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           Important Facts 
Overview
)Process: Business Services Supervisor
WorkSource Staff and partners provide a wide array of services to employers.  Services include, but are not limited to:  providing local labor market information, posting job openings, and finding qualified applicants.  All information is recorded in Services, Knowledge & Information Exchange System (SKIES). For more information about Business Services see the Business Services Unit Overview.
Important Facts:
1. Supervisors must be aware of their roles and responsibilities within the Coordinated Employer/Business Services Policy#1014.
2. Job orders created by staff (orders with a WA prefix) must be:
a. In compliance with Federal and State Laws and Requirements described in the Job Order Policy #1006 Rev 1, Appendix A.
b. Created using the Quality Content and Format Standards provided in the Job Order Policy #1006 Rev 1, Appendix B.
c. Designed and managed through SKIES.  All job order data fields should be utilized to result in the most successful job match.
3. Labor Exchange Selection & Referral Procedures-4008-0302 states the number of qualified applicants the employer wants to interview (and only that number) is referred no later than five working days following the day the job order was received.  If a sufficient number of referrals cannot be made, the employer is contacted immediately (unless other arrangements have been agreed upon with the employer and documented on the Job Order).
4. Job Match can be used to find qualified applicants to refer to a WA job order (see the Job Match Employer Process Aid for detailed information).
5. Services and contacts with employers must be recorded in SKIES (see the Employer Services and Employer Contact Process Aids for detailed information).
6. Supervisors can use Job Order and WorkSource Management Information System (WSMIS) reports to monitor Business Services performance (see the Job Order Reports and WSMIS Reports Process Aids for detailed information).


 (
Performance Measures
)Performance Measures:
ECDD Program Year 2011 – Transitional Performance Measures
1. ONET Inventory Match – 25% of WA job orders must match the top five seekers’ desired ONET Codes (match is within first 2 digits of the ONET Code). Local level analysis will occur to identify the job order to customer match criteria. 
2. Fill Rate – the number of WA job openings created in a month the number of which were filled.  
	Program Year 2001 Quarter 
	 
	Q1
	Q2
	Q3
	Q4

	FILL RATE
	
	
	
	
	

	Olympic
	WDA1
	33%
	51%
	39%
	39%

	Pacific Mountain
	WDA2
	41%
	37%
	36%
	37%

	Northwest
	WDA3
	70%
	74%
	65%
	63%

	Snohomish
	WDA4
	32%
	36%
	31%
	21%

	Seattle - King County
	WDA5
	18%
	14%
	16%
	13%

	Tacoma - Pierce
	WDA6
	42%
	15%
	43%
	32%

	Southwest Washington
	WDA7
	52%
	52%
	56%
	53%

	North Central
	WDA8
	57%
	37%
	39%
	64%

	South Central
	WDA9
	40%
	31%
	26%
	35%

	Eastern Washington
	WDA10
	56%
	50%
	56%
	58%

	Benton/Franklin
	WDA11
	39%
	28%
	22%
	33%

	Spokane
	WDA12
	30%
	19%
	38%
	30%



Each of the above Workforce Development Area (WDA) targets were determined using a standard statewide methodology.
Electronic Access:
Business Services staff will need access to:
1. SKIES

Business Services supervisors will need access to:
1. SKIES, with ‘Discover_All’ role to access the WSMIS reports and drill down to data at the staff level.
2. TAXIS


 (
Additional Resources
)Contact Information:
1. Job Order Policy and Coordinated Employer/Business Services Policy	
Email: Kathryn Scott or call: 360-725-9514
WorkSource Standards & Integration Division
2. Selection & Referral Policy and Procedures
Email: Cheryl Boldt or call: 360-1362
Employment & Career Development Division
Process Desk Aids:
1. Employer Contact 
2. Employer Record Search
3. Employer Services 
4. Job Match Employer
5. Job Placement Employer
6. Job Order Creation
7. Job Order Monitoring
8. Job Order Overview
9. Job Order Reports 
10. WSMIS Reports 
Policy/Mandates Informing this Process:
1. Coordinated Employer/Business Services Policy#1014
2. Job Order Policy #1006 Rev 1
3. Selection & Referral Policy #4008
4. Labor Exchange Selection & Referral Procedures-4008-0302
5. Data Element Validation Policy #1003
Other Resources:
1. ECDD Program Year 2011 Performance Measures and Indicators
2. ECDD BSU Risk Assessment Matrix 4-8-2011
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