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)Process: Job Enhancement Training (Job Skills Training)
Job Skills training, also referred to as Skills Enhancement training, improves a participant’s employability by providing specific skills that are marketable to employers.
Important Facts About This Process:
1. When Job Skills Training is the best approach to enhance a WorkFirst participant’s employability, the Employment Security Department (ESD) WorkFirst Counselor refers the parent to the DSHS WorkFirst Program Specialist (WFPS) and documents the request in eJAS.
2. The ESD WorkFirst Counselor advises the participant to continue participating in employment services activities as directed in their Individual Responsibility Plan (IRP) until the IRP is updated.
Process Steps:
When the responsibility to monitor and conduct Job Enhancement Training (JT) falls to ESD, the ESD Counselor will:
1. Contact the DSHS WorkFirst Program Specialist and request the IRP be changed to reflect the appropriate hours of JT and/or JS for the duration and type of the training.
2. Enroll the participant into Job Enhancement Training by adding the JT component code, the JT hours and JT Start and End dates on the eJAS Component Screen.
3. Enter information daily on the eJAS Notes that identifies the participant’s progress and hours spent in training for that day. 
4. Enter the hours spent in training on the Actual Hours screen at least weekly.  See Required Participation (Actual Hours) Process Aid.
WorkFirst Point of Contact:
WorkFirst Administration Unit   
1-800-339-3981
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Other Resources
)Policy/Mandates Informing This Process:
[image: WorkSource Spokane Logo]
WorkFirst
1. 
Revised 11/16/12	Page 2 of 2

2. What is Skills Enhancement? (JT)
3. Skills Enhancement Step-by-Step guide
4. WAC 388-310-10-5, Skills enhancement training 
5. RCW 74-081.250, Work activity defined
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