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
	









[image: C:\Users\wsgcye\AppData\Roaming\OpenText\OTEdit\EC_ssg_drs\c2215200\WSG Horizontal Identity CMYK.jpg]
CAREER CONVERSION PROGRAMME FOR TOURISM PROFESSIONALS 
APPLICATION FORM FOR NEW HIRES


Version 4.0 updated as 16 Feb 2024
Part 2: 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. ] 


	


	Detailed Job Description
Pls attach screenshot of job posting
	

	Candidate Resume
	

	Employment Contract
	

	Employee CPF Contribution Statement 

Only applicable if candidate meets the scenarios below:
· Singapore Citizen or Permanent Resident aged <40 year old with ≥6 months employment gap can be supported with enhanced funding
· Candidate with ≥2 years employment gap can be supported even with prior experience in the same role hired for
	






Part 3: 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 new hire to take on a job role he/she has no prior relevant experience in.
	☐ 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

	S/N
	Requirement
	Please check if the relevant requirements are met 

	Declaration on Trainee(s)

	1. 
	Singapore Citizen or Permanent Resident
	☐ Yes  ☐ No

	2. 
	21 years old and above
	☐ Yes  ☐ No

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

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

	4. 
	Full-timer, on a permanent basis or at least a 12-month employment contract
	☐ Yes  ☐ No

	5. 
	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

	6. 
	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

	7. 
	Not immediate ex-staff of the applicant company or related entities
	☐ Yes  ☐ No

	8. 
	Not concurrently undergoing any similar programme funded by WSG or any agencies 
	☐ Yes  ☐ No

	9. 
	Graduated or completed NS for at least two years at the point of application[footnoteRef:6]  [6:  This will be counted from the date of graduation from latest qualification, or date of completion of national service, whichever is later] 

	☐ Yes  ☐ No 


	10. 
	No prior experience in a similar job role and have significant skills gaps

If ‘No’ to the above, does the trainee have a continuous employment gap of at least 2 years[footnoteRef:7] prior to CCP commencement? [7:  Exclude National Service] 

	☐ Yes  ☐ No 


☐ Yes  ☐ No 



	11. 
	Newly hired and able to commence training within first 3 months of employment
	☐ Yes  ☐ No 




[bookmark: _Hlk158976808]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 2: Document for Submission) may take up to 2 weeks. As approval and commencement of training for the trainee must take place within 3 months from his/her employment start date, I will factor in the processing timeline accordingly; 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(NewHire).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 job role. 

· Company is free to customise training plans beyond the supportable duration[footnoteRef:1].   [1:  Supportable duration is 3 months (60 days) for RnF and 6 months (120 days) for PMET. ] 


		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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