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Overview
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Process: Job Matching for Job Seekers
A Job Match occurs when a staff person assists a job seeker to look for job openings that match the seeker’s requirements for employment in the Services, Knowledge & Information Exchange System (SKIES). 
Important Facts about this Process:
1. Job match features allows staff to search for open WA and WS job orders based on a seeker’s desired employment, salary expectations, days available and more.
2. Job match will not search properly if the Duration field is not removed from the search criteria (see figure 5).
3. Several Occupational Network (ONET) System Codes can be searched at a time.  In order to look for occupations that utilizes a seeker’s transferable skills.
4. SKIES allows a quick search for open WA and WS job orders from other areas within the state.
5. SKIES will record an automated service in the Seeker Services screen for each job match conducted.
Process Steps:
1. Locate job seeker in SKIES.
2. Click Job seeker drop down menu, select Core Services and then Job Matching.
3. Click Additional Search Criteria to remove duration and other items not applicable.
4. Click Return.
5. Search by ONET Codes feature allows staff to search one of three ways.
a. ONET Family search is the broadest search.
b. Select ONET(s) allows you to search for up to 5 ONET codes at a time.
c. Desired ONET Code(s) provides a list of the job seeker’s desired employment ONET codes.  You may search one desired ONET code at a time.  
6. Selection Location populates from the desired work location, but can be updated to search other areas (different counties, statewide, or anywhere).
7. Keywords can be used to search for specific words within a job order.
8. Click Search button.
9. Sort results by clicking the column headings (Job Order#, Title, Employer, etc.)
10. Review results by clicking the Details button to review each individual job order.
11. If job seeker meets the employer’s stated minimum requirements, complete the job referral.
12. Click Door to return to the results screen to view additional job orders.
13. Repeat above steps as necessary.
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Detailed Steps
)Job Match – Job Seeker
The SKIES system’s Job Match feature electronically searches open job orders that match Active (Job Match Status) job seekers’ desired employment or previous experience.  
The system also allows staff to search from an open WA or WS job order to find seekers whose experience or desired employment match the ONET code for the job order; this function is covered in the Job Match Employer Process Aid.
Conducting a Job Match for a Job Seeker
1. From the SKIES Welcome screen click SEEKER button (see Figure 1).
 (
(
Figure 1–
SKIES Welcome Screen)
)
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2. Search for the customer using Social Security Number (SSN), first and last name, or SKIES Seeker ID.  If searching for customer by name the wild card (%) can be used to find the customer (see Figure 2).  When searching for a customer that has a common name, staff can include the mailing city, street city, gender, date of birth, or any combination of the data available to limit the number of records that are returned.


 (
(
Figure 2–
SKIES 
Locate Seeker
 Screen
 and Wild Card Search Results
)
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 (
Customer’s name is: John Peterson.   John could be spelled several ways.  Peterson could be spelled with “son” or “sen” at the end.  Entering the wild card (%) between the “s” and “n” caused all records to display.
)


3. Click Execute query or press enter to retrieve the job seeker’s information.
4. [image: ]Click Job Seeker drop down menu, select Core Services, and then Job Matching to bring up the Job Matching Core Services screen (see Figure 3).
 (
(
Figure 3–
SKIES 
Job Seeker drop down menu and Job Match Selection
)
)
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Detailed Steps
)


5. The Clear Additional Search will remove all additional criteria fields; doing this will cause the job match to search for open job orders that match the ONET Code(s) selected, keyword(s) used, and/or worksite only (see Figure 4).  This feature may return too many records that would not meet the salary expectations, education, endorsements, etc.
6. Additional Search Criteria is populated from data entered on the Short SKIES Registration and Initial Assessment.  

Adjusting the criteria will not update the information on the seeker’s record.  
The Additional Search Criteria can also be used to narrow down the search items even further, including hours, amount of experience and availability.  
 (
(
Figure 4 –
SKIES 
Job Match Screen and Additional Search Criteria Buttons
)
)
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7. Click the Additional Search Criteria button (see Figure 4) to view/adjust items from search criteria (see Figure 5).  
a. Click the Duration drop down menu and select the blank line at the bottom of the list to remove Duration (length of time for employment) from search criteria.  SKIES cannot properly conduct a job match if duration is left in the search criteria.
8. Review other Additional Search Criteria items to see what information is stored.  Adjust information such as days available to find the most appropriate matches.
a. Exp. In Months field causes SKIES to find all matching job order requiring the same amount of experience or less.  Delete information to exclude from search.

b.  (
         
      
         
Detailed Steps
)Min/Sal Hr - SKIES will search the system to retrieve job orders that fall within the search criteria.  For example, if the seeker’s wage requirement is $17.00 per hour it will return results of job orders that $17.00 is between the minimum and maximum salary offered.
c. Education will return job orders with education requirements equal to or less than what is entered in the field.  Select the blank line at the bottom of the drop down list to remove criterion. 
d. Driver Class will match to exact requirement within job orders; choose the blank line to remove criterion.
e. Endorsement will match orders requiring the specific endorsement only.  To see orders without the requirements select the blank line at the bottom of the job order; SKIES will not return results for both items.
f. Job Type field will search against job orders with a matching Job Type.  This could be helpful to look for employers offering Veterans Preference.
g. The Certifications/Licenses completed/obtained field will provide results that match exactly to the certifications/licenses required within the job order.
h. Availability will exclude job orders that require the applicant to be available on specific days, shifts, etc.
i. Click Return to go back to the Job Match screen.
 (
(
Figure 5 –
SKIES 
Job Match - Additional Search Criteria
)
)
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9.  (
         
      
         
Detailed Steps
)Search by ONET Code – There are 3 separate ways to search by ONET code to match the seeker’s employment goal.  Searching by ONET code is not a requirement but helps to narrow the search.  

Each ONET search provides varying results. Searching by ONET family provides the broadest results while 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 search allows searching the entire ONET families that may align with the job seeker’s goal.  However, results could include job orders that may not be appropriate for the job seeker, which could increase search time.  It 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 family.  
ii. Click Clear all ONET(s) to remove them from the search criteria.
 (
(
Figure 6 –
SKIES 
Job Match – ONET Family Selection
)
)

[image: ]
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 Desk Aid for detailed information on conducting ONET searches.
iii. Click Clear on the right of each ONET Title to remove individual codes or click Clear all ONET(s) to remove the entire group.

[image: ] (
         
      
         
Detailed Steps
) (
(
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.  It is only possible to select one code 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.
 (
(
Figure 8–
SKIES 
Job Match – Desired ONET Code(s)
)[image: ]

10. Selection Location – Will populate with the desired work location selected in the Core – Basic – Desired Employment section.  County, zip code, or city can be used to narrow search results. To expand the search results check statewide or anywhere.
11. Keyword(s) – Keywords can be used to search for job orders that contain specific information.  Example keywords can be: Welder, Computer, Youth, etc.  If using this method it is recommended to select “any words” before conducting the search so SKIES will look for any occurrence of the words within the job order.
12. Click the search button.
13. SKIES will display any WA or WS job orders that are currently open (see Figure 9).  Click the column headings to sort the results in ascending order; click the heading a twice and it will sort results in descending order.
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(
Figure 9–
SKIES 
Job Match – Results Screen)
)
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Detailed Steps
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Viewing the Job Order
14. Click the Details button to the left the desired job order number to view the order details.
15. Double click within the Description box to view the job order details in the editor viewer; this allows more than two lines of text to be displayed at a time (see Figure 10).
16. Click on the View Special Instructions Note button to review information that could impact the decision to view.
17. Click on the Requirements tab and ensure the job seeker meets all the minimum requirements listed before deciding to refer the job seeker to the selected job. If the seeker does not meet the criteria of an appropriate referral, click on the Door to go back to the results screen to view another job order.  


 (
(
Figure 10-–
SKIES 
Job Match – Job Order Screen)
)
[image: ]














 (
         
      
         
Detailed Steps
)Making a Job Referral
18. When ready to refer the seeker to the job order, click on the Make Referrals tab (see Figure 11).
19. Click the Refer Seeker button at the bottom right of the screen to populate the job seeker’s information in the Referrals section of the Make Referrals screen.
a. If the seeker needs to update resume or bring other materials necessary to complete the referral the Job Order Referral Status can be changed to Reserved Referral.  

NOTE: If the Reserved Referral status is not changed to Referred to Employer within 24 hours the referral status will change to Cancelled Referral.

20. Click Save at top of screen.
21. Provide job seeker with necessary steps to apply for the position.
22. Door back to return to the results screen to continue searching for additional job matches or to quit the job match process.  SKIES will automatically record the job referral on the Job Seeker Services screen as well as the applicant referral on the Employer Services screen.

 (
(
Figure 11–
SKIES 
Job Match – Job Order - Make Referrals Tab)
) (
         
      
         
Detailed Steps
)[image: ]

 (
         
      
Other Resources
         
)Policy / Mandates Informing this Process:



[image: http://www.wa.gov/esd/marketing/images/logos/jpeg/worksource_logo-2-color.jpg] 	SKIES 
1. 
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2. Data Sharing Policy 4013
3. Selection and Referral Policy 4008
4. UIRM 5815, Job Search Review Policy/Process
5. Data Validation Policy 1003
6. WIN 0032 Job Order and Referral Requirements
Additional Desk Aids:
1. ONET NAICS Search and Coding (AutoCoder)
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