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MODIFIED STATEMENT OF WORK 

 

ALPHA1 STAFFING/SEARCH FIRM, LLC 

TEMPORARY STAFFING/PAYROLL SERVICES 
HUMANITARIAN AID (DISLOCATED WORKER GRANT) 

 

1. Introduction: 

 

The Contractor shall provide Temporary Staffing Services on an as needed basis to the South Florida 

Workforce Investment Board (“SFWIB”) d/b/a CareerSource South Florida (CSSF) as described herein.  
 

2. Services to be Rendered: 

 

The Contractor shall: (1) perform the services under this Agreement in a good workmanlike and 

professional manner; (2) conform to generally prevailing industry standards and practices; and (3) 

conform to the SFWIB’s expressed requirements set forth herein, including, but not limited to, the 

following: 
 

A. On-board Processing 

1. Upon request of the SFWIB, the hiring process shall include drug and alcohol testing.  The SFWIB shall 

be billed and agrees to reimburse Contractor for all costs associated with drug and alcohol testing within 

30 days of receipt of invoice. 

B. Job Descriptions 

1. Contractor shall hire individuals described in Exhibit A-1, Attachment 1-A, Modified Job Descriptions 

attached hereto and incorporated by reference as if fully set forth herein, under the SFWIB’s supervision 

at any location the SFWIB designates.  

2. The SFWIB may add or delete Job Descriptions at the option of the SFWIB.  Any additions or deletions 

will be agreed to through an amendment to the original Agreement, which shall be executed by the 

SFWIB and the Contractor. 

C. Payroll Services 

1. Contractor shall designate sufficient resources to ensure payroll services are seamless, accurate and 

process timely. 

2. Contractor shall work in conjunction with the needs of the SFWIB to process the payroll on a bi-weekly 

or weekly basis. 

3. Contractor shall offer direct deposit and ensure direct deposits are posted to bank on pay date. 

4. Contractor shall offer efficient payroll processing alternatives such as, paperless time reporting and pay 

cards. 

D. Reporting Requirements 

1. Contractor shall submit invoices that include supporting documentation that validates all wage payments, 

benefits, and withholdings for the payroll for which reimbursement is requested. 

2. Contractor shall prepare payroll reports and provide to the SFWIB on a bi-weekly basis. 

3. Contractor shall prepare, in a timely manner, all year-end payroll and tax processing report(s). 

4. Contractor shall remit all payroll taxes to federal and state agencies on bi-weekly basis. 

5. Contract shall handle unemployment and workers’ compensation claims involving Assigned Employees. 

E. Technical Assistance 

1. Contractor shall identify a Project lead to work with the SFWIB’s designated team member on projects. 
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2. Contract shall provide training, either on-site or tele-conference, at the request of the SFWIB. 

 

F. Timeframes 

 

1. Contractor shall work and cooperate with the SFWIB to ensure on-boarding process coincides within the 

fifteen (15) to twenty (20) day timeframe established by the SFWIB. 

G. Holidays  

 

1. The Contactor shall not require employees to perform services to the SFWIB on holidays officially 

observed by Miami-Dade County (County), unless such services are approved in writing by the SFWIB.  If 

such services are required on official holidays observed by the County, the SFWIB will notify the 

Contractor in advance. 

 

2. Holidays shall be billed at the regular non-holiday billing rates for the specified positions as set forth in 

Exhibit A-1, Attachment 2-A, Modified Pay Rate Table. No additional allowances will be given for 

Holidays worked. 

 

H. Overtime 

 

1. Overtime may be billed to the SFWIB only if the overtime hours were previously approved in writing by the 

SFWIB and after the Assigned Employee has worked forty (40) hours in a week. 

I. No Supervision By Contractor of Assigned Employees 

 

1. Accept that Assigned Employees referred by the Contractor to the SFWIB will work at SFWIB’s office or 

at any location the SFWIB designates.  Although the Assigned Employees are employees of the Contractor, 

it is understood and agreed that the Contractor is not engaged in the preparation or review of the Assigned 

Employee’s work product or performance in any circumstances.  Accordingly, the Contractor will not 

control, direct or supervise the activities (including, without the limitation, the work schedules) of any 

Assigned Employee that the Contractor provides, and the Contractor does not participate in, has no 

knowledge of and assumes no responsibility for reviewing, examining or verifying either the assignment or 

performance of the Assigned Employees. 
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GROUP A 
(Job Description 1) 

C&R Cook 1 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
This is skilled cooking and limited supervisory work in a Metro-Dade County correctional institution.  
Employees in this class are responsible for the performance of skilled cooking tasks and related 
supervision in the large-scale production of meals in a County correctional institution kitchen. 
Emphasis of the work is on the performance of a variety of skilled cooking tasks, directing inmate 
labor assisting in various food service activities to meet serving deadlines, ensuring proper 
portioning of food items, providing continuous training to kitchen trustees, operating standard 
cooking equipment, and supervising cleaning tasks to meet established sanitary requirements. 
Supervision is exercised over kitchen trustees assisting in various phases of food service operations. 
Supervision is received from a supervisory cook who supervises food preparation, serving functions 
and cleaning activities. 
 
Duties and Responsibilities 
 

 Directs inmate labor in tray make-up, loading food carts, use of steam trays and 
rethermalization units.  

 Ensures proper handling, packaging and storage of food items.   

 Operates standard cooking utensils and equipment including mixing machines, food 
choppers, wrapping machines, tray conveyors, and slicing machines.   

 Trains cooks and inmates working as kitchen trustees on preparation of meals to meet 
deadlines for tray line and cafeteria and ensures proper portioning of food items to avoid 
conflicts among inmates over uneven portions.   

 Discusses menu changes or utilization of leftovers with immediate supervisor.  

 Exercises caution and control in supervising inmates working as kitchen trustees to avoid 
injuries, inmate escapes, theft of food items, and prevent contraband from entering the area.   

 Prepares salads, sandwiches, slices meats and special dishes for inmates with special 
dietary considerations.  

 Requisitions food items and supplies for cooking operations.   

 Participates in portioning and distribution of soups, starches and vegetables for a variety of 
breakfast, lunch and dinner menus.   

 Supervises inmates in cleaning kitchen items including utensils, food trays and 
rethermalization units to meet American Correctional Association sanitation standards.   

 Performs related work as required.  
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Required Training and Experience 
 

 Completion of eighth grade with one (1) year of experience in an institutional, commercial, or 
other large-scale food preparation environment is required.  

 Valid Florida Driver’s License. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Knowledge of modern methods and equipment used in a large-scale food service operation.   

 Knowledge of standard and fancy recipes and cooking methods for various types of 
breakfast, luncheon and supper menus.   

 Knowledge of supervisory principles and practices.   

 Knowledge of American Correctional Association food regulations.   

 Knowledge of sanitary requirements and the potential hazards in food preparation. 

 Knowledge of food menus, general nutrition and modified diets, and portion control. 

 Ability to follow written instructions in menus and recipes and perform skilled cooking. 

 Ability to supervise a group of inmates working as kitchen trustees in accordance with 
correctional policies and regulations.   

 Ability to follow and transmit precise verbal and written instructions.   

 Ability to use and operate a variety of institutional food service utensils and equipment. 

 Ability to work under conditions of high temperature and stress.   

 Ability to meet serving deadlines in a large-scale food service operation.   
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GROUP A 
(Job Description 2) 

C&R Cook 2 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
This is skilled supervisory cooking work in a Metro-Dade County correctional institution.  Employees 
in this class are responsible for the supervision of skilled cooks and unskilled inmates serving as 
kitchen trustees in the large-scale production of meals in a County correctional institution kitchen.  
Responsibilities include supervising the cooking portion of meal preparation, meeting serving 
deadlines, ensuring equal portions and the quality of food servings, employing precautionary 
measures to ensure compliance with proper sanitary requirements, estimating food needs, 
requisitioning food supplies and related equipment, planning a variety of standard menus, and 
coordinating work with cooks on subsequent shifts.  Supervision is exercised over skilled cooks and 
kitchen trustees engaged in various phases of food service operations. Supervision is received from 
a food service supervisor who reviews work for effectiveness in food preparation, serving functions 
and cleaning activities. 
 
Duties and Responsibilities 
 

 Plans, schedules, and arranges work flow for a large number of skilled cooks and inmates 
serving as unskilled kitchen trustees in a County correctional institution kitchen; and 
schedules operations to meet serving deadlines.   

 Supervises the cooking portion of food preparation; roasts meats or prepares special dishes 
as required; ensures recipes are followed to avoid under/over cooking and/or food loss 
through improper preparation.   

 Employees precautionary measures to guard against health hazards and ensures 
compliance with proper sanitary requirements.   

 Provides continuous training for new inmates working in a kitchen trustee capacity; exercises 
caution and control in supervising inmates to avoid injuries, inmate escapes, theft of food 
items, and prevent contraband from entering the area.   

 Estimates food needs for standard menus; requisitions food supplies and equipment and 
maintains related records; streamlines grand-scale food preparations for an economical and 
efficient operation.   

 Coordinates planning with cooks on subsequent shifts and discusses preparation of special 
menus with food service supervisors.   

 Provides advice and assistance to skilled cooks in food preparations.  

 Supervises kitchen trustees in cleaning food service areas associated with cooking to 
maintain standard American Correctional Association sanitary requirements.  

 Ensures the use of proper fire safety procedures for a large correctional facility kitchen and 
precautionary measures governing inmates during emergency situations.  

 Makes recommendations regarding hiring, discipline and promotion of subordinates; 
authorizes leave and overtime; evaluates and rates employee performance.   

 Performs related work as required.  
 
 
 



EXHIBIT A-1 
ATTACHMENT 1-A 

RFQ National Dislocated Worker Grant  Page 4 of 33 
May 11, 2020   
   
 

Required Training and Experience 
 

 Completion of eighth grade with two (2) years of experience in a large-scale food preparation 
environment; or    

 An Associate's Degree in a Culinary Arts Program, Hospitality or related field or a certificate 
of completion from a Culinary Arts school may substitute for the required experience on a 
year-for-year basis.   

 Valid Florida Driver’s License. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Considerable knowledge of modern methods and equipment used in large-scale food service 
operations.   

 Considerable knowledge of standard and fancy recipes and cooking methods for various 
types of breakfast, luncheon and supper menus.   

 Considerable knowledge of supervisory principles and practices.   

 Knowledge of American Correctional Association food regulations.   

 Knowledge of sanitary requirements and the potential hazards in food preparation.   

 Knowledge of the preparation of special therapeutic diets.   

 Ability to supervise skilled cooks and kitchen trustees in accordance with correctional policies 
and regulations.   

 Ability to estimate quantities of food supplies required for large-scale food preparation.   

 Ability to plan and schedule food service operations to achieve goals in food preparation and 
in meeting serving deadlines.  

 Ability to follow and transmit precise verbal and written instructions.   

 Ability to use and operate a variety of institutional food service utensils and equipment.   

 Ability to work under conditions of high temperature and stress. 
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GROUP A 
(Job Description 3) 
Custodial Worker 1 

 
The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
This is moderately heavy manual work performing routine housekeeping tasks on an assigned shift 
in County buildings or facilities. Employees in this class perform manual work involving a variety of 
housekeeping and domestic tasks to assist in the maintenance of County buildings.  Duties include 
cleaning restrooms and offices, washing windows, removing trash, vacuuming carpets and mopping 
floors. Incumbents are responsible for the use of proper methods and materials in cleaning and in 
caring for buildings and equipment. Supervision is received from a custodial supervisor who 
periodically inspects work in progress and upon completion for satisfactory performance of 
housekeeping assignments. 
 
Duties and Responsibilities 
 

 Scrubs, mops, waxes, and polishes floors; vacuums carpeting; dusts and polishes furniture; 
washes windows, water fountains, woodwork, toilets, wash rooms and fixtures; cleans 
baseboards, doors, and walls.   

 Keeps areas around buildings clean and free of litter; and sweeps walkways.   

 Replaces burned out light bulbs; assists in making simple repairs to buildings and 
equipment.   

 Changes trash and garbage cans and relines with plastic trash bags as required; cleans food 
conveyors; washes pots and pans; cleans stoves, tables, and refrigerators; cleans steam 
tables and broilers; washes floors in kitchens and cafeterias; washes glassware and dishes.   

 Moves office and institutional furniture and equipment from one place to another as directed; 
arranges chairs and tables in meeting rooms.   

 Checks and delivers linens and laundry.   

 Performs related work as required.  
 
Required Training and Experience 
 

 Completion of eighth grade with three (3) months of experience performing manual labor 
involving a variety of janitorial or custodial tasks is required.   

 Valid Florida Driver’s License. 

 Ability to perform manual labor under adverse weather conditions.  

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Some knowledge of the materials, methods and equipment typically used in janitorial work.   

 Some knowledge of the geography of the buildings or facilities of assignment.   

 Ability to make minor repairs and adjustments to cleaning equipment.   

 Ability to understand and follow simple verbal and written instructions.   

 Physical strength and agility sufficient to perform assigned duties.   
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GROUP A 
(Job Description 4) 
Custodial Worker 2 

 
The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
This is heavy manual work performing more difficult housekeeping tasks on an assigned shift in 
County buildings or facilities.  Employees in this class perform heavy manual work involving a variety 
of housekeeping tasks to assist in the maintenance of a variety of County buildings.  Duties include 
operating various types of automatic housekeeping equipment, cleaning restrooms and offices, 
removing trash, washing windows, vacuuming carpets and mopping floors.  Incumbents are 
responsible for the use of proper methods and materials in cleaning and caring for buildings and 
equipment.  Work is distinguished from that of the next lower class by the requirement for greater 
skill in the performance of work, more independence of action and primary operation of various types 
of automated housekeeping equipment. Supervision is received from a custodial supervisor who 
periodically inspects work in progress and upon completion for satisfactory performance of 
housekeeping assignments. 
 
Duties and Responsibilities 
 

 Operates automatic housekeeping equipment for floor cleaning including buffing and carpet 
shampoo machines and other equipment; scrubs, strips and waxes floors and shampoos 
carpets.   

 Operates wall vacuum cleaners and wall washing equipment; cleans walls, curtains, drapes, 
Venetian blinds, and using ladders as necessary.   

 Maintains working order and cleanliness of wall washing equipment, floor machines, vacuum 
cleaners, wet-dry vacuum cleaners, automatic scrubbing equipment, wringers, dollies, and 
floor signs; and makes minor repairs when necessary.   

 Performs routine daily cleaning of offices, lobbies, conference rooms and classrooms; mops 
floors, dusts and polishes furniture; washes woodwork and fixtures.   

 Scrubs and disinfects restroom floors; cleans tile, dividers and baseboards; cleans, polishes 
and disinfects toilets; checks and replenishes linen, toilet paper, hand soap, and deodorizers.   

 Cleans and changes trash and garbage cans and relines with plastic trash bags as required; 
washes outside surfaces and refrigerators, cabinets, and furniture.   

 Performs related work as required.  
 
Required Training and Experience 
 

 Completion of eighth grade with six (6) months of experience in custodial or janitorial work to 
include experience in heavy-duty cleaning and manual labor are required.  

 Valid Florida Driver’s License. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Knowledge of the materials, methods, and equipment typically used in janitorial work.   

 Knowledge of operation and routine care of various types of automatic housekeeping 
equipment.   

 Knowledge of disinfectants used in cleaning restrooms and other common areas.   
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 Some knowledge of general sanitation standards in cleaning work.   

 Ability to make minor repairs and adjustments to automatic cleaning equipment.   

 Ability to work with a minimum of supervision from written job procedures and work 
schedules.   

 Ability to understand and follow simple oral and written instructions.   

 Physical strength and agility sufficient to perform assigned duties.   
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GROUP A 
(Job Description 5) 

Debris/Clean-up Worker 
 
The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 
This position is responsible for the clearance, removal, and/or disposal of items (such as trees, 
woody debris, sand, mud, silt, gravel, and damaged building components/contents); wreckage 
produced during the conduct of emergency work, and other disaster related wreckage. 
 
Required Training and Experience 
 

 High School diploma or GED. 

 Experience may substitute for education on a year for year basis.  

 Knowledge of general debris/clean-up tasks and procedures. 

 Ability to perform manual labor under adverse weather conditions.  

 Ability to follow written and oral instructions. 

 Skill in operation of light equipment (hand tools) utilized in debris/clean-up work. 

 Physical strength and agility sufficient to perform assigned duties. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 
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GROUP A 
(Job Description 6) 

Driver 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Transport deliveries safely to their destination locations on time. As part of this duty, verify 
shipping loads against the paperwork and obtain signatures for materials when they are 
delivered. 

 Determine the most efficient route to destinations to ensure timely delivery. 

 Maintain records of routes and times in accordance with state and federal law. 

 Inspect and maintain the delivery vehicle and all related equipment, putting in repair requests 
as necessary to maintain safe operation during the loading and unloading process. 

 Take on material handling duties as necessary to complete the delivery of necessary 
materials to destination locations, including handling materials during loading and unloading. 

 Contacts customers to confirm delivery details and maintains delivery logs/records.  

 Determines placement of merchandise, follows safety and lifting protocols during deliveries, 
and conducts safety reviews. 

 Performs other job-related duties as assigned by supervisor.  
 
Required Training and Experience 
 

 High School diploma or GED. 

 Valid Florida Driver’s License with a clean driving record.  

 Ability to regularly lift and/or move objects 10-20 pounds and occasionally lifts and/or move 
objects that weigh more than 50 pounds.   

 Ability to perform manual labor under adverse weather conditions.  

 Ability to follow written and oral instructions. 

 Experience with inventory and equipment maintenance is required. 

 Physical strength and agility sufficient to perform assigned duties. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Occasionally required to sit and climb or balance. 
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GROUP A 
(Job Description 7) 

Fisherman 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Attach nets, slings, hooks, blades, and/or lifting devices to cables, booms, hoists, and/or 
dredges. 

 Connect accessories such as floats, weights, flags, lights, or markers to nets, lines, or traps. 
 Harvest marine life for human or animal consumption, using diving or dredging equipment, 

traps, barges, rods, reels, and/or tackle. 
 Club or gaff large fish to enable hauling them into fishing vessel. 
 Load and unload vessel equipment and supplies, by hand or using hoisting equipment. 
 Plan fishing operations, establishing the fish to be sought, the fishing location, the method of 

capture, and the duration of the trip. 
 Pull and guide nets, traps, and lines onto vessels, by hand or using hoisting equipment. 
 Put fishing equipment into the water and anchor or tow equipment, according to the fishing 

method used. 
 Remove catches from fishing equipment and measure them to ensure compliance with legal 

size. Return undesirable or illegal catches to the water. 
 Sort, pack, and store catch in holds with salt and ice. 
 Steer vessels and operate navigational instruments. 
 Wash decks, conveyors, knives, and other equipment, using brushes, detergents, and water. 
 Compute positions and plot courses on charts to navigate vessels, using instruments such 

as compasses, sextants, and charts. 
 Direct fishing operations, and supervise fishing crew members. 
 Maintain engines, fishing gear, and other on-board equipment; and perform minor repairs. 
 Record in logbooks specifics of fishing activities such as dates, harvest areas, yields, and 

weather and sea conditions. 
 Operate rowboats, dinghies, and/or skiffs to transport fishers, divers, and/or sponge hookers; 

or to tow and position fishing equipment. 
 Sell catches by contacting and negotiating with buyers or by sending catches to fish 

auctions. Transport fish to processing plants or to buyers. 
 Performs related duties as assigned. 

 
Required Training and Experience 
 

 High school diploma or GED. 
 Knowledge of techniques and equipment for fishing to include storage/handling.   
 Ability to perform manual labor under adverse weather conditions.  
 Ability to follow written and oral instructions. 
 Physical strength and agility sufficient to perform assigned duties. 
 Must pass pre-employment screening/background check. 
 A U.S. citizen or eligible to work in the U.S. 
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GROUP A 
(Job Description 8) 

Food Service Worker 1 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
This is routine food preparation and serving work in county homes and institutions. Work involves 
assistance to cooks, dietitians, and other personnel in kitchens or dining rooms in such tasks as 
cleaning and chopping fruit and vegetables, weighing, measuring and assembling ingredients for 
various recipes, preparing coffee in large volume, portioning and cutting desserts and serving food in 
cafeterias or on hospital wards. Employees in this class are required to observe established sanitary 
standards in the preparing, handling and serving of food, and in their personal hygiene, and are 
responsible for courtesy and a pleasant demeanor in serving patrons of the dining service. Work is 
performed under immediate supervision of cooks, dietitians or other personnel who inspect work in 
progress and review results obtained. 
 
Duties and Responsibilities 
 

 Cleans and chops vegetables and fruits; weighs, measures and assembles ingredients for 
cooks; mixes and unmolds gelatin salads; makes coffee and toast.   

 Portions and cuts desserts; portions out salad dressings and salads, and pours between 
meal nourishments.   

 Serves food to customers in cafeteria lines; keeps cafeteria line supplied with hot foods; 
loads steam carts for delivery to hospital floors and sets up trays for patients.   

 Serves food to patients and keeps records of such service as required.   

 Cleans kitchens and dining rooms; operates automatic dishwashers as assigned; dusts 
tables; cleans sugar bowls, salt and pepper shakers and kitchen utensils.   

 Performs related work as required.  
 
Required Training and Experience 
 

 High School diploma or GED. 

 Valid Florida Driver’s License. 

 Ability to perform manual labor under adverse weather conditions.  

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Some knowledge of the principles and practices of sanitation and personal hygiene as 
applied to food preparation and service.   

 Some knowledge of the use and care of food service equipment and kitchen utensils.  Some 
knowledge of food preparation and serving procedures in the unit of assignment.   

 Ability to secure a health card at the time of appointment.   

 Ability to understand and follow verbal and written instructions.   

 Ability to maintain a sympathetic attitude towards patients.    
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GROUP A 
(Job Description 9) 

Food Service Worker 2 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
This is food preparation and serving work in performance of more responsible tasks in county homes 
or institutions. Work involves assistance to cooks, dietitians and other personnel in a variety of more 
difficult food preparation tasks such as mixing and baking various puddings, mixing gelatin desserts 
or sheet cakes, and preparation of various salads including special diet recipes. Employees are 
required to observe established sanitary standards in the preparing, handling and serving of food 
and in personal hygiene. Work is performed under the general supervision of cooks, dietitians or 
other supervisory personnel who inspect results obtained. 
 
Duties and Responsibilities 
 

 Performs a variety of food preparation tasks in the kitchen of a hospital or home; prepares 
and bakes rice, bread and other puddings; prepares gelatin desserts; mixes and bakes sheet 
cakes from cake mixes, and prepares various standard cake frostings.   

 Prepares a variety of fruit and vegetable salads and assembles cold plates for cafeteria.   

 Prepares desserts, salads and nourishments for various special diets according to standard 
recipes.   

 Order supplies for salad, baking or cold plate areas; assists cooks in preparation of soups 
and vegetables for luncheon or evening meals, or in preparation of breakfast meals.   

 Performs various cooking tasks in the absence of cooks assigned.   

 Cleans kitchen and dining rooms and kitchen equipment or utensils, as assigned.   

 Performs related work as required.  
 
Required Training and Experience 
 

 Six (6) months of experience as a Food Service Worker 1; or eighth grade and six (6) 
months of experience in routine food preparation and food service work assisting cooks, 
dieticians, or other personnel engaged in food preparation in a home, hospital, cafeteria, or 
similar institutional food preparation environment are required.  

 Valid Florida Driver’s License. 

 Ability to perform manual labor under adverse weather conditions.  

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Knowledge of the principles and practices of sanitation and personal hygiene as applied to 
food preparation and service.  

 Knowledge of the use and care of food service equipment and kitchen utensils.   

 Knowledge of food preparation and serving procedures in the unit of assignment.   

 Some knowledge of a variety of food preparation tasks on a volume basis.   

 Some knowledge of the requirements of cooking on a volume basis.  

 Ability to secure a Health card at time of appointment.  

 Ability to understand and follow oral and written instructions.   

 Ability to perform a variety of food preparation and assembly tasks.   
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GROUP A 
(Job Description 10) 

General Laborer 
 
The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 
This position is responsible for the clearance and/or removal of debris and other disaster related 
wreckage from homes, businesses, roadways and sidewalks by loading/unloading debris in 
dumpsters/trucks to aide in preparing homes and businesses for reconstruction and restoration.  
 
Required Training and Experience 
 

 High School diploma or GED. 

 Valid Florida Driver’s License. 

 Knowledge of general labor tasks and procedures. 

 Ability to perform general manual labor and semi-skilled work under adverse weather 
conditions.  

 Ability to follow written and oral instructions. 

 Skill in operation and maintenance of equipment and tools related to the position.  

 Physical strength and agility sufficient to perform assigned duties. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 
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GROUP A 
(Job Description 11) 

General Maintenance Worker/Repairer  
 
The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
 
Duties and Responsibilities 
 

 Replaces defective light bulbs throughout a large building; cuts, threads and bends conduit 
pipe to sizes and lengths as required by electricians; replaces burned out fuses; cleans and 
lubricates desk fan; checks brushes on fan motors.   

 Makes general minor repairs to wood fixtures, ramps, ladders, and frames; assists in the 
installation of door locks, hinges, shelf brackets, sash chains, and other hardware fixtures; 
feeds lumber into power saws, planers, and joiners; operates power and manual tools to 
assist carpenters in cutting, fitting, assembling, and erecting wooden objects and structures.   

 Mixes plaster, mortar, and cement; slakes lime; assists journeyman engaged in building or 
repairing brick, stone, or tile walls and structures.   

 Does rough painting, independently or under direction of journeyman or foreman; sands 
down furniture or other items to be painted; applies primer and finished coat using brush or 
spray gun; cuts glass to size and shape; inserts in windows using putty.   

 Assists in repair and overhaul of air conditioning and refrigeration equipment utilizing  
semi-skills of the electrical and plumbing trades.   

 Assists skilled automotive mechanics in taking down and reassembling automobiles, trucks, 
and tractors; makes minor repairs to automotive equipment under supervision of mechanics.   

 Installs and repairs street signs and asphalt channelization, using hand tools such as post 
hole digger, iron bar, and air hammer.   

 Assists plumbers by unstopping sinks, toilets, hand basins, sewer lines, and similar systems 
and facilities.   

 Rakes leaves, hoes and weeds flower beds and trims and prunes trees.  

 Erects scaffolding; loads and unloads materials, cleans tools, and work area upon 
completion of project.   

 Performs related work as required. 
 
Required Training and Experience 
 

 Completion of eighth grade with one (1) year of experience performing semi-skilled 
maintenance and repair tasks or assisting with maintenance and repairs in any of a variety of 
the skilled trades is required.  

 Valid Florida Driver’s License. 

 Ability to perform general manual labor and semi-skilled work under adverse weather 
conditions.  

 Skill in operation and maintenance of equipment and tools related to the position.  

 Physical strength and agility sufficient to perform assigned duties. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Knowledge of the occupational hazards and safety precautions of the work.   
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 Ability to understand and follow oral and written instructions and to interpret and work from 
rough sketches.   

 Ability to make rough estimates of time and material requirements.   

 Ability to develop skill in the use and care of the tools, materials, and equipment of the trades 
areas concerned.   

 Must be able to lift 50 lbs. 
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GROUP A 
(Job Description 12) 

Line Cook (Food Preparation Worker)  
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Operates standard cooking utensils and equipment including mixing machines, food 
choppers, wrapping machines, tray conveyors, and slicing machines.   

 Clean and sanitize work areas, equipment, utensils, dishes, or silverware. 

 Prepare a variety of foods, such as meats, vegetables, or desserts, according to customers' 
orders or supervisors' instructions, following approved procedures. 

 Store food in designated containers and storage areas to prevent spoilage. 

 Take and record temperature of food and food storage areas, such as refrigerators and 
freezers. 

 Wash, peel, and cut various foods, such as fruits and vegetables, to prepare for cooking or 
serving. 

 Receive and store food supplies, equipment, and utensils in refrigerators, cupboards, and 
other storage areas. 

 Inform supervisors when equipment is not working properly and when food and supplies are 
getting low, and order needed items. 

 Performs other job-related duties as assigned by supervisor.  
 
Required Training and Experience 
 

 High School diploma or GED. 

 Valid Florida Driver’s License. 

 Ability to lift up to 75 pounds. 

 Ability to perform manual labor under adverse weather conditions.  

 Ability to follow written and oral instructions. 

 Physical strength and agility sufficient to perform assigned duties. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Some knowledge of the principles and practices of sanitation and personal hygiene as 
applied to food preparation and service.   

 Some knowledge of the use and care of food service equipment and kitchen utensils.   
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GROUP A 
(Job Description 13) 

Litter Removal 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Routinely removes loose and bagged litter and debris in all right-of-ways and parks 
throughout the Islamorada, Village of Islands. 

 Routinely clears and/or removes gravel, soil and other debris from the multipurpose trails 
throughout the Islamorada, Village of Islands with manual and automatic tools.  

 Routinely clears and/or removes gravel, soil and other debris from all storm water inlets and 
drains. 

 Performs other job-related duties as assigned by supervisor.  

 Safely operates light trucks, utility vehicles and other related types of equipment.  

 Performs daily safety inspections of assigned equipment prior to and after use. 

 Properly maintains and washes assigned equipment weekly.  

 Prepares and maintains records and reports as required.  

 Performs related work as required.  
 
Required Training and Experience 
 

 High School diploma or GED. 

 Valid Florida Driver’s License. 

 Ability to lift up to 75 pounds. 

 Ability to perform manual labor under adverse weather conditions.  

 Ability to follow written and oral instructions. 

 Physical strength and agility sufficient to perform assigned duties. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 
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GROUP A 
(Job Description 14) 

Maintenance Repairer 1 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 

 
Duties and Responsibilities 
 

 Replaces defective light bulbs throughout buildings.  
 Cuts, threads and bends conduit pipe to sizes and lengths as required by electricians. 
 Replaces burned out fuses. 
 Makes general minor repairs to wood fixtures, ramps, ladders, and frames. 
 Assists in the installation of door locks, hinges, shelf brackets, sash chains, and other 

hardware fixtures. 
 Feeds lumber into power saws, planers, and joiners. 
 Operates power and manual tools to assist carpenters in cutting, fitting, assembling, and 

erecting wooden objects and structures.   
 Mixes (plaster, mortar, and cement), slakes lime, assists journeyman engaged in building or 

repairing brick, stone, or tile walls and structures.   
 Required to perform rough painting, independently or under direction of journeyman or 

foreman; sands down furniture or other items to be painted; applies primer and finished coat 
using brush or spray gun. 

 Assists in repair and overhaul of air conditioning and refrigeration equipment utilizing  
semi-skills of the electrical and plumbing trades.   

 Installs and repairs street signs and asphalt channelization, using hand tools such as post 
hole digger, iron bar, and air hammer.   

 Assists plumbers by unstopping sinks, toilets, hand basins, sewer lines, and similar systems 
and facilities.   

 Erects scaffolding, loads and unloads materials, cleans tools, and work area upon 
completion of project.   

 Performs related work as required. 
 
Required Training and Experience 
 

 Completion of eighth grade. 

 One (1) year of performing semi-skilled maintenance and repair tasks experience; or  
One (1) year experience of assisting with maintenance and repairs in any of a variety of the 
skilled trades.  

 Ability to perform manual labor under adverse weather conditions.  

 Ability to follow written and oral instructions. 

 Physical strength and agility sufficient to perform assigned duties. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 
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GROUP A 
(Job Description 15) 

Sanitation/Janitorial Worker  
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
This is heavy manual work performing more difficult housekeeping tasks on an assigned shift in 
buildings or facilities. Employees in this class perform heavy manual work involving a variety of 
housekeeping tasks to assist in the maintenance of a variety of buildings. Duties include operating 
various types of automatic housekeeping equipment, cleaning/sanitizing restrooms and offices, 
removing trash, washing windows, vacuuming carpets and mopping/disinfect floors. Incumbents are 
responsible for the use of proper methods and materials in cleaning and caring for buildings and 
equipment. 
 
Duties and Responsibilities 
 

 Responsible for all standard safety procedures to ensure a safe work environment, while 
preparing and handling sanitation equipment. 

 Adheres to all safety requirements including PPE (Personal Protective Equipment), 
preventing and reporting unsafe acts and conditions. 

 Operates automatic housekeeping equipment for floor cleaning including buffing and carpet 
shampoo machines and other equipment, scrubs, strips and waxes floors and shampoos 
carpets.  

 Operates wall vacuum cleaners and wall washing equipment; cleans/sanitizes walls, 
curtains, drapes, Venetian blinds, and using ladders as necessary.  

 Maintains working order and cleanliness of wall washing equipment, floor machines, vacuum 
cleaners, wet-dry vacuum cleaners, automatic scrubbing equipment, wringers, dollies, and 
floor signs; and makes minor repairs when necessary.  

 Performs routine daily cleaning of offices, lobbies, conference rooms and classrooms; mops 
floors, dusts and polishes furniture; washes woodwork and fixtures.  

 Scrubs and disinfects restroom floors; cleans tile, dividers and baseboards; cleans, polishes 
and disinfects toilets; checks and replenishes linen, toilet paper, hand soap, and deodorizers.  

 Cleans and changes trash and garbage cans and relines with plastic trash bags as required; 
washes outside surfaces and refrigerators, cabinets, and furniture.  

 Performs related work as required.  
 
Required Training and Experience 
 

 Completion of eighth grade with three (3) months of experience performing manual labor 
involving a variety of janitorial or custodial tasks is required.   

 Valid Florida Driver’s License. 

 Ability to perform manual labor under adverse weather conditions.  

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Knowledge of the materials, methods, and equipment typically used in janitorial work.  

 Knowledge of operation and routine care of various types of automatic housekeeping 
equipment.  
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 Knowledge of disinfectants used in cleaning restrooms and other common areas.  

 Some knowledge of general sanitation standards in cleaning work. 

 Ability to make minor repairs and adjustments to automatic cleaning equipment.  

 Ability to work with a minimum of supervision from written job procedures and work 
schedules. Ability to understand and follow simple oral and written instructions.  

 Physical strength and agility sufficient to perform assigned duties. 
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GROUP A 
(Job Description 16) 

Warehouse Worker/Clerk  
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Completes shipments by processing and loading orders. 

 Prepares orders by processing requests and supply orders, pulling materials, packing boxes, 
and placing orders in delivery area. 

 Completes deliveries by driving truck or van to and from vendors. 

 Maintains truck or van by completing preventive maintenance requirements and arranging for 
repairs. 

 Maintains inventory controls by collecting stock location orders, printing request, recording 
amounts of materials or items received or distributed through a computer. May also assist in 
counting of physical inventory. 

 Maintains safe and clean work environment by keeping shelves, pallet area, and work 
stations neat. Organize warehouse and work area for orderliness at all times. 

 Promotes clean shipping supply area by complying with procedures, rules, and regulations. 

 Prepare parcels for mailing. 

 Operate and maintain preventively warehouse vehicles and equipment. 

 Performs related work as required.  
 
Required Training and Experience 
 

 High School diploma or GED. 

 Valid Florida Driver’s License. 

 Ability to regularly lift and/or move objects 10-20 pounds and occasionally lifts and/or move 
objects that weigh more than 50 pounds.   

 Ability to perform manual labor under adverse weather conditions.  

 Ability to follow written and oral instructions. 

 Experience with inventory, equipment maintenance, data entry and computer skills are 
required.  

 Physical strength and agility sufficient to perform assigned duties. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 

 Regularly required to use hands to finger, handle or feel, reach with hands and arms and talk 
or hear. 

 Occasionally required to sit and climb or balance. 
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GROUP B 
(Job Description 1) 

Account Clerk 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Maintains cash, invoice, disbursement or control accounts; balances accounts and prepares 
routine reports; takes trial balances.   

 Checks and codes invoices; prepares vouchers for payment and maintains voucher register.   
 Compiles figures for use in preparation of preliminary budgets.   
 Charges cost items to cost journals; extends, proves and assembles cost records; posts 

monthly cost records to ledgers.   
 Counts, proves, records, and prepares reports on daily cash receipts; posts to cash ledgers; 

prepares daily bank deposit; reimburses concession managers for cash disbursements; 
prepares reports on daily cash disbursements and posts to disbursement journal.   

 Pre-audits fiscal documents for completeness, accuracy and compliance with well defined 
departmental accounting procedures.   

 Classifies receipts and expenditures according to standard accounting classifications.   
 Maintains time, material, and equipment rental cost account records for capital improvement 

and maintenance projects.   
 Operates calculators, computer terminals, and other standard office equipment.   
 Performs related duties as assigned. 

Required Training and Experience 
 

 High school diploma or GED.   
 One (1) year of bookkeeping experience; completion of one-year business school program of 

instruction in computer accounting and bookkeeping; or completion of six semester credits in 
Accounting is required. 

 Valid Florida Driver’s License. 
 Proficient with Microsoft Office applications. 
 Excellent verbal and written communication skills. 
 Bilingual (English/Spanish or English/Creole) preferred. 
 Must pass pre-employment screening/background check. 
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GROUP B 
(Job Description 2) 

Accountant 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Reviews and maintains financial information to ensure proper reporting and analysis on a 
regular basis. 

 Reviews and makes recommendations for development and modification for improvement of 
specific areas of accounting procedures to assure conformity to policy and increase 
effectiveness. 

 Prepares special reports and provides necessary documents for grant applications and 
reporting. 

 Prepares special project analysis as directed. 
 Prepares reports for other governmental agencies. 
 Reviews and approves vendor invoices. 
 Responsible for management of accounts receivable, accounts payable, cash receipts, and 

cash basis reimbursements. 
 Analyzes bank reconciliations, trial balances and other financial reports in preparing monthly 

financial reports. 

Required Training and Experience 
 

 Bachelors degree in Accounting; Bachelors degree to include 21 semester credits in 
Accounting; or completion of 21 semester credits in Accounting and four years of accounting 
or bookkeeping experience are required 

 Valid Florida Driver’s License. 
 Proficient with Microsoft Office applications. 
 Excellent verbal and written communication skills. 
 Bilingual (English/Spanish or English/Creole) preferred. 
 Must pass pre-employment screening/background check. 
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GROUP B 
(Job Description 3) 

Customer Service Representative (DWG) 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Perform general office duties such as typing correspondence (forms and reports), 
opening/distributing mail, filing documents and other duties. 

 Operates office equipment, including personal computer, copy machine, and fax machine. 
 Schedule appointments for referral services for jobseekers. 
 Follow-up with customers regarding training and employment status. 
 Receive queries from the general public requesting NDWG services or information. 
 Identify the type of service is being requested by listening, asking relevant questions, 

evaluating information obtained and determine what type(s) of NDWG services are available 
to successfully handle the request. 

 Provides customer assistance in the areas of work registration, resume preparation, job 
search, internet browsing and e-mail applications. 

 Directs and provides information to customers regarding services and procedures and 
makes referrals to the appropriate place or person within the center once the customer has 
completed orientation and work registrations, when required. 

 Maintains records for all customers who receive orientation, work register in EMD and IAA, 
and other Resource Area transactions and prepares routine and ad hoc activity reports for 
management, as required. 

 Provides general and program orientations. 
 Performs related duties as assigned. 

Required Training and Experience 
 

 Bachelor’s degree in Business or Public Administration or related field from an accredited 
college or university. 

 One (1) year of customer service and/or sales experience. 
 Proficient with Microsoft Office applications. 
 Excellent verbal and written communication skills. 
 Bilingual (English/Spanish or English/Creole) preferred. 
 Must pass pre-employment screening/background check. 
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GROUP B 
(Job Description 4) 

Eligibility Specialist (Disaster/DWG) 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Pre-screen applicants, gather and review documents collected during the intake process to 
determine enrollment eligibility under the WIOA and subsequent temporary employment 
under the Disaster (DWG) for the Disaster Relief Employment Assistance Program. 

 Performs necessary case record documentation, paperwork and record keeping in order to 
verify completeness and accuracy, and to determine eligibility status under WIOA 
regulations.  

 Keep records of assigned cases, and prepare required reports. 
 Enters all relevant data (case management notes, job placement, follow-up etc.) into 

computer tracking system. Performs the day-to-day data entry into the One-Stop System 
Tracking (OSST) and Employ Miami-Dade (EMD)/Employ Monroe (EM) system. 

 Performs related duties as assigned.  
 
Required Training and Experience 
 

 Bachelor’s Degree.  
 Experience may substitute for education on a year for year basis.  
 One (1) year of customer service experience. 
 Two (2) years of advanced clerical experience. 
 Bilingual (English/Creole or English/Spanish) is preferred. 
 Excellent verbal and written communication skills. 
 Proficient with Microsoft Office applications. 
 Must pass pre-employment screening/background check. 
 Required to be Tier I certified within ten (10) business days of hire date. 
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GROUP B 
(Job Description 5) 

Grant Writer  
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Keeps informed on a wide range of grant opportunities and identifies potential state and 
federal funding sources.   

 Determines grant requirements and performs initial grant assessment prior to transmittal to 
appropriate departments.   

 Writes, reviews, and edits grant applications and proposals.  
 Ensures that all Special Conditions of the grants are met in order to affect award of funds. 
 Completes all financial and program reports and forwards to specified parties. 
 Establishes and maintains contact with federal, state and local agencies to ensure that 

presentation of proposals and applications to funds are handled appropriately. 
 Adheres to deadlines and ensures specifications of funding sources are followed through 

project and program tracking and reporting.  
 Develops communication and rapport with state and federal officials involved in the selection 

of grantees and the allocation of grant funds.  
 Provides training and technical assistance to departments and CBOs in the preparation of 

grant applications and proposals.   
 Coordinates and facilitates grant initiatives involving multiple departments.   
 Assists in documenting compliance with any maintenance of effort or matching 

requirements.   
 Prepares grant fiscal impact and feasibility statements.   
 Monitors progress and prepares grant status reports. 
 Performs related duties as assigned.  

 
Required Training and Experience 
 

 Bachelor’s Degree.  
 Three (3) years of professional experience in the development of public and/or private sector 

grant funding to include experience in the preparation of grant applications are required. 
 Valid Florida Driver’s License. 
 Proficient with Microsoft Office applications. 
 Excellent verbal and written communication skills. 
 Bilingual (English/Spanish or English/Creole) preferred. 
 Must pass pre-employment screening/background check. 
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GROUP B 
(Job Description 6) 

Regional Community Services Advocate 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 

 
Duties and Responsibilities 
 

 Represents the department before several community boards, committees and task forces, 
and provides administrative staff support.  

 Attends meetings with individuals, community leaders, community organizations and 
volunteer agencies to advise/inform them of matters pertinent to the community.  

 Develops and conducts seminars and workshops to educate and inform the community on 
services available to them.  

 Meets with representatives of local, state and federal agencies to discuss community 
incidents and issues.  

 Performs assessment of community incidents and conflicts.  
 Develops and conducts surveys in cooperation with other organizations to determine priority 

needs within the community.  
 Develops educational and informational radio and television programs for the benefit of the 

community.  
 Assists in the development of programs for the community.  
 Participates in the department's on-going customer service, consumer satisfaction, and 

internal assessment and evaluation activities.  
 Performs related work as required. 

 
Required Training and Experience 
 

 High School diploma or GED. 

 One (1) year of clerical experience to include interviewing. 

 Ability to follow written and oral instructions. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 
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GROUP B 
(Job Description 7) 

Special Project Administrator 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 

 
Duties and Responsibilities 
 

 Coordinates complex administrative duties with department-wide responsibility. 
 Serves as Project Manager over specialized projects and program coordinator. 
 Develops and implements departmental and program policies, procedures and revisions.  
 Prepares complex reports for the department director and assistant directors. 

 Plans, assigns and reviews the work of subordinate professional staff. 

 Performs quality control reviews of reports to ensure compliance with departmental and 
county standards. 

 Determines the information system needs of the department. 

 Provides technical advice and assistance to department personnel on appropriate contract 
and grant preparation methods and procedures. 

 Prepares grant approval resolutions for action. 

 Examines sources of fiscal support, generates applications for grant funds and administers 
grants upon award to the department.  

 Performs related work as required. 
 
Required Training and Experience 
 

 Bachelor’s Degree. 

 Three (3) years of professional experience to include: 
o Customer service 
o Public contact 
o Outreach activities or 
o Providing referral services 

 Bilingual (English/Spanish or English/Creole) is preferred. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 
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GROUP B 
(Job Description 8) 

Violence Prevention Community Advocate 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 

 
Duties and Responsibilities 
 

 Screens all incoming referrals of violence victims/families within 48 hours of receipt of the 
referral and schedule an appointment for initial assessment. 

 Completes the initial assessment to determine level of service to be provided, safety 
concerns, by focusing on the victim’s/family’s eligibility for public benefits, housing status, 
income, household composition and other factors impacting the individual/family’s housing 
stabilization. 

 Provides home visitations and meets regularly with all assigned victims/families. 
 In partnership with families, creates a family plan, makes referrals, facilitates access to 

services and monitor to ensure that all components of family plan may be accomplished. 
 Works with violence victims and families to develop safety plans and understanding of court 

and other systems working with the family. 
 Identifies participant’s available resources, strengths and supports that can support the goals 

in his/her housing stabilization action plan. Identifies any risk factors and unmet service 
needs, that should be taken into account in the development, implementation and monitoring 
of the housing stabilization action plans to prevent homelessness and maintain a stable, 
permanent housing arrangement for the family. 

 Provides appropriate referrals and linkages to community based agencies that can provide 
resources to address service needs of participants that cannot be provided directly by 
Advocate Program or its community partners. 

 Effectively communicates with the participant and his/her landlord about the required 
documentation needed to process the family’s application for emergency financial 
assistance/rental assistance through the program. Once the necessary documentation are 
obtained, submit the participant’s application to the Program Coordinator by fax or e-mail for 
final review and approval process. 

 Develops and maintains effective liaison and interagency referral partnerships with all of the 
agencies in the community, and continuously identify new community resources that may 
benefit participants in all categories. 

 Work as part of a multi-disciplinary team providing “client centered services” with all staff 
members, as well as the other case managers participating in the program. 

 Reports to the Director on all issues relevant to program’s functioning, including the 
interagency referral process. 

 Maintains participants’ files accurately for internal and external audits. 

 Maintains all required documentation in participants’ confidential case records, and assists 
the Program Manager and Director with the preparation of any required program and 
statistical reports. 

 Performs related work as required. 
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Required Training and Experience 
 

 Bachelor’s Degree in Social Work, Sociology, or related field. 

 One (1) year of experience working with domestic violence and/or sexual assault survivors. 

 One (1) year of Social Services experience.  

 Bilingual (English/Spanish or English/Creole) is preferred. 

 Must pass pre-employment screening/background check. 

 A U.S. citizen or eligible to work in the U.S. 
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GROUP B 
(Job Description 9) 
Eligibility Worker  

 
The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Greets the public in a professional, courteous and helpful manner. 
 Manages and coordinates office operations (i.e. telephone and customer flow). 
 Receives and provides customers with significant knowledge of the agency service delivery 

system. 
 Completes on-line applications for rent and utility assistance timely and accurately. 
 Provides information regarding when, where, and how to apply for assistance, including 

eligibility criteria and benefits available to customers. 
 Assists with completion of customer intake and needs assessment in order to determine 

eligibility and appropriate energy category assistance available. 
 Processes application in the Management Information System (MIS) for rent assistance.    
 Assists with completion of forms (i.e. intakes and other required documents). 
 Coordinates with social service agencies and make the appropriate customer referrals as 

needed. 
 Performs general clerical task (i.e. customer log book, labeling folders, filing and record 

keeping). 
 Performs related duties as assigned.  

 
 
Required Training and Experience 
 

 High School diploma or GED. 
 One (1) year of clerical experience to include interviewing. 
 Ability to follow written and oral instructions. 
 Must pass pre-employment screening/background check. 
 A U.S. citizen or eligible to work in the U.S. 
 Valid Florida Driver’s License. 
 Proficient with Microsoft Office applications. 
 Excellent verbal and written communication skills. 
 Bilingual (English/Spanish or English/Creole) preferred. 
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GROUP B 
(Job Description 10) 

Senior Meal Program Resolution Worker  
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Manages Continuous Emission Monitoring Systems (CEMS) escalations cases– 
unacceptable meals, missed delivery, address verifications and more.  

 Manages complaint, rejection of meals reported by vendor and vendor/other source informed 
cancellation. 

 Communicates with vendor on No Meals/Missed Delivery. 
 Communicates with vendors and Emergency Operations Center (EOC) Food Unit. 
 311 co-liaisons to Miami-Dade County Community Action and Human Services Department 

(CAHSD). 
 Provides daily feedback from vendors and address verifications and updates.     
 Provides daily reports to CAHSD Assistant Director.  
 Performs related duties as assigned.  

 
Required Training and Experience 
 

 High School diploma or GED. 
 One (1) year of clerical experience to include interviewing. 
 Ability to follow written and oral instructions. 
 Must pass pre-employment screening/background check. 
 A U.S. citizen or eligible to work in the U.S. 
 Valid Florida Driver’s License. 
 Proficient with Microsoft Office applications. 
 Excellent verbal and written communication skills. 
 Bilingual (English/Spanish or English/Creole) preferred. 
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GROUP B 
(Job Description 11) 

Telephone Reassurance Worker 
 

The purpose of the Disaster Dislocated Worker Grant (DWG) award is to provide disaster-relief 
temporary jobs to assist with humanitarian aid, clean-up, and restoration activities to the counties 
affected by a natural disaster or emergency. Use of these funds must follow all applicable Workforce 
Innovation Opportunity Act (WIOA) laws, rules, and regulations and must be consistent with the 
State of Florida National Disaster Dislocated Worker Grant (NDWG) program requirements and 
Operational Guidance for National Dislocated Worker Grants (TEGL 2-15). 
 
Duties and Responsibilities 
 

 Manages data entry and client’s database. 
 Completes telephone re-assessments for Miami-Dade County’s at-risk elderly and adult with 

disability population.   
 Conducts telephone re-assurance to elderly in order to reduce isolation and loneliness. 
 Assists with monitoring of food services delivery system.  
 Makes referrals to meet identified needs of clients/caregivers. 
 Handles inquiries, work requests and complaints.  
 Answers and directs phone calls accordingly. 
 Type’s document, photocopy, scan and fax. 
 Performs related duties as assigned.  

 
 
Required Training and Experience 
 

 High School diploma or GED. 
 Ability to work tactfully and patiently with the elderly and persons with disabilities. 
 Ability to treat clients/caregivers and the general public with empathy and respect. 
 Ability to work in a courteous and professional manner with administrators, supervisors and 

peers. 
 Ability to prioritize assignments and address other related duties as assigned.  
 One (1) year of clerical experience to include interviewing. 
 Ability to follow written and oral instructions. 
 Must pass pre-employment screening/background check. 
 A U.S. citizen or eligible to work in the U.S. 
 Valid Florida Driver’s License. 
 Proficient with Microsoft Office applications. 
 Excellent verbal and written communication skills. 
 Bilingual (English/Spanish or English/Creole) preferred. 

 
 
 

 
 
 
 
 
 

 
 



Attachment 2-A

(Exhibit A-1)

Group A

Mark-up 

Rate

Job Title Minimum Maximum Minimum Overtime Maximum Overtime

1 C & R Cook 1 $14.00 $24.00 40% $19.60 $29.40 $33.60 $50.40

2 C & R Cook 2 $16.00 $26.00 40% $22.40 $33.60 $36.40 $54.60

3 Custodial Worker 1 $10.00 $15.00 40% $14.00 $21.00 $21.00 $31.50

4 Custodial Worker 2 $11.00 $17.00 40% $15.40 $23.11 $23.80 $35.70

5 Debris/Clean-up Workers $15.00 $20.00 40% $21.00 $31.50 $28.00 $42.00

6 Driver $16.00 $22.00 40% $22.40 $33.60 $30.80 $46.20

7 Fisherman $10.00 $30.00 40% $14.00 $21.00 $42.00 $63.00

8 Food Service Worker 1 $10.00 $16.00 40% $14.00 $21.00 $22.40 $33.60

9 Food Service Worker 2 $11.00 $18.00 40% $15.40 $23.00 $25.20 $37.80

10 General Laborer $15.00 $20.00 40% $21.00 $31.50 $28.00 $42.00

11 General Maintenance Worker/Repairer $14.00 $25.00 40% $19.60 $29.40 $35.00 $52.50

12 Line Cook/Food Preparation Worker $16.00 $25.00 40% $20.40 $30.60 $35.00 $52.50

13 Litter Removal $14.00 $22.00 40% $19.60 $29.40 $30.80 $46.20

14 Maintenance Repairer 1 $14.00 $20.00 40% $19.60 $29.40 $28.00 $42.00

15 Sanitation/Janitorial Worker $14.00 $20.00 40% $19.60 $29.40 $28.00 $42.00

16 Warehouse Worker/Clerk $16.00 $22.00 40% $22.40 $33.60 $30.80 $46.20

Group A

Mark-up 

Rate

Job Title Minimum Maximum Minimum Overtime Maximum Overtime

1 Account Clerk $14.00 $23.00 29.50% $18.06 $27.09 $29.79 $44.68

2 Accountant $18.00 $30.00 29.50% $23.22 $34.83 $38.85 $58.28

3 Customer Service Representative (DWG) $15.00 $20.00 29.50% $19.42 $29.13 $25.90 $38.85

4 Eligibility Specialist (Disaster/DWG) $12.00 $20.00 29.50% $15.54 $23.31 $25.90 $38.85

5 Grant Writer $20.00 $45.00 29.50% $25.80 $38.70 $58.28 $87.41

6 Regional Community Services Advocate $15.00 $25.00 29.50% $19.42 $29.13 $32.38 $48.56

7 Special Projects Administrator $19.00 $35.00 29.50% $24.60 $36.90 $45.33 $67.99

8 Violence Prevention Community Advocate $17.00 $30.00 29.50% $22.01 $33.02 $38.85 $58.28

9 Eligibility Worker $15.00 $25.00 29.50% $19.42 $29.13 $32.38 $48.56

10 Senior Meal Program Resolution Worker $15.00 $25.00 29.50% $19.42 $29.13 $32.38 $48.56

11 Telephone Reassurance Worker $15.00 $25.00 29.50% $19.42 $29.13 $32.38 $48.56

Hourly Pay Rate 

Range
Bill Rates

Hourly Pay Rate 

Range
Bill Rates

Alpha1 Staffing/Search Firm, LLC

PY' 19-20 Modified Pay Rate Table
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