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FROM:	JOHN V. LADD /s/
		Administrator, Office of Apprenticeship

SUBJECT:	New Apprenticeable Occupation:  GOVERNMENT POLICY ADVISOR

1. Purpose. To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of the following new apprenticeable occupation:  Government Policy Advisor

2. Action Requested. OA staff should familiarize themselves with this bulletin and the attached Work Process Schedule and Related Instruction Outline, as a source for developing apprenticeship standards and/or providing technical assistance.

Government Policy Advisor will be added to the List of Occupations Recognized as Apprenticeable by OA located on www.apprenticeship.gov.  A suggested Work Process Schedule and Related Instruction Outline are attached.

3. Summary and Background. 
a. Summary – The occupation Government Policy Advisor was submitted by Ms. Caitlin Kemnitz, Apprenticeship Program Specialist, on behalf of South Dakota Department of Labor and Regulation, were processed by Joseph P. Taylor and approved by the OA Administrator on December 18, 2023.  

b. Background – 

New/Revised Occupation Background - Under 29 CFR section 29.4, an occupation for a RAP must meet the following criteria to be determined apprenticeable:

a) Involve skills that are customarily learned in a practical way through a structured, systematic program of on-the job supervised learning:
b) Be clearly identified and commonly recognized throughout an industry;
c) Involve the progressive attainment of manual, mechanical, or technical skills and knowledge which, in accordance with the industry standard for the occupation, would require the completion of at least 2,000 hours of on-the-job learning to attain; and
d) Require related instruction to supplement the on-the job learning. 

4. New Apprenticeable Occupation. The occupation Government Policy Advisor was submitted for an apprenticeability determination.

[bookmark: _Hlk144281643]Government Policy Advisor
O*NET-SOC CODE:  13-1111.00
RAPIDS CODE: 3064CB 
Type of Training:  Competency-based
Average Term: 4000 Hours

Program Analyst duties are:
Perform Policy Advisor duties in supporting legislation and guidance. Policy advisors research and analyze the policies in a specific field (i.e. healthcare, education, workforce, budget, etc). Policy advisors review current policies, develop more effective strategies, and communicate these changes to those in charge.

5. Inquiries. If you have any questions, please, contact Joseph P. Taylor, Program Analyst at 202-693-3960.

6. Attachments. 
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Work Process Schedule

Government Policy Advisor

O*NET-SOC CODE:  13-1111.00

RAPIDS CODE: 3064CB



		WORK PROCESSES 



		Competencies 

		Initial and date in the box when complete 



		1. Policy 

		Field

Training

		Demonstrates Fundamentals 

		Proficient in 

Task 

		Completion Date 



		1. Demonstrate understanding of policy/processes and impacts of related decisions



		

		 

		 

		 



		1. Demonstrate a knowledge of ethics codes and laws



		

		

		

		



		1. Gather and organize information on problems, policies, or procedures and disseminate for others to understand 



		

		

		

		



		1. Evaluate analytical support for policy briefs related to specific topics and me able to make sound recommendations



		

		

		

		



		1. Research, draft, advocate and testify on legislation during legislative session  



		

		

		

		



		1. Research and advise on special issues that cross multiple agencies 



		

		

		

		



		1. Serve as the subject matter point person on designated policy areas   



		

		

		

		



		1. Conduct policy research as needed to stay on top of key issues and propose new of modified policy changes based on this research



		

		

		

		



		1. Make legislative recommendations based on policies, principles, programs, practices, and processes.



		

		

		

		



		1. Present and defend project based proposals for state department/ agency projects based on identified initiatives 



		

		

		

		



		1. Review existing policies or legislation to identify impacts 



		

		

		

		



		1. Evaluate programs and policies, and make related recommendations 



		

		

		

		



		1. Collaborate with policy analysts on key issues and policy 

		

		

		

		



		1. Management

		Field

Training

		Demonstrates Fundamentals 

		Proficient in 

Task 

		Completion Date 



		1. Serve as designated primary point of contact and act as a liaison for designated agency



		

		

		

		



		1. Provide direction on policy questions, political decisions, and other issues on a regular basis  



		

		

		

		



		1. Provide support to chief executive and strategy directors



		

		

		

		



		1. Perform consultations with stakeholders, colleagues, and designated agency to provide direction and feedback on proposed bills and other relevant legislation 



		

		

		

		



		1. Develop ideas for proactive legislation within the designated policy portfolio that advances the agency agenda



		

		

		

		



		1. Coordination of studies, interim committees, and/or admin rules  



		

		

		

		



		1. Promote designated agency initiatives with government or other groups



		

		

		

		



		1. Document findings of study and prepare recommendations for implementation of new systems, procedures, or organizational changes



		

		

		

		



		1. Advise and understand budget preparation and execution, including debt management and public expenditures



		

		

		

		



		1. Communication  

		Field

Training

		Demonstrates Fundamentals 

		Proficient in 

Task 

		Completion Date 



		1. Prepare study reports, memoranda, briefs, testimonies, or other written materials to inform government on issues related to specific designated agency and other needs



		

		

		

		



		1. Draft memos or other reports on issues within the designated policy portfolio  



		

		

		

		



		1. Confer with stakeholders to ensure successful functioning and communication 



		

		

		

		



		1. Analyze and distill research findings to inform legislators, regulatory agencies, or other stakeholders



		

		

		

		



		1. Provide insight on issues within the designated policy portfolio



		

		

		

		



		1. advocate and testify for and against various legislation during the legislative session 



		

		

		

		



		1. Understand and develop relationships with key stakeholders (lobbyists, legislators, business leaders, community members, etc.)   



		

		

		

		



		1. Advise on talking points and responses to constituent requests as needed  



		

		

		

		



		1. Review and input of agency communications with communications team 



		

		

		

		



		1. Communicate effectively with multiple stakeholders, including having difficult conversations when appropriate



		

		

		

		



		1. Demonstrate discretion and maintain confidentiality about sensitive issues. 



		

		

		

		



		1. Communicate clear insights and make sound recommendations to legislators, state agencies, and other stakeholders



		

		

		

		










RELATED INSTRUCTION OUTLINE

Click or tap here to enter text.



The related instruction outline includes but is not limited to: 



		Related Instruction Descriptions

		Approximate Hours 



		Topics in Business and Leadership

Discussions from guest presenters or attendance at conferences focused on a particular issue in business practices and leadership.

		



		Topics in Political Science and Policy Development

Discussions from guest presenters or attendance at conferences in the field focused on a particular issue in politics

		



		Budgetary and Fiscal Management

A course or training that provides an analysis of governmental financial administration, including budget preparation and execution, and management of debt and public expenditures. 

		



		Law, Government, and Ethics

Two collegiate course that provide:

· An examination of the administrative agencies of government;

· Use of the regulatory process and procedures applicable to administrative agencies; OR

· The responsibility of the organization to the individual and society

· Management of public agencies with emphasis on the role of the executive 

		



		Leadership and Administrative Thoughts & Ethics  

A collegiate course that provides: 

· Study on ethical implications of managerial decisions; 

· Assessment of current American business practices; 

· A Demonstration of the significant role that teams, teamwork, and decision-making play in organizations; OR

· Current theories and practices are examined to develop strategies for effective team building

		



		Research in Administrative Practice 

Survey of various decision-making techniques and their application to administrative practice; introduction to the use of program evaluation, various research methods, and other analytical techniques in organizational settings 

		



		Communication/Writing 

Writing courses to write clearly, accurately, quickly and in plain language. Also includes attention to detail, communication, influence, organizational awareness, initiative, accountabilities regarding writing, composition and emailing. 

		



		Leadership Development 

Leadership courses that include courses to develop or expand current skills including driving change, developing others, and implementing strategic goals.

		



		Legal Compliance & Safety Training

Workplace safety, sexual harassment, cyber security, conflict of interest, legal compliance.

		



		Total Hours

		








