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*Special thanks to Karen Primm, Director of Internship Center at California University of PA for providing materials to make this guide possible.

Project Background

The Talented 250 Project is a workforce development initiative focusing on the Hospitality and Tourism Industry.  The Westmoreland-Fayette Workforce Investment Board (West-Fay WIB) developed this project offering high school and post-secondary students the opportunity to participate in work experiences/internships in the Hospitality and Tourism Industry. 
Youth, ages 16-22, will have the opportunity to gain professional work experience, build their skills sets, and explore the variety of careers available in the Hospitality and Tourism Industry.  At the completion of the project, the participating youth will be eligible to receive a $100 or a $500 scholarship based on Employer Evaluations and completion of all project requirements.  The scholarship applications will be distributed to all local high schools, career and technical centers, and post-secondary schools.  Through the Talented 250 Project, students will gain knowledge of the career opportunities this industry offers while local communities within the region will benefit from the professional, educational, and industrial progress supported by addressing workforce development challenges for the Hospitality and Tourism Industry.
Leaders in the Hospitality and Tourism Industry throughout the region have indicated that there is a great need for skilled and educated workers.  From petitioning the state to recognize Hospitality and Tourism as a high priority industry cluster for our local region, to hiring a Program Developer to focus on building a local Hospitality and Tourism Industry partnership, the Westmoreland Fayette Workforce Investment Board has been a pioneer across the state in focusing efforts in the Hospitality and Tourism Industry.  Retaining young people to begin careers in Pennsylvania is one of West-Fay WIB’s goals.  Opening doors for youth to explore the career pathways of this industry can have a lasting impact on both local and regional workforce.  The Talented 250 Project will create awareness of the opportunities in the Hospitality and Tourism Industry available both locally and regionally while addressing current industry workforce needs.  This project supports a lasting industry workforce by increasing youth awareness of the many career fields available within Hospitality and Tourism.
	The Talented 250 Project will:
· Expose youth to the variety of career possibilities in the Hospitality and Tourism Industry.
· Build essential skills sets, including soft skills, for youth entering the workforce.
· Allow industry employers to meet seasonal staffing needs with pre-qualified candidates.
· Establish a partnership among industry employers, the WestFay WIB, and our local educational institutions.
· Lay the ground work for future youth and industry related workforce development programs.


Benefits to your organization

1. You have the opportunity to be a partner in the Westmoreland Fayette Workforce Investment Board’s efforts to advance and grow the Hospitality and Tourism Industry in our counties.

2.  You will have the opportunity to interview motivated and enthusiastic pre-professionals interested in what your organization and the Hospitality and Tourism Industry offers.

3.  Your organization will have increased visibility and an enhanced image within our local educational institutions and community.

4.  You will have access to quality youth to meet your seasonal staffing needs.

5.  You will have an additional method for recruitment of potential employees.


Details of the Project

· The work experience must last a total of 8-10 weeks between May 30th 2008 and September 8th 2008.
· The work experience must be a total of 160 hours with a minimum of 20 hours per week and a maximum of 40 hours per week.
· Participating youth and employers must complete evaluation forms to assist with scholarship selection, future placements, and project statistics.
· A Project Agreement between your organization and the Westmoreland Fayette Workforce Investment Board will be completed.
· A contract between the Westmoreland Fayette Workforce Investment Board and your organization must be completed when participating in the Employer Reimbursed Position option.











Types of Positions 

	The project will be offering two categories of positions:
		1. Employer paid, entry level industry positions
· These positions offer youth the opportunity to gain valuable   entry level work experience to build their resume.
· Students are considered seasonal employees and would receive their wage, etc. from the employer.
· Employers receive interested and prepared candidates to fill seasonal positions.
		2.  Work experience positions
· These positions provide the student with a learning experience.  Students receive the opportunity to gain experience in a position that may be above entry level, or not being offered as a regular position.
· The goal of these positions is to provide the student with work experience that would not be available to them ordinarily.
There are a limited number of wage re-imbursement positions available under this category:
· The employer will be reimbursed for the students wage, worker’s compensation, and UC through a contract with the Westmoreland Fayette Workforce Investment Board.
· To submit a position for the wage re-imbursment, you must submit a position description, indicating your request for re-imbursement, and the Project Director will schedule a meeting to complete the required contract. 
· These positions require the youth selected for the position to be WIA eligible, this can be explained in more detail during a contract meeting.

Positions can be offered in a variety of career fields including, but not limited to:

	Administrative/Clerical
	Food & Beverage/Culinary
	Hotel Service Positions
	Information Technology
	Maintenance/Engineering
	Management/Supervisory
	Museum/Cultural
	Sales/ Marketing
	Security

Youth participating in the project do not have to be studying the Hospitality and Tourism Industry to participate.  One of the project goals is to increase awareness of the variety of career fields offered by the industry and to encourage students graduating with interests and majors in other fields to look into the variety of career fields available in the industry.  However all youth participating in the Talented 250 Project will be receiving background information pertaining to the industry as well as professional skills and work ethic through the required Orientation Lessons.

Steps to Participating in the Talented 250 Project

Step 1:  Set goals and define needs
· What do you hope to achieve for your organization?
· Are you searching for help for a specific seasonal position or for assistance in a specific department/area of your organization?
· Are you looking to fill any long term permanent openings?
· Things to consider for developing a job description:
A) Position title
B) Hours
C) Full or Part-time
D) Seasonal or Permanent
E) Schedule
F) Academic background and experience needed
G) Assigned work (be as specific as possible)
H) Compensation
I) Reporting structure for the youth position
· Submit the job description to the Talented 250 Project to be posted on the website by Project staff for youth to review.

Step 2:  Preparation for your youth employee
· Consider the following:
1. Can I provide a meaningful experience that helps students explore career choices and provides the opportunity for the youth to build or refine workplace and professional skill sets.
2. Who will supervise the youth?
· Assign a supervisor who likes to train others and has the resources to do an effective job.
· Identify workspace, parking, computer, and phone needs for the position.
· Identify special training opportunities beyond the daily work, special events, staff meetings, lunches with executives, etc. that would fit into the youth position description.
· Identify organization and training materials, such as organization history and mission, organizational chart, policies and procedures, promotional materials, etc.
· Be aware of safety issues for the youth position.

Step 3: Selecting a project youth
· Review the youth position registrations and contact youth candidates for on-site interviews.
· Choose youth as carefully as you would choose permanent employees.  After all, they might be permanent employees or returning seasonal employees in the future.
· Be sure to contact Kate Martin, Talented 250 Project Director, to provide a review of interviewed youth candidates as well as hired youth for tracking purposes.
· Complete any and all required contracts for the youth position.
Step 4:  Managing the project youth
· Project youth will receive an online orientation course before beginning work with your organization; however, it is important to provide your new Talented 250 Project youth employee with a tour and orientation of your facility and the position, explaining duties, introducing co-workers, and supplying resources needed to do the job.
· Providing the youth worker with plenty of feedback not only lets the youth know if they are meeting your expectations, but also keeps them motivated and interested.
· Employer Evaluations must be completed regarding the project youth’s work, dedication, progress, etc. These will be used for scholarship selection purposes.  They can be submitted through email, or mail to Kate Martin, Project Director @

kate@talented250project.org
              Or
Westmoreland-Fayette WIB
145 Pavilion Lane
Youngwood, Pa 15697

If there is a specific situation that should be brought to the   attention of the Talented 250 Project Director, please feel free to contact the Westmoreland-Fayette Workforce Investment @724-755-2145.








Project Youth Orientation

You can help the project youth greatly by providing the following kinds of information about your property, organization, and work site(s):
· Company Organization –history, vision, mission, strategic plan
· Industry jargon
· Safety regulations
· Work Standards and Procedures
· Reporting relations(organizational chart)
· Access to supervisor (days, times, and duration)
· Tasks that can be completed without supervisory approval
· Work processing requests and timeliness
· Mail and Telephone systems
· Procedure for signing off completed work
· Security and confidentiality issues, if relevant
· Acceptable dress and appearance for position
· Personnel who can answer different kinds of questions
· How the organization wants the intern to deal with clients, customers, and vendors.

How to communicate this information:
· Tour the facilities and employee introductions
· Give your project youth company materials, such as newsletter, annual reports, organizational charts, etc. relevant to their position
· Allow the interns to interview company personnel (this gives them the opportunity to find out more about not only your organization, but also the industry)

*Project youth will be required to complete an online orientation course before beginning work with your organization.  The online lessons topics are listed one attached sheet.  Students will be required to complete assignments to ensure understanding of the topics.

The orientation was developed and will be conducted by Daynelle Sanner, CHE.
Daynelle is the Hospitality and Tourism program Instructor at the Fayette Area Vocational Technical School and has years of industry experience.  If you would like more information about Daynelle, her orientation course, or her program at the Fayette Area Vocational Technical School, contact her at:
			Daynelle@talented250project.org




Orientation Lessons:

Lesson 1
	Welcome to the Hospitality Industry
Growth, Statistics, Job Security, Travel, Lodging, Foodservice, and Recreation
	Characteristics of the Hospitality Industry
		365 days a year, 24hrs. a day, What to expect
	Why people travel
		Pleasure travel, business travel, different expectations

Lesson 2
	Focus on Service
Success in service, moments of truth, ways to improve service, service and total quality management, etc.

	Effective Guest Interaction Techniques
		Going the extra mile—how to WOW a guest

Lesson 3
	Internships, Mentorships, and Job Shadow
		Opportunity—Endless Possibilities

	Building for Success
Getting a job, business skills, resume writing, interviewing, register with CareerLink system

Lesson 4
	Leadership and Management
Examples of leadership, managerial skills, key management functions, ethics, social responsibilities, ethical dilemmas


Lesson 5
	Professionalism
Communication techniques/verbiage, eye contact, handshakes, appearance, uniforms, etc.

	Professional Profiles
Where they began, how they did it, where they are presently, what was their “drive”—spotlight local hoteliers, managers, chefs, etc.


What is expected of Supervisors?

In addition to providing work that contributes to your organizations mission, we also hope you actively support the student’s career and work exploration, learning, and development.  It is important for the project youth to have a supervisor available to them that will:

· Provide a clear job description and position expectations/duties
· Orient the student to the organization, it’s “culture”, and their work duties.
· Assist the student to develop/achieve personal learning objectives
· Offer feedback to the project youth on a regular basis
· Complete the written Employer Evaluation Form(s)
· Be sure that all requirements of the project agreement and/or the contract are being met.


Steps to ensure successful project participation

· Occasionally a problem may arise.  If this should happen, the individuals are encouraged to discuss the situation, negotiate on their own, and work toward an agreement.  If the situation requires, feel free to contact Kate Martin, Project Director, to assist with handling the situation.
· If a project youth employee is terminated or chooses to leave their position, they forfeit scholarship eligibility, and should be handled as any employee would be handled.  In this situation, please notify Kate Martin, Project Director as soon as possible.
· All participants involved with the project should review the guidelines, requirements, and expectations.  If you have any further questions regarding the Talented 250 Project, please contact Kate Martin, Project Director.

We hope that clear expectations and open communication will ensure that the work experience is a positive one.

Please do not hesitate to contact us:
Kate Martin, Project Director
Talented 250 Project
Westmoreland Fayette Workforce Investment Board
145 Pavilion Lane
Youngwood, Pa 15697
Phone: 724-755-2145 x 508			Email: kate@talented250project.org
Fax: 724-755-0914				Website:  www.talented250project.org




Developing a Position Description

In order to recruit the right students for your position, you will want to consider the duties and requirements that will be assigned to the position.

A position description must include these elements:
· Position title ( the more specific, the better)
· Number of openings
· Skills or qualifications that you’d like applicants to possess (experience, certifications, education, etc.)
· Explanation of the benefits to the student (i.e. what will be learned, what skills can be developed, what training or supervision will be provided, etc.)
· Minimum number of hours per week (if applicable)
· Work schedule (set schedule, shifts, etc.)
· Wage/Salary
· Start and end dates
· Organization’s Name
· Position Supervisor’s name and title
· Required application materials (resume, cover letter, etc.)
· Any special position requirements (driver’s license, over 18, special equipment experience, etc.)


Please use attached Position Submission Form to submit position(s) to The Talented 250 Project through email, mail, or fax to:
Kate Martin
Project Director
kate@talented250project.org

Talented 250 Project
Kate Martin
WestFay WIB 
145 Pavilion Lane
Youngwood, Pa 15697

Fax #: 724-755-0914


  The forms are also available on the Talented 250 Project website:
www.talented250project.org



Talented 250 Project
Position Submission Form

Position Title ___________________________________________________________
Number of openings _____________________
Position Supervisor’s name and title ________________________________________________________________________
# of hours per week (must be at least 20)_____________________________________
Work Schedule __________________________________________________________
Wage/Salary ___________________________________________________________
Start and End dates______________________________________________________

Organizations Name and Address ________________________________________________________________________________________________________________________________________________________________________________________________________________________

Skills or Qualifications that you would like applicants to possess_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Explanation of benefits to the student_________________________________________________________________________________________________________________________________________________________________________________________________________________

Required application materials_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Any special position requirements____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Project Agreement
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_____________________________________________________________

This agreement establishes a partnership between the Westmoreland-Fayette Workforce Investment Board’s Talented 250 Project (referred to as the “Project”) and ________________________________
(referred to as the “Employer”).

The Project is designed to provide youth work experience opportunities in the Hospitality and Tourism Industry in order to build skill sets and career awareness.  The Employer shall provide practical experience pursuant to the terms of this agreement and serve as the work experience host site offering facilities, resources, and supervision to youth project participants.  Both parties agree to the following:

I. Duties and Responsibilities of the Project

1.  The Project will post Employer submitted position descriptions on the Talented 250 Project website to be reviewed by local youth.
2.  The Project will provide Employer with a list of youth candidates interested in the Employer’s submitted positions.
3.  The Project will provide project youth with online orientation lessons and assignments to assist with work skills and preparation.
4. The Project will adhere to any contracts set forth regarding Employer re-imbursed positions.
5.  A Project representative will conduct at least 2 work-site visits to monitor the project youth’s progress and ensure the success of the experience. 
6.  The Project will use Employer Evaluations as criteria for determining scholarship recipients.





II. Duties and Responsibilities of the Employer

1.  The Employer will prepare and submit a position description which will be posted for review on the Project website.
2. The Employer agrees to notify the Project of all selection criteria and any requirements of the selection process including but not limited to:  background checks, drug testing, health screenings, minimum age requirements, etc.
3.  The Employer will contact youth candidates given to them by the Project to set-up on-site interviews.
4.  The Employer will select Project youth based on the Employer’s needs and preferences.
5. The Employer will notify the Project of youth candidate interviewee status and position if hired.
6.  The Employer determines the schedule that the youth employee maintains while on premises.  The total number of hours and weeks of employment will meet the minimum requirements of the Project:  20 hrs. per week minimum, 40 hrs. per week maximum, total of 160 hours over an 8-10 week period between May 30th and Sept. 8th 2008.  
7.  The Employer will fully cooperate during on-site visits from a Project representative.
8.  The Employer will complete the Employer Evaluation Form(s) for all youth Project employees.
9.  The Employer will notify the Project immediately of any violations of employment duties effecting continued employment or of any situation requiring disciplinary action regarding a Project youth and will include a complete explanation of circumstances.
10.  The Employer will notify the Project of a dismissal of any youth Project employee with complete explanation of circumstances. 

The authorized representatives of the parties have executed this Agreement as of the date indicated below.


The Talented 250 Project
Westmoreland-Fayette Workforce Investment Board


______________________________________________                      ______________
(Project Authorized Signature)                                                                                       (Date)


___________________________________________________________
(Print Name/ Title)




_________________________________________________
  (Name of Employer)

___________________________________________________________                 __________________
(Employer Authorized Signature)                                                                                   (Date)


___________________________________________________________
(Print Name/ Title)



Please Sign and Return to:

Kate Martin
Talented 250 Project Director
c/o Westmoreland-Fayette Workforce Investment Board
145 Pavilion Lane
Youngwood, Pa 15697
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