

Job Order Template, Instructions for Use, and Content Standards
Attachment B - WIN 0032

1. Job Order Template and Instructions for Use - This template facilitates the transfer from SKIES software into a standard format displayed on Go2WorkSource.com. This template serves as a guide to ensure that staff and partners entering Job Orders are able to submit a high quality Job Order with clear guidelines surrounding content and format standards.
a. Copy and paste the template into SKIES job order description text box
b. For each element below, copy and paste the format template into the appropriate text box
c. Type the details after the heading, i.e.  <b>CLOSING DATE/DEADLINE: </b> January 30, 2009. 
d. When using this format, the headings will appear bolded and the description following the heading will appear in plain text in SKIES.

<b>JOB DESCRIPTION:</b>
<b>JOB REQUIREMENTS:</b>
<b>PREFERRED QUALIFICATIONS:</b>
<b>HOURS / DAYS / SCHEDULE:</b>
<b>SALARY / WAGE / BENEFITS:</b>
<b>CLOSING DATE/DEADLINE:</b>
<b>HOW TO APPLY/REQUEST A REFERRAL :</b>

2. Quality Content and Format Standards for Job Orders and Listings – To ensure a professional, consistent look, a concise yet comprehensive job order that is informative to the job seeker and assists staff in the selection and referral process.
a. Job Description – Intended to convey information essential to understanding the scope of the position; Primary functions and key responsibilities; machines, tools or equipment used to perform the duties of the job; and required travel, if necessary, to perform the duties of the job.
b. Job Requirements – For information such as occupational skills, education requirements, certifications, licenses and endorsements, knowledge of software, machinery, tools, etc.
Note: List requirements in bullet form (use * or – in lieu of actual HTML-formatted bullets as SKIES does not read bullets accurately).
c. Preferred Qualifications – Optional based on the employer’s desired requirements. Example – “Professional in Human Resources is preferred”.
d. Hours / Days / Schedule – Ensure adequate information is provided for the applicant to make an informed decision. Example – shifts, timeframes, days of the week, or possible required overtime
e. Salary / Wage / Benefits - Include information the employer provides.  Refer to Job Matching/Wage Requirements section of WIN 0032 Attachment A (Job Order and Referral Requirements) for more information.
f. Closing Date / Deadline – The date the job listing closes.
g. How To Apply / Request A Referral - Provide detailed instructions on how the job seeker can request a referral.
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