purposes and will be kept confidential in accordance with data protection regulations.
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