
Part 1: Company Details 

	Company UEN
	

	Company Name 
(per ACRA records)
	

	Registered Address 
(per ACRA records)
	

	Sector
	Please select drop-down here: 
	Brief Company Profile 
(including key business activities)
	☐Hotels    ☐MICE    ☐ Attractions  ☐Tours and Travel

	SME Status[footnoteRef:1] [1:  SMEs refer to:
Registered or incorporated in Singapore
At least 30% local shareholding by Singapore Citizens or Singapore Permanent Residents
Employment size of not more than 200 (at group level) or with annual sales turnover (at group level) of not more than $100 million] 

	Please select drop-down here: 
	Overall Employment Size
	Please select drop-down here: 
	Local Employment Size
	Please select drop-down here: 
	Contact Person Name
	

	Contact Number
	

	Email Address
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CAREER CONVERSION PROGRAMME FOR TOURISM PROFESSIONALS 
APPLICATION FORM FOR EXISTING EMPLOYEES’ RESKILLING

Version 5.0 updated as 16 Feb 2024

Part 2: Job Redesign Project Details
	a. Project Title:


	b.  Impetus 
Please share the objective/rationale behind this project, a brief description of what the company hopes to achieve from a mid to long-term perspective (e.g. to create a more seamless check-in experience, to achieve carbon neutrality by 2030, engage customers effectively through online platforms etc), justifications on the risk of redundancy of the affected job (e.g. company is moving to digital realms to engage clients thus staff must have digital skills to keep up with the company’s operations), as well as how the job redesign can lead to a more value-added job scope. 



	c.     Change in job scope  

	Current Job Title 
· Current Key Responsibilities  
	Post-JR Job Title 
· Post-JR Key Responsibilities (Pls list only the responsibilities core and new to the job role) 
	No. of Local Employees To Reskill

	Job Title
· Task 1
· Task 2
	Job Title
· Task 1
· Task 2
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Note: Please use one line per job title







Part 3: Document for Submission
	ACRA Business Profile 
Dated within 6 months of CCP application date
	

	Trainee Details Form
	


	Training Plan[footnoteRef:2] Template  [2:  A list of relevant external training programmes and OJT templates are available for reference. Please approach Programme Manager for a copy. ] 


	


	Whitelisted Job Role Alignment 

	





Part 4: Declaration 
	S/N
	Requirement
	Please check if the relevant requirements are met 

	Declaration on Company

	1. 
	Registered or incorporated in Singapore.
	☐ Yes  ☐ No

	2. 
	Committed to work with WSG and Programme Manager on the necessary administrative matters related to the Programme. 
	☐ Yes  ☐ No

	3. 
	Committed to design and implement a robust Training Plan to support the employees undergoing reskilling.
	☐ Yes  ☐ No

	4. 
	Is not receiving manpower funding for salaries from any government agency for operations.
	☐ Yes  ☐ No

	5. 
	Not claiming Absentee Payroll for classroom training (if any) that is part of this programme.
	☐ Yes  ☐ No

	6. 
	Redesign results in jobs which fulfils at least one of these job redesign outcomes.

· Job enlargement: Enlarged job scope to include new tasks
· Job enrichment: Inclusion of value-added tasks at a higher job level, elevated responsibilities
· Job reconfiguration: Reconfigure an existing job by reshaping priorities and tasks for a new outcome, mostly supported towards change in company strategy/reorganisation
· Improvements to working conditions: Better working conditions, reduced work-related risks, reduced manual work etc
	☐  Job Enlargement
☐  Job Enrichment
☐  Job Reconfiguration
☐  Improved Wages
☐  Improvements to working conditions

	7. 
	Job redesign is for the mid to long-term basis, and not ad hoc.
	☐ Yes  ☐ No

	Declaration on Trainee(s)

	8. 
	Singapore Citizen or Permanent Resident
	☐ Yes  ☐ No

	9. 
	21 years old and above
	☐ Yes  ☐ No

	10. 
	Offered post-JR fixed monthly salary[footnoteRef:3]: [3:  Fixed Monthly Salary = Basic Monthly Salary + Fixed Monthly Allowances ] 

· RnF: ≥$2,000 
· PMET: ≥$2,700
	☐ Yes  ☐ No

	11. 
	Full-timer, on a permanent basis or at least a 12-month employment contract
	☐ Yes  ☐ No

	12. 
	Not shareholder[footnoteRef:4] of the applicant company, or any of its related companies [4:  Does not apply to shareholders who hold publicly traded shares in listed companies] 

	☐ Yes  ☐ No

	13. 
	Not related to the owner(s)[footnoteRef:5] of the company [5:  Refers to individuals with shareholding per ACRA profile for non-publicly listed companies] 

	☐ Yes  ☐ No

	14. 
	Not immediate ex-staff of the applicant company or related entities
	☐ Yes  ☐ No

	15. 
	Not concurrently undergoing any similar programme funded by WSG or any agencies 
	☐ Yes  ☐ No

	16. 
	Hired for at least one year in the company as of date of training commencement
	☐ Yes  ☐ No

	17. 
	Not funded by WSG or any other agencies for the same project previously
	☐ Yes  ☐ No

	18. 
	Have not been enrolled for the same programme[footnoteRef:6] before [6:  WSG’s Career Conversion Programme for Hotel Professionals 2019 - 2022] 


If no, please indicate:
Training duration the trainee was reskilled:
____________________________________________

Explain why the trainee needs to be reskilled again.
__________________________________________________
	☐ Yes  ☐ No




All the information provided is complete and correct to my knowledge. I understand that 
· any incomplete or inaccurate information in this submission may render this application to be rejected, or clawback of any monies disbursed; and
· processing time upon receipt of the full application form (including attachments for Part 3: Document for Submission) may take up to 4 weeks; and
· training done prior to approval will not be supported.

	
	
	

	Name & Designation (HR Manager or equivalent)
	
	Company Stamp



	
	
	

	Signature
	
	Date (DDMMYY)
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TraineeDetailForm.xlsx
To Note (Pls read)

		To Note

		1. Please protect file with password when returning copy to Programme Manager.
2. Please add on new rows for additional trainees.
3. Pls note that for candidates hired during the Job Growth Incentive (JGI) period (https://www.iras.gov.sg/schemes/disbursement-schemes/jobs-growth-incentive), salary support will be halved per month and spread out over twice the duration. There is no change to the total quantum disbursed.























Trainee Details

		S/No. 		Name of Trainee 		NRIC No		Nationality		Age
(as of year of training commencement)		Highest Qualification		Employment Start Date
MM-YYYY		Expected Training Start Date
MM-YYYY		Expected Training End Date
MM-YYYY		Training Duration (in months)		Worker Type		Job title		 Salary		For New Hires Only				For Reskilled Trainees only

																												Last Employment:
Job Title		Last Employment: Salary		If job is aligned to the whitelist, please indicate the whitelisted job title 		Post-JR Job Title		Post-JR Salary 





		3

		4

		5









ForInternalRef

		Whitelisted Job Role

		Environmental Sustainability

		Business Intelligence Analysis

		Technology and Innovation 

		Wellness 

		Place Making and Community Partnerships 

		Marketing / Public Relations

		Sales / Business Development

		Revenue Management

		Meetings & Digital Events Production 

		Banquet Operations

		Human Resources

		Operations

		Guest Experience 

		F&B(Back-of-House)

		F&B(Front-of-House)

		Hygiene / Sanitisation Audit

		Housekeeping / Linens / Public Area Cleaning 

		Engineering & Maintenance

		Safety and Security 

		N/A





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(ExistingEmployee).docx
TRAINING PLAN FOR CAREER CONVERSION PROGRAMME FOR TOURISM PROFESSIONALS

Instructions: 

· Please submit 1 training plan per job role. 

· Training should be relevant to the post-JR job role. 

· Company is free to customise training plans beyond the supportable duration[footnoteRef:1].   [1:  Supportable duration is 3 months (60 days).] 


		POST-JR JOB ROLE:

		To be completed during training

Name of Trainee:   



		

		Signature



		S/N

		On-the-Job Training Topics

		Expected No. of Days

		Learner

		Instructor/Supervisor



		1

		

		

		

		



		2

		

		

		

		



		3

		

		

		

		



		4

		

		

		

		



		5

		

		

		

		



		

		External Classroom Training Courses[footnoteRef:2] (if applicable) [2:  As training can comprise 100% OJT, classroom training is optional.] 


		Expected No. of Days

		Signature



		

		

		

		Learner

		Instructor/Supervisor



		1

		Course Title:
Training Provider:

Learning Outcomes:

		

		

		



		2

		

		

		

		



		

		

Total



		

XX
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WhitelistedJobRoles(CheckList)_v3.docx
Programme WhitelistNote

The whitelist is meant to support the follow modalities: 



Existing Employees 

The whitelist is meant to support applications for Job Redesign Reskilling projects where eligible trainees must take on at least 3 new post-JR Key Tasks that they have not been required to perform previously 



New Hires 

To ensure that the supportable job roles are aligned to ITM/JTM growth jobs, jobs within the following job functions will require trainees to take on at least 1 new post-JR Key Task that they have not been required to perform previously with reference to the programme whitelist:

 

a. Human Resource 

b. Digital Marketing 



Companies can reference the Post-JR Key Tasks to develop customized On-the-Job Training Plans for the workers who will be undergoing reskilling. The Post-JR Key Tasks are non-exhaustive and subject to changes from time to time as deemed necessary by WSG and our Tripartite Partners. 



Companies should:

· Highlight the whitelisted job role that best fits the redesigned job role

· Indicate the Post-JR Job Title that is aligned to the whitelisted job role

· Select at least 3 of the post-JR key tasks for the selected whitelisted job role for Job Redesign Reskilling projects





		Function

		Post-JR Key Tasks

		Possible Pre-JR Job Role(s)

		Possible Technology / Equipment Supporting JR (non-exhaustive)

		Possible Skills Required



		Emerging Roles



		Environmental Sustainability



Aligned to Post-JR Job Title: 

_______________

		☐ Develop and implement ESG strategies and roadmap

☐ Analyse emerging trends, regulations and best practices to drive continuous improvement in sustainability

☐ Work with functional teams to integrate sustainability into various aspects of operations

☐ Ensure operations are compliant to sustainability-related standards or regulations and laws

☐ Prepare reports on ESG progress to updates both internal and external stakeholders

☐ Use sustainability as part of company’s marketing / branding / communications strategies

☐ Develop and oversee implementation stakeholder engagement strategy (e.g. training, change management) as part of the sustainability project

☐ Drive the adoption of system to track property’s carbon emissions, as well as the carbon footprints from guests to identify opportunities for improvement/offsetting



		· N/A

		· Solar Panels

· Heat Exchangers

· Occupancy Sensors

· Smart Meters

· Submetering

· Food Waste Processors

		· Environmental and Social Governance

· Environmental Sustainability Management

· Energy Management and Audit

· Carbon Footprint Management

· Sustainable Sourcing

· Waste Management (includes food and general waste)

· Recycling

· Change Management 

· Business Acumen

· Data Analytics 

· Supply-chain Management

· Market Research

· Project Management

· Stakeholders and Community Engagement

· Sustainability principles and frameworks



		Business Intelligence Analysis



Aligned to Post-JR Job Title: 

_______________

		☐ Crawl data from different sources, analyse and evaluate business trends to support strategic decision making

☐ Drive information integration from different data sources to generate insights such as market share performance, market segmentation and overall business performance

☐ Create, use and maintain tools, reports and dashboards to support performance management and manage the underlying data

☐ Collaborate with other functions to analyse business and operational performance, and recommend improvements to increase productivity and revenue

☐ Communicate and present findings to management and propose recommendations using data tools such as dashboarding, storytelling and visualisation

☐ Familiarisation of key data gathering and storytelling platforms

		· N/A

		· Business intelligence tools and technologies

		· Business Acumen 

· Data Analytics 

· Data Mining and Modelling

· Data Storytelling and Visualisation 

· Data Collection and Analysis

· Predictive Analysis

· Coding



		Technology and Innovation 



Aligned to Post-JR Job Title: 

_______________

		☐ Facilitate innovation by ideating innovative technology solutions with stakeholders

☐ Direct and manage all technology evaluation and adoption initiatives 

☐ Drive integration of front-of-house and back-of-house systems to achieve performance optimisation

☐ Lead tech and innovation initiatives and projects 

☐ Run proof-of-concepts to experiment and scale new technologies

☐ Build a business case and obtain buy-in

☐ Educate staff on the implementation

☐ Monitor and maintain the performance of digital assets to ensure optimal functioning

☐ Information gathering on key industry trends and innovation eco-system

		· N/A

		· Enterprise systems

· Robotic Process Automation

· Chatbot / Voicebot

· Event Management Systems

· AI / RPA

		· Technology Road Mapping

· Technology Strategy Formulation

· LEAN management 

· Design/Systems Thinking

· Project Management

· Change Management



		Wellness 



Aligned to Post-JR Job Title: 

_______________

		☐ Keep abreast of the latest wellness trends and propose recommendations on how they can be translated into new products and service offerings

☐ Work with various departments to ensure that guest mental and physical wellbeing is maintained throughout service journey 

☐ Conduct pre-trip consultations with guests to understand their needs and ensure a personalised experience even prior to arrival

☐ Design and develop personalised wellness itineraries and programmes for guests to ensure health, wellbeing, and overall guest satisfaction

☐ Collaborate with other departments such as Food & Beverage to develop custom meal recipes and plans based on guest dietary preferences

		· N/A

		· Wearable Technologies 

· Customer Relationship Management System 

· Property Management Systems

		· Customer Behaviour Analysis

· Customer Experience Innovation

· Service Innovation



		Placemaking and Community Partnerships/ Education and Outreach



Aligned to Post-JR Job Title: 

_______________

		☐ Develop an overall strategy for placemaking and activating public spaces and communities around the venue/destination

☐ Design and deliver new unique experience and concepts through educational programmes for guests, such as on sustainability 

☐ Cultivate meaningful relationships with local enterprises, organisations, and creatives in support of placemaking programmes

☐ Manage community-led place strategies and coordinate activities and initiatives 

☐ Enhance the guest experience through storytelling techniques, sharing local history, culture and heritage and/or sustainable features of the vicinity to promote immersive experiences for guests

☐ Monitor and evaluate the effectiveness of educational programs and initiatives to measure impact and identify areas for improvement

☐ Develop communication strategies to promote and report on company's placemaking sustainability efforts to internal and external stakeholders

☐ Organise or collaborate with partners to curate guided tours for guests which showcase sustainable features (e.g. renewable energy systems, green building practices, or wildlife conservation efforts)



		· N/A

		· Customer Relationship Management System

		· Business Acumen

· Business Negotiation

· Events Planning 

· Cultural Sensitivity 

· Customer Experience Innovation

· Empathetic Design

· Placemaking

· Public Speaking and Presentation Skills

· Environmental Knowledge

· Waste Management 

· Community Partnerships 



		Business Development, Sales & Marketing



		Marketing / Public Relations/ Community Outreach



Aligned to Post-JR Job Title: 

_______________

		☐ Conduct in-depth research on industry trends and best practices to generate market intelligence, especially in emerging areas such as sustainability

☐ Take a data-driven approach to understand consumer needs, discover areas of improvement, and implement innovative solutions 

☐ Use of CRM to create archetypes of consumer segments (such as ‘Green Tourist’) to develop strategies for targeted marketing

☐ Plan, ideate, and develop highly relevant and engaging content which the audience will resonate with

☐ Plan and execute marketing campaigns on omni channels, including managing Key Opinion Leaders

☐ Measure performance of omni channels through surveys, generate reports for analytics and identify areas for improvement

☐ Evaluate how latest technology trends can be leveraged to spur innovation in product and customer brand experience

☐ Collaborate with community stakeholders to identify, implement and communicate joint projects in sustainability and or/community outreach  

☐ Develop communication strategies to promote and report on company's efforts (such as on sustainability) to internal and external stakeholders

☐ Identify and develop strategies for improvement based on customer feedback

		· Digital Marketing Specialist 

· Marketing Communications Specialist 

· Marketing Specialist

· Product and Experience Development Specialist

· Public Relations Specialist

		· Customer Relationship Management System 

· Google Analytics

· WebTrends

· NetInsight

· Search Engine Optimisation 

· Virtual, Mixed, Augmented reality technologies

· Visualisation tools

· Robotic Process Automation



		· UX/UI Design

· Business Environment Analysis

· Business Needs Analysis

· Consumer Intelligence

Analysis

· Customer Experience Innovation

· Data Analytics

· Infographics and Data Visualisation

· Digital and Social Media Marketing

· Website Performance Management 

· Project and Budget Management

· Stakeholder Engagement

· Community Partnership

· Social Media Performance Management 



		Sales / Business Development



Aligned to Post-JR Job Title: 

_______________

		☐ Conduct in-depth research on industry emerging trends (e.g. sustainability) and competitors to generate market intelligence 

☐ Take a data-driven approach to understand consumer needs, discover areas of improvement, and implement innovative solutions 

☐ Identify and pursue new business opportunities (such as sustainable travel itineraries) arising from data and customer/consumer insights aligned to industry’s trends and company’s service capabilities to grow the business locally and regionally

☐ Optimise sales and drive customer engagements via offline and online platforms

☐ Customise proposal based on customer needs and data insights

☐ Lead generation and qualification based on market research

☐ Partner local businesses to showcase local culture and heritage, and craft immersive stories for travelers

☐ Propose and promote sustainable travel itineraries/packages to clients, for instance using storytelling techniques on how they can play their part in sustainability

☐ Provide advisory on sustainable travel options and importance of responsible travel

☐ Monitor sustainability performance and identify areas of improvements



		· Sales Specialist

· Reservations Specialist

Business Development Specialist

· Travel Advisor 



		· Customer Relationship Management System 

· Robotic Process Automation

· Chatbot/Voicebot

· Proposal Generation Software





		· Consumer Intelligence

Analysis

· Data Analytics

· Business Negotiation

· Stakeholder Management

· Revenue Management

· Pricing 

· Lead Generation 

· Customer Service

· Customer Feedback

· Relationship Management

· Tourism Promotion





		Procurement 



		Procurement 



Aligned to Post-JR Job Title: 

_______________

		☐ Develop and implement procurement policies (such as on sustainability) for evaluation and selection of suppliers and products

☐ Work closely with functional teams to identify sustainable alternatives for products and equipment

☐ Implement sustainable procurement policies and criteria that suppliers need to meet to qualify for patronage

☐ Track and assess environmental impact of purchased products and services throughout their lifecycle

☐ Stay informed about emerging trends and regulations to drive continuous improvement

☐ Source and procure from verified sustainable sources and partners

		· Procurement Specialist

		· Supply Chain management System 

		· Lifecycle Analysis 

· Green Impact Indicators

· Measurement and Reporting

· Circular Economy Mapping

· Green Standards and Criteria



		Revenue & Distribution



		Revenue Management



Aligned to Post-JR Job Title: 

_______________

		☐ Analyse demand forecast and translate insights into revenue management / optimisation strategies (pricing, distribution, upselling, and inventory control) using new systems/software

☐ Monitor and analyse market and competitor trends and key performance metrics, and recommend changes in strategies as appropriate 

☐ Champion and educate revenue management practices

☐ Apply revenue management principles beyond company’s core services/products and to other revenue-generating business units

☐ Identify and pursue ancillary revenue opportunities (e.g., creation of IP from proprietary shows) and innovative opportunities to improve revenue management operations

☐ Coordinate with other departments to make use of revenue forecast insights to better plan marketing and operations 



		· Reservations Specialist

· Revenue Management Specialist

		· Real-time monitoring software

· Artificial Intelligence

· Revenue Management System

· Robotics Process Automation

		· Data Analytics

· Asset Enhancement 

· Asset Optimisation

· Placemaking 

· Total Revenue Management







		Venue Management & Event Operations



		Meetings & Events Production 



Aligned to Post-JR Job Title: 

_______________

		☐ Effective use of data-driven insights to understand attendee and stakeholder needs

☐ Effective communication with suppliers with working knowledge of various event technologies and platforms 

☐ Plan and execute hybrid experiences, events and/or exhibition 

☐ Develop internal sustainable event strategies aligned with the Singapore Sustainability Roadmap

☐ Identify specific sustainability goals for each event and incorporate into overall event planning and execution process

☐ Evaluate and prioritize venues that have implemented sustainable practices across energy efficiency, waste management, sustainable procurement, and overall sustainable operations

☐ Leverage on sustainability as part of company’s sales & marketing / branding / communications strategies

☐ Monitor and evaluate the effectiveness of sustainability initiatives implemented during events; prepare reports on sustainability performance

		· Conference Services Specialist

· Event Operations Specialist

		· Customer Relationship Management System

· Enterprise systems

· Robotic Process Automation

· Event Management Systems

· Event Technologies

· Waste Tracking software

· Carbon / Energy Tracking Software



		· Data Analytics

· Infographics and Data Visualisation

· Consumer Intelligence Analysis

· Sustainable Event Planning and Management

· Proposal Writing

· Environmental Sustainability Management

· Green Facilities Management

· Sustainable Procurement

· Revenue Management

· Virtual Event Production

· Broadcasting and video production skills

· Environmental Impact Assessment

· Green Technologies & Innovation 

· Waste Management & Recycling 

· Energy Efficiency & Conservation

· Sustainable Transport Solutions 

· Sustainable Design & Venue Selection

· Sustainable F&B Management

· Communication strategies for sustainability





		Venue Operations Specialist



Aligned to Post-JR Job Title: 

_______________

		☐ Collect and analyze data to understand attendee behavior and preferences and make data-driven decisions about event planning and management

☐ Coordinate with event organizers to ensure venue meets their technology requirements (audio-visual equipment, lighting systems etc.)

☐ Manage event logistics with technology tools such as scheduling and coordinating with vendors, managing transportation and parking, and coordinating with security personnel etc.

☐ Establish sustainability goals and curate eco-friendly packages

☐ Educate and encourage event organizers to adopt sustainable practices 

☐ Work with functional teams to implement sustainable practices across energy efficiency, waste management, procurement, and overall sustainable operations

☐ Leverage on data analytics to predict attendee turnout to reduce food wastage 

☐ Encourage sustainable transportation such as providing bike racks and offering shuttle services 

☐ Monitor, evaluate and report on the effectiveness of sustainability initiatives

		· Meeting Planner

· Venue Manager

· Exhibition Manager

		· Event management software 

· Customer relationship management software 

· Audio-visual equipment 

· Mobile event apps

· Waste Tracking software

· Carbon / Energy Tracking Software

		· Project management

· Environmental Impact Assessment

· Green Technologies & Innovation 

· Waste Management & Recycling 

· Energy Efficiency & Conservation

· Sustainable Transport Solutions 

· Sustainable Design & Venue Selection

· Sustainable F&B Management

· Communication strategies for sustainability



		Exhibition Stand Builder/Specialist



Aligned to Post-JR Job Title: 

_______________

		☐ Use 3D modelling and design software to develop highly detailed, accurate, and visually appealing exhibition stand designs for a realistic preview of final product

☐ Leverage on digital fabrication technologies such as machines and laser cutters for precision cutting and shaping of materials, to enhance stand building accuracy and speed

☐ Employ digital prototyping tools to test and refine stand components before physical construction, to reduce the risk of errors and minimize material waste

☐ Install smart sensors in exhibition stands to collect data on attendee interactions, providing insights for client marketing strategies

☐ Set up a comprehensive recycling system at the exhibition space, segregating waste streams and encouraging all staff, suppliers, vendors and clients to recycle materials like cardboard, plastics, and glass

☐ Optimize routes and schedules for transporting of materials and stand components to reduce fuel consumption and carbon emissions

☐ Collaborate with designers to create exhibition stands with energy-efficient lighting, including LED fixtures with motion sensors for reduced energy consumption during off-peak periods

☐ Develop and implement waste reduction strategies within the stand construction process; Identify opportunities for material reuse in future projects

☐ Establish partnerships with suppliers to procure sustainable and eco-friendly materials for stand construction to reduce environmental impact

☐ Monitor and prepare reports on resource consumption, waste reduction, and other sustainability metrics

		N/A

		· Waste Tracking software

· Carbon / Energy Tracking Software

· Sustainable Transportation and Logistics software

· Data analytics software 

· Sustainable Procurement platform

· Sustainable Reporting software

· 3D Modelling and Design software

· Digital Fabrication technologies

· Digital Prototyping tools

· Smart sensors

		· Sustainable Exhibition Building Management

· Sustainable Transportation Solutions

· Sustainable Procurement

· Waste Management & Recycling

· Green Technologies & Innovation

· Energy Efficiency & Conservation

· Data Analytics and Sustainability Reporting

· Environmental Impact Assessment

· Communication strategies for sustainability



		Banquet Operations



Aligned to Post-JR Job Title: 

_______________

		☐ Plan roster and staff manning using digital systems

☐ Use AI and data analytics to improve crowd-control and operations

☐ Use data to forecast beverages and food requisition

☐ Track expenses and perform billing using digital systems 

☐ Track movement of banquet assets using technology such as RFID



		· Banquet Operations Specialist

· F&B Captain

Service Crew





		· Artificial Intelligence 

· Smart cameras and IoT sensors

· Auto-inventory management

· RFID

· Manpower Scheduling Solution

· Food Delivery Robots 

· Lightweight Autonomous Carts 

· Autonomous Banquet Robots (to move furniture) 



		· Procurement Management

· Cost Control

· Food Safety

· Sustainable Procurement

· Customer Feedback and Relationship Management

· Data Analytics

· Events Planning and Management





		Human Resources 



		Human Resources



Aligned to Post-JR Job Title: 

_______________



		☐ Work with business units to assess staffing requirements and succession planning

☐ Create safe work environments for on-site and remote employees and prescribe wellness programmes suitable for employees’ well-being

☐ Establish competency frameworks and training roadmaps to uplift workforce capabilities with the help of L&D Software

☐ Use HR Data Analytics to inform talent decisions, improve workforce processes and promote positive employee experience

☐ Review HR policies and frameworks to keep them relevant to current industry practice, and work with management to initiate new practices to ascertain stronger employer branding

☐ Identify and pursue ancillary employee engagement opportunities (such as onboarding, recognition and rewards, feedback management, performance management) using relevant tools

		· Human Resource Specialist  

		· Human Resource Information System

· Human Resource Management System

· HR Analytics Software

· L&D software

· Chatbots

· Employee Engagement Software

		· Business Continuity Planning

· Change Management

· Talent Development

· Career Planning

· HR Data Analytics and Visualisation 

· Strategic Workforce Planning

· Knowledge in HR technology

· Project Management



		General Operations



		Operations



Aligned to Post-JR Job Title: 

_______________

		☐ Use digital tools (such as RPA) to create and collate bookings/reservations or perform crowd management

☐ Perform data analysis to generate customer insights 

☐ Design and develop personalised itineraries and programmes based on customer needs and data insights

☐ Deliver curated customer experiences and upsell services based on the customer insights

☐ Handle guest feedback through digital platforms (such as Chatbot) and physical channels

☐ Perform incident management, work safe reporting and risk assessment to ensure safe operations

















		· Ticketing Agent

· Park Operator

· Crew

· Customer Support Agent

		· Robotic Process Automation 

· Chatbot/ Voicebot



		· Consumer Intelligence Analysis

· Customer Feedback and Relationship Management

· Data Analytics

· Tourism Promotion



		Front Office



		Guest Experience 



Aligned to Post-JR Job Title: 

_______________

		☐ Perform data analysis to generate customer insights 

☐ Conceptualise and implement new customer engagement programs based on customer insights

☐ Perform guest arrival, check-in/out duties or assist guest check-in/out via technology solutions

☐ Deliver curated customer experiences and upsell services based on the guest profiles and guest insights

☐ Provide guidance on usage of luggage technology

☐ Handle guest feedback through digital and physical channels

		· Front Office / Duty Manager

· Front Office / Guest Relations Officer

· Concierge

· Butler 

· Bellhop 

		· Property Management Systems

· Customer Relationship Management Systems

· Self check-in/out kiosks

· Mobile check-in with facial recognition

· Express check-out box with RFID and RPA

· Digital Concierge / Chatbot

· Autonomous luggage cart 

· Automated baggage storage system with facial recognition



		· Consumer Intelligence Analysis

· Customer Feedback and Relationship Management

· Data Analytics

· Tourism Promotion



		Food & Beverage



		Back-of-House



Aligned to Post-JR Job Title: 

_______________

		☐ Source sustainable ingredients, such as locally grown produce, organic meats, sustainably caught seafood and plant-based meat

☐ Reduce food waste by using all parts of ingredients and implement portion control measures

☐ Analyse food waste for optimal procurement and menu planning

☐ Use energy-efficient equipment and ensure equipment is properly maintained for optimal performance

☐ Implement a program such as composting, in the kitchen to reduce/divert food waste 

☐ Smart procurement through predictive ordering

☐ Recommend pricing for menu items using data/software and market research



		· Executive Chef

· Head Chef 

· Sous Chef

· Cuisine Chef

· Junior Sous Chef

· Cook

· Steward

		· Food waste tracker

· Automated temperature-measuring and recording system

· Inventory Management System

· Integrated occupancy and table management system

· Kitchen equipment

		· Consumer Intelligence

Analysis 

· Menu Forecasting 

· Environmental Sustainability

Management

· Sustainable Procurement 

· Total Revenue Management

· Environment Sustainability Management

· Waste Reduction Techniques 

· Energy-efficient Cooking Methods





		Front-of-House



Aligned to Post-JR Job Title: 

_______________

		☐
 Manage F&B operations (such as reservations) through hybrid of physical and digital platforms

☐ Use data analytics to drive revenue and manage cost structure of operations

☐ Use technology to manage the turnover of tables, stocktake and manage inventory

☐ Engage guests and make recommendations on menu items based on customer profile, preferences and insights from data

☐ Provide assistance on usage of technology and perform simple troubleshooting

		· Restaurant Manager

Service Crew

		· Point-of-Sales Systems

· Digital Menu

· Manpower Scheduling Solution

· Service Robots

· Data Management Systems

· Robotics Process Automation 

· Integrated occupancy and table management system

· RFID







		· Consumer Intelligence

Analysis 

· Customer Relationship Management

· Upselling





		Housekeeping & Cleaning Operations



		Hygiene / Sanitisation Audit



Aligned to Post-JR Job Title: 

_______________

		☐ Develop hygiene plans 

☐ Conduct hygiene audits and ensure compliance to hygiene standards

☐ Lead corrective and/or improvement actions from hygiene audits

		· Housekeeping Supervisor/Manager

· Public Area Cleaning Supervisor /Manager

		· N/A

		· Data Analytics 

· Sustainable Procurement

· Environmental Sustainability Management





		Housekeeping / Linens / Public Area Cleaning 



Aligned to Post-JR Job Title: 

_______________

		☐ Use motorised equipment and other efficient cleaning tools to facilitate cleaning

☐ Use RFID and other technology to facilitate tracking of linens

☐ Perform simple maintenance and troubleshooting of motorised equipment

☐ Use housekeeping app/system to assign jobs and improve staff rostering

☐ Use housekeeping app/system to update/monitor room statuses and coordinate with other departments

☐ Initiate and implement initiatives aligned to sustainability strategy 

☐ Use AI, IoT devices or mobile applications to anticipate and assist with guest requests/feedback

		· Housekeeping / Public Area Cleaning Supervisor

· Housekeeping / Public Area Cleaning Attendant

· Linen Attendant 



		· Property Management System (Knowcross, Hotsos etc)

· Auto-inventory management

· Digitised forms

· Bluetooth & RFID

· Internet of Things 

· Motorised pushcart

· Cleaning robots

· Linen cart robots

· Smart waste and recycling bins



		· Basic Maintenance and Diagnostics

· Troubleshooting

· Chemical usage and protection





		Engineering & Maintenance



		Engineering & Maintenance



Aligned to Post-JR Job Title: 

_______________

		☐ Monitor and analyse real-time readings of different systems through a common dashboard

☐ Investigate deviances flagged out by system(s) to ensure prompt rectification

☐ Ensure equipment and systems are properly maintained for optimal performance and energy efficiency

☐ Conduct energy and/or waste audits to identify areas for improvement

☐ Monitor water usage and identify areas where water conservation measures/technologies can be implemented

☐ Perform competitor and industry analysis and generate reports and recommendations to improve processes, procedures, and standards 

☐ Lead/support sustainability initiatives and monitor performance

☐ Responsible for managing the budget, capital expenditure projects, preventative maintenance, and energy conservation, such as exploring the use of renewable energy sources

☐ Participate in the endeavor towards obtaining a green building certification





		· Engineer

Technician

		· Smart IoT sensors

· Predictive maintenance AI

· Building Management Systems

· Engineering job dispatch system 



		· Carbon Footprint

Management

· Environmental Sustainability

Management

· Green Facilities

Management 

· Data Analytics

· Environmental Management System Framework/Policy

· Sustainable Engineering

· Green Process Design







		Security Operations



		Safety and Security 



Aligned to Post-JR Job Title: 

_______________

		☐ Follow-up on suspicious activities and/or persons 

☐ Operate and maintain security systems such as video surveillance technology, smart cameras and IoT sensors

☐ Read and analyse security data and trends

☐ Prepare annual security goals, develop working methods, and plans to carry out goals, compare actual accomplishments against goals periodically, and take necessary corrective action

		· Security Supervisor

Security Guards 

		· Video surveillance technology

· Smart cameras and IoT sensors

· Facial Recognition Analytics

· Autonomous security robots 

· Customer Relationship Management Systems

		· Footfall Management

· Data Analytics
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