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Step-by-Step
      
Important Facts
 
           
Overview
)Process: Job Match Employers 
Employers who have WorkSource post their job orders have an expectation to receive qualified referrals for their positions.  Staff can use the Job Match function in the Services, Knowledge, & Information Exchange System (SKIES) to search for applicants that meet the requirements within the job orders.
Important Facts about This Process:
1. SKIES Job Match for employers allows staff to search from an open job order for job seekers who meet the requirements of the job order.
2. Duration indicates if the position is full time or part time and how long it is expected to last, e.g., full time over 150 days.  This criterion must be removed from the Additional Search Criteria for the Job Match function to work properly.  
3. Search criteria can be adjusted based on the needs of the job order.  
4. Criteria that can be utilized for searching include:
a. Specific ONET Code(s) - to search by the ONET code used for the job order or add other ONET codes if the skill sets will meet the employer needs.
b. ONET family – search by all ONET codes within the occupational family, i.e. Office and Administrative Support Occupations will return all ONET codes that begin with 43.
c. Keywords – allows searching for keywords in the Desired Employment, Employment History, or Special Interests entered for the job seekers.
d. Other Seeker Characteristics such as work location, months of experience, education level, licenses or certifications, shift availability, and more.
Process Steps:
1. From the SKIES Welcome screen click on EMPLOYER.
2. Search for the employer using any combination of information available: name, phone number, UBI number, etc.  (See Employer Record Search Process Aid).
3. Click the Employer drop down menu and select Job Orders.  If the employer has previous job orders SKIES will display the Summary tab.
4. Click the Select button to open the job order for job matching. 
5. Click on the Make Referrals tab and then click on Match Seekers button.
6. Click on the Additional Search Criteria; adjust items as needed (remove duration).  
7. Click Return.
Job Match – Employers
 (
         
      
         
Detailed Steps
)The SKIES system Job Match feature electronically searches an open job order to match to active (Job Match Status) job seekers’ desired employment or previous experience.  Search criteria on the job order screen allows staff to select several different methods to search for appropriate job seekers that meet the job order’s needs.  From the SKIES Welcome screen click on EMPLOYER (see Figure 1).  This will display the Locate Employer screen.
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Figure 1 – 
SKIES 
Welcome Screen
)
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1. Search for the employer using any combination of information available: name, job order number, phone number, UBI number, etc.  (See Employer Record Search Process Aid).
2. Click Execute Query to search for the employer.  
3. Click the Employer drop down menu and select Job Orders.
4. If the employer has multiple job orders in the system SKIES will display the Job Order Summary tab (see Figure 2).  Click the Select button to the left of the Job Order Number to review.
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Detailed Steps
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Figure 2 – Job Order Summary Tab Display
)
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5. SKIES will display the Job Order Description tab.  Staff should review the data to ensure this is the right job order to search for applicants.
6. Click on the Make Referrals tab (see Figure 3).
7. Click the Match Seekers button.
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Figure 3 – Job Order Make Referrals tab
)
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Click Match Seekers button to begin the job match process.
)
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Detailed Steps
)The Search for Job Seekers screen (see Figure 4) will display to add/delete search criteria to help during the match process.
9. Click on the Additional Search Criteria button and adjust criteria as needed.
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Figure 4 – Search for Job Seekers Screen
)
)
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The button labeled Additional Search Criteria (see Figure 5) can be used to narrow down the search criteria even further including seeker characteristics, amount of experience, and availability, etc.  SKIES will search the database to retrieve job seekers that fall within the search criteria for the job order. For example, if the job order’s wage range is [image: ]between $14.00 and $17.00 per hour it will return results if seekers’ desired salary falls between the minimum and maximum salary offered.  

NOTE:  Duration must be changed to a blank field for the matching feature to work.
10. Click Return to go back to the Job Seeker Search screen to adjust other criteria as needed.
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Figure 5 – Additional Search Criteria Screen
)
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Detailed Steps
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 (
Click to select blank line to remove Duration from search criteria.
)


















11. Adjust other criteria as needed on the Job Seeker Search screen.
12. Search by ONET Code – There are 3 separate ways to search by ONET code to match the seeker’s employment goal.  
NOTE: Each ONET search provides varying results.  Searching by ONET family provides the broadest results; searching by desired ONET code is the narrowest.  Staff can also enter up to five individual codes which allow searching for transferable skills and codes that may not have been part of the job seeker’s desired employment or work history. 
a. ONET family searching matches an entire ONET family that aligns with the job seeker’s goal.  However, results could include job orders that may not be appropriate for the job seeker. This search allows only one selection at a time (see Figure 6).
i. Click the drop down arrow to the right of ONET Family field and select the ONET Family.  SKIES will populate all ONET codes within that specific occupational family.  
ii. Click on Clear all ONET(s) to remove them from the search criteria.
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Detailed Steps
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Figure 6 –
SKIES 
Job Match – ONET Family Selection
)
)
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Detailed Steps
)
b. Select ONET(s) allows searching for ONET codes that are in different families or that align with the job seeker’s “transferable” skills (see Figure 7).  Staff can select up to five codes at a time.
i. Click on Select ONET(s) button to begin searching.
ii. See the SKIES AutoCoder Process Aid for detailed information on conducting ONET searches.
iii. Click on Clear on the right of each ONET Title to remove individual codes or click on Clear all ONET(s) to remove the entire group.
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Figure 7 –
SKIES 
Job Match – Select ONET(s)
)

c. Desired ONET Code(s) provides a drop down button which displays a list of the job seeker’s desired employment ONET codes.  Only one code can be selected at a time from the drop down menu (see Figure 8).  
i. Click the drop down arrow to the right of the ONET Code(s) field. 
ii. Select which ONET to use for the job match search.
iii. Click OK.
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Detailed Steps
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Figure 8 –
SKIES 
Job Match – Desired ONET Code(s) Selection)
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13. Click Search to look for applicants.
14. A results box (see Figure 9) will display job seekers with an ACTIVE Job Match Status that met all selected criteria.
15. To sort the results click on the field titles to sort by SSN, Name, or Veteran status.
16. Click the Seeker Detail’s gray button to the right of a seeker’s status date to display the seeker’s Core Basic information.  Click the gray Employment Information button to the right of the of the seeker’s status date to go directly to the seeker’s employment information.  This data can be used to determine if the seeker meets the minimum qualifications of the job order.
17. Use the door icon (back button) to go back to the search results after viewing the seeker’s information.
18. If you want to refer that seeker on the job order click the checkbox on left hand side of job seeker’s SSN.
a. After selecting all seekers to refer to the job order, click Populate Referrals on bottom right of screen.  A list of the seekers you referred will be displayed.  SKIES will default the referral status to Reserve Referral, which will remain for 24 hours.  To complete the referral you will need to change the Job Referral Status to Referred.
19. Click Save.
20. Use the Door (back button) to return to the Locate Job Order Screen.
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Figure 9 –
SKIES 
Job Order – Match Seekers Results Screen
)








Policy/Mandates Informing this Process:
1.  Coordinated Business Services Policy 1014 (Rev 1) 
2. WIN 0032: Job Order and Referral Requirements and Tools 
3.  WorkSource Information Notice (WIN) – 0008 
4.  Data Element Validation Policy 1002 
[bookmark: _GoBack]Additional Process Aids:
1.  Employer Record Search

Revised 01/31/13		Page 8 of 8

image1.png
SKIES

Services, Knowledge &
Information Exchange System

Current office
BELLINGHAM TECHNICAL COLLEGE





image2.png
SKIES 9] [iobours [ eecutcouy EMus0 4143
it | Selected Employer: st
Description Contact Requirements Skils MekeRefenrsls Sunmary |

Job Order Summary
Select b Oder# | Joh Tt | Staus | Openings | Openpate | Close Date
— [parsta ferermeo | 2 [omnazont [osnazont
| (wasers foARsTA foren |4 [zoien [mmizi
| wmsiar [HUMAN RESOLRCES MANAGER [PLaCED | 1 [pa4moos [12232008
| wasie NGHT MANAGER foren | 2 [owmemos [rz;ares
T e foarsTA foren | 5 [owmemos frz;aes
| meizs [FECHNICAL RECRUTER [PLaCED | 1 |par4moos [12232008
| wasest foarisTA Placeo | 2 [ozmomes [osmazsns
T wasess foarsTA leoses | 2 [otsozos osmozss
= [BARISTA. [PLacED | 5 [o1/a02009 [o4r0r2009
| wasios foarsTA Placeo | 2 [ovswme fiomaze
T e RECREATION LERDER leoses | 2 [ovmeroor osiaeraer
= [N OUT JOB ORDER DO NOT REPLY: ACCOUNTANT |PLACED | 1 |01ASR2007 (012372007
| wnaoas MARKETING DRECTOR, A foren | 1 [ownsmeor ovaere
T (wadoss JNOUT JOB ORDER DO NOT REFLY: ACCOUNTANT _pLAGED | 1 [oinsmon7 _[oiizomo07
) [wadces [N-OUT JOB ORDER DO NOT REFER [PLACED | 1 [oismoo7 [o102007
| fvwmeom [N-OLT JOB ORDER DO NOT REFER [PLaced | 1 otnemoo7 joanameor





image3.png
Make Referrals.

OPEN
so Orctr # Job The do Order Sttus
fwarass ' eamsTa  oren ]
Recuested e Operings  Hred
Reteras [ 15 [ 0 pacements [ 3 [0

Referrals

Print Referral info - with SSN | it Referralnfo - wio SSH Metch Seekers




image4.png
My oo ann0

Employer: STARBUCKS CAFE

dob Order # Job Tile [BARISTA. Open 1172672011 Additional Seach Crieria |
Job Desc [<b=J0B DESCRIPTION:</b> CLocal campus food sevices employer ¢ | Closed 021232012 Cloar Additional Ssarch
ONET Code ONET THe T Py
[35-2021.00_ Food Preperation Workers o |
[ I | I
} } CE2 T Decired Employment
G
T i . T emoyment Hstory

Select ONET(S) |

Clearall ONET(s) | Restore ONET

Selection Location

e
© AlWords ® AnyWord As a Phrase oes

Neme

I Desired Employment County |KING )

™ Employment History

™ Specialnterests Desired Work Location |~ Seeker Street Address |

Glear 1 Return to Job Order. Search Fzsiils Boreen) Statewide [ Anywhere [





image5.png
iglaan il Fusis

dinlinizicaiiyz_Hagoris

X

n) )

EMO0 4.06.0

Employer: DUCKBOYS

dob Tiie WAITER

opan [04B3I2008 | tonmseancn e

ONET Tl

Job Desc [<B= JOB DESCRIPTION:</B> T ake orders and serve food and bever:

Closed (0710212009

Clear Aditional Search

Clearall ONET(s) | Restore ONET

Select ONET(s)

D ONET Family
[35-3031.00 _ aters sntwatresszs (=) o |
I I | I
} } ST Desaa Employment
o
i i T Eroymenttstry

Keyword(s)
Search

© Al Words C asaphase

® anyWord
Match keyword(s)to area
™ Desked Employment
™ Employment History.

™ Specialnterests

Return o Job Orcer. Search

Clear &1

Keyword Help

Resus Soreen

Selection Location

o

Desired Work Location [ Seeker Street Address [

anywhere ™

Statewice |

N
Wstart| & (2] 2] > Il =) b vatchen... | #) job Match-35... | &]oracle Appica... [ 2 skies Traini.. (o] Merasoft pow.. | [SOPN@ SO M 11116 am





image6.png
Seeker Characteristics

v o
Pubic Assitance Recin?

S norths [ R e Age [ Seescivioiats O

Disablea?®

eweeton [ ] InSchos? 8 €

Duration SeasonalFarm? @

owercess [ ] vemm ST L

Include Endorsement? C Yes ® No Wednesday © @

CertificatesLicenses completediobtained Thursday O @ C

) | Friday @

Setwday O ®

UiGainart? © 1 ves C No En® O @

ﬂ?‘a‘“si - Swhgshit C C @

GraveymrdShtc @

E [ Forgente &

B 2 spitsnit © C ©

FulTme? O ® O

c e

Retumn Clear Part Time?




image7.png
ONET Code ONET Tl

[51-1011.00 _ [Frst-Line Supervisorsfanagers of Frockcton and Operaing Worers

[61-2011.00  [aireraft Structure, Surfaces, Rigging, and Systems Assemblers.

[51-2011.01 _[Averaft Struchure Assemoers, Fecison

[51-2011.02 [averaftSystems Assemers, Frecison

[61-2011.03  [Aircrat Rigging Assemblers

Clear all ONET(5)

BEIESHONETE)

ONET Famit | Prodiclion Geclpafions(l E

O
O
D
D

O

Destred

ONET Code(s)

Job Title

=




image8.png
ONET Cate ONET THe
[35-2021.00 _ [Food Preparation Workers o o | Desired
[43-4081.00 _ [Customer Service Representaives Clear | ONET Code(s)|
[53-6031.00 _[Servi Steion Aendarts i

| Job Tite

[ I G
] T < [
Clear all ONET(s) Select ONET(S)





image9.png
ONET Code oner THe - -
Co ONETCose@[3E202100 1<)

Job Title

D
<1 Peer | |Food Preparation Workers
Clear all ONET(5)

BEIESHONETE)

[ |
[ [
[ | O
[ |
f |




image10.png
dob Orcr #

MaxReferrals [15

Select
Sesters

i e e i e

s8N
389-99-1010
257-88-2724
009-00-8682
555-66-6580
009-00-8540
572406555
009-00-8583
881-00-0783
009-00-7448
009-00-7697
009-00-7956
009-00-7859

War3ss

Seeker List

Jo Tile. [BARISTA

Refenals made before [0

e
ANDERSON
BAGGINS
BIRD
COBEWEB
DAVIDLOSS
DOMINGO
ESTAS
EYRE
FRAZIER
GREENLING
GUNNEL

Refurn To Search

Print Search Results

No. of Seckers Selcted (0 Totel Records/28
Aternative/ Veri Sl By

Nane Phone _ Message Phone Veteran Status e Stetus Date Detais ment

B VETERAN I [0812312008

UARROD |(503) 035-3005 |05 972009

BILL r~ [03n1/2010

HAPEY. (&85) b45-6858 -~ [061 772008

BERNIECE _[(508) 680-3054 VETERAN [ [03/02:2010

NATHANIEL _[(206) 258-6535 -~ [0816r2007

TERESA (205) 555-6711 ~ [031372010

U (26) 222-2563 VETERAN - [11/0472010

JANE 425) 345-7906 [0 772009

JoE (205) 555-6666 |(206) 5557777 ~ [05/07/2009

WHITESPOTTE| - [0671512009

LONGFIN -~ [061572009

Select AllSeskers | Selectirst | o Popuite Referrals




image11.jpeg
WORI$0MTC€




