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Job Development
 (
Step-by-Step
      
      Important Facts  
Overview
)Process: Job Development 
Job development is making direct contact with an employer on behalf of a specific job seeker. It occurs when there are few, if any, job listings available matching the job seeker’s skills and experience. 
Important Facts About This Process:
1. Job Development occurs when staff contact a public or private employer to solicit employment for a specific individual job seeker who has marketable skills and abilities.
2. The actual extent to which job development is utilized is determined by local policy.
Process Steps: 
1. Assess the Job Seeker
Job development is a specialized, selective process. Good judgment is needed to decide when and for whom job development should be attempted. Use assessment tools to get a full, accurate picture of the job seekers knowledge, skills and abilities.  
Some considerations for screening the job seeker are:
a. Job seekers who have outstanding or unusual training or experience;
b. Job seekers who are hard to place because few job orders are received for the kind of work they do; and
c. Job seekers with skills and abilities in which specific employers are most likely to be interested.
2. Research Potential Employers
Knowing the local labor market information and employers is an essential part of job development.  Since staff will be contacting the employer directly on behalf of the job seeker it is beneficial to know who to contact and something about the company. 
a. Look at sources of employer leads such as open job orders; closed job orders; employer records; recent UI initial claims that may have left job openings; newspaper ads; trade and professional periodicals; phone directories.
b. Control employer contacts. Always look up the employer in SKIES to identify current or past contacts by staff. Check with Business Services staff before contacting an employer.
c. Know something about the employer before contacting them. Go to their website, Google them and look at all the information in SKIES that is available. 
3. Market the Job Seeker
Once a possible employer match for the job seeker is determined, call the employer and “sell” the job seeker. Always keep the employer’s best interests in mind, not just the job seeker’s. 
a. Gain the interest of the employer. Let them know how you can help them, not how they can help you.
b. Be considerate of their time. Employers are in the business of business, not the business of hiring. Briefly present the qualifications of the applicant. Describe the job seeker’s skills, knowledge, experience, and personal attributes in a realistic manner and give specific examples of how these factors fit the employer’s needs.  
c. Close the conversation. Arrange an interview for the job seeker and advise the employer that you will be contacting them afterward to get feedback.
d. The employer may not have a position available for this job seeker but may have a different position they need to fill.  Be prepared to take the information regarding that position, whether immediately or for someone to call them back. 
e. Prepare the job seeker for the interview. Provide them with the company name, address, contact person, and phone number. Give the seeker any information that the employer provided such as job requirements and expectations.  
f. Advise the job seeker to contact you after the interview to provide feedback and the outcome.
4. Record the Job Development Contacts
Record all job development contacts and services in SKIES for both the employer and job seeker.  
5. Follow Up
a. If you don’t hear back from the job seeker contact them to get feedback and outcome.
b. If the job seeker is hired, enter job placement (see Job Placement process aid).
c.  (
         
      
         
Step-by-Step
)If job seeker is not hired, discuss next steps with job seeker, i.e. another job development contact, additional skill development, job search plan.
d. Contact employer for feedback about the process and job seeker.
e.  (
         
      
         
Step-by-Step
)Document contacts and services in SKIES for both employer and job seeker (Notes Icon SKIES User Guide).  (See figure 1).
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Make detailed note about contact with employer
)(Figure 1: Employer Record) 


Policy/Mandates Informing This Process
1. LX-Guidance-Job Development-4021-0190 
2. SKIES User Guide Employer Query 
3. SKIES User Guide Job Placement
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