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              Step by Step                                   Important Facts             
Overview
)Process: Job Order Creation
WorkSource staff create job orders on behalf of employers utilizing the Services, Knowledge, & Information Exchange System (SKIES).    Staff created openings are posted on go2worksource.com (go2) as part of the Public Labor Exchange System.  
Important Facts about this Process:
1. Staff should use the Active TAXIS created employer record for job order creation.  TAXIS records are considered the primary employer records.
2. It is imperative that staff ensure job orders meet federal and state laws, mandates and, requirements.
3. Each job order created needs to meet minimum standards for job order content as listed in Attachment A of WIN 0032: Job Order and Referral Requirements and Tools.
4. Job orders created by staff will have a prefix of (WA) and will populate the go2worksource.com website.  Orders created by employers through the go2 site will be populate in SKIES with a (WS) prefix.
5. A data exchange occurs every 15 minutes between SKIES and Go2WorkSource.com that affect any job orders created or updated since the last data exchange.  SKIES orders or updates will populate in go2 and employer entered job orders populate or update in SKIES.
6. The Bona Fide Occupational Qualifications (BFOQ) regulation addresses hiring decisions based on race, sex, age, and national origin ensuring these characteristics are related to an essential job duty for the particular position.  When necessary, list any BFOQ within the job order and document in the Job Order Case).
Process Steps:
1. From the SKIES Welcome screen click on EMPLOYER button.
2. Search for the correct employer record (see the Employer Record Search Process Aid).
3. Click the Employer drop down menu and select Job Orders.
4. If the employer has previous job orders SKIES will display the Summary tab.  Staff has the ability to copy a previous order instead of creating a new one.  The copy feature will not retain all information within the order such as educational requirements, benefits, etc.   
5. To create a new order click on the Description tab for a new job order form. If this is the first job order the Description tab will display for creation.
6. Complete all required fields within the Description (using the Job Order Template found in Attachment B of WIN 0032: Job Order and Referral Requirements and Tools), Contact, and Requirements tabs.  Click Save.
7. Click on the Case Note icon at the top of the screen to enter Special Instructions or notes specific to the job order and click Save.

 (
Detailed Steps
) (
Step-by-Step
)Job Order Creation
Employers utilize WorkSource to post job openings on their behalf to find the most qualified candidate to fill their vacant positions.  It is important to write descriptions that clearly and accurately describe the position requirements.  Once the order is completed and saved in SKIES it will be posted on go2worksource.com as part of the Public Labor Exchange System.
1. From the SKIES Welcome Screen click on EMPLOYER button (see Figure 1).  
[image: ]The Locate Employer screen will display.  Enter the company’s name or other information to search for the employer record (see Employer Record Search Process Aid for more information).  TAXIS records are imported to SKIES from the District Tax Office and are considered the primary employer records.
 (
(
Figure 1 – 
SKIES 
Welcome Screen
)
)
2. Click the Employer drop down menu and select Job Orders (see Figure 2).



 (
Detailed Steps
) (
(
Figure 2 – Employer Drop Down Menu – Job Order Selection
)
)[image: ]
3. If the employer has previous job orders, SKIES will display the Summary tab (see Figure 3).  The Summary tab will list all previous WA and WS job orders that have been posted for that employer record.  Staff has the ability to copy a previous order instead of creating a new one.  If the Copy Job Order feature is used, it is important to verify all data elements within the copied job order match the employer’s current needs.  

4. Click Select button to the left of a Job Order Number (#) to review a previous job order.  SKIES will display the Job Order Description tab.
 (
(
Figure 3 – Job Order Summary Tab Display
)
)
[image: ]
a.  (
Detailed Steps
)If after reviewing the order staff decides to use an existing one to create a new order; click the Copy Job Order button on the bottom of the Job Order Description tab (see Figure 4).  

NOTE:  SKIES will retain most of the information contained in the original job order.  It is important to review each field to ensure it accurately reflects the employer’s current needs.  Move to Step 5 for detailed information about each field.
 (
(
Figure 4 – Job Order Description Tab
)
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5. To create a new order click on the Description tab and SKIES will display a blank job order form (see Figure 5). If this is the first job order SKIES will automatically display the Description tab.  









 (
Detailed Steps
) (
(
Figure 5 – Blank Job Order Description Tab
)
)
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All bold fields must complete on the Job Order Description tab to save the job order.  

See Figure 6, Job Order Description Tab, for Steps 6-13.

6. Assigning Office field will default to the office the staff member is working under in SKIES.  This field cannot be updated.
7. The Assigning Staff will pre-fill with staff member’s name that is logged into SKIES.  This field cannot be updated.
8. Click the drop down arrow next to the Marketing Staff field to select the staff member who is assisting the employer with the job order, even if that is the same person who entered the order.  Only staff members assigned to the same office as the Assigning Staff will display.
9. Click on the drop down arrow next to the right of the Job Type field to select the job type that best represents the job order (see Employer Job Type Matrix in SKIES for definitions of each type).
10. The Job Development field is only required when the employer is a Federal Contractor.  When appropriate click the drop down arrow to select the job development type: Mandatory Listing, Job Development and Mandatory List, or Job Development.
11. The Federal Contractor Job Listing (FCJL) checkbox is used to indicate if the job order is a Federal Contractor Job Listing; check when appropriate.
12.  (
Detailed Steps
)Click the drop down arrow to the right of the ONET Code field to locate the ONET Code that best represents the employer’s job opening (see the SKIES AutoCoder process aid for detailed information).  SKIES will populate the ONET Title field with the ONET Code Title; this field cannot be updated without changing the ONET Code.  The Description field will pre-fill with the ONET Code job description.
NOTE: The ONET Code field should be completed prior to entering the job order details in the Description field, as SKIES replaces any information within the Description field with the ONET Code Description.
13. The information in the Description field is what displays on go2worksource.com for public view.  Staff must utilize the Job Order Template attachment to WIN 0032: Job Order and Referral Requirements and Tools.  The Template is a standard Microsoft Word Document that contains the seven standard elements of a job order (see Job Order Description Template Example at the end of this document) and the proper formatting for go2worksource.com.
a. Job orders should:
i. Be written clearly; adhering to Executive Order 05-03 - Plain Talk of Employment Security Department and the State of Washington.
ii. Accurately reflect the employer’s needs, job duties, and requirements. 
iii. If the job order is for an agricultural or food processing position of a temporary or seasonal nature, federal regulations require the listing to be available within the community area unless the job order has been processed according to requirements for intrastate/interstate clearance (see WIN 0032: Job Order and Referral Requirements and Tools).  The Job Description should include the following language:  “Agricultural and Food Processing referrals are restricted to applicants within commuting distance of the work site.”
iv. When writing job orders that have age, gender, and language requirements, review the WorkSource Information Notice (WIN) – 0008 for compliance.
b. Copy (click “ctrl” + “c” keys at the same time) from the Job Order Template.
c. Double click in the Description field (see Figure 6) to open the Editor View; which allows staff to view more than two lines of text at a time.
d. Highlight generic ONET Code description and Paste (click “ctrl” + “v” keys at the same time) the information from the Job Order Template.
e. Staff should review information one more time to ensure the details are accurate.
 (
Detailed Steps
) (
(
Figure 6 – Job Order Description Tab
)
)
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See Figure 7, Job Order Description Tab, for Steps 14-25.

14. Enter the actual position title in the Job Title field.
15. The Worksite Address will default to the employer’s address listed in the Employer Info – Profile tab.  Click the F5 button on the screen to view the address.  
16. City will pre-fill from the Employer Info – Profile tab. 
17. The State field will pre-fill from the Employer Info – Profile tab. 
18. County will pre-fill from the Employer Info – Profile tab.  This information is used to categorize job orders on go2worksource.com.  
19. Information in the Zip Code field will pre-fill from the Employer Info – Profile tab.
20. Double click within the Open Date field and SKIES will enter today’s date as the date the job order will open.  Staff can enter a future date (use mmddyyyy format) and the job order will remain in a Pending Status.  Job orders that are in a Pending status will not appear on go2worksource.com until the open date.
21. Click within the Close Date field and SKIES will populate a date 90 days from the Open Date.  Staff can adjust the close date if necessary.
22. Proposed Start Date field can be used to record the tentative start date for employment.
23. Min Hrs Per Week field should be used to enter the minimum number of hours per week for the position.
24. Enter the maximum hours per week for the position in the Max Hrs Per Week field.
25. The Status field will default to Open, this means the job order is open and accepting referrals.
26. [image: ]Staff can enter a future date (using mmddyyy format) to follow up on the job order in the Review Date field.  This information can be used to monitor job orders in the future.
 (
(
Figure 7 – Job Order Description Tab
)
)
 (
Detailed Steps
)See Figure 8, Job Order Description Tab) for Steps 27-34.

27. Non WA State Min Wage, Commission or Piece Rate checkbox can be checked if the position offers commission, piece rate or, non WA State minimum wage.  Checking this box changes the Min and Max Salary fields to non-required items; which can be used for job orders where salary depends on experience.
28. Unpaid check box can be checked to indicate the position is unpaid or to change the Min and Max Salary fields to non-required items; which can be used for job orders where salary depends on experience.
29. [bookmark: _GoBack]Record the beginning of the salary range for the position in the Min Salary field (will not accept salary depends on experience).
30. Enter the end of the salary range for the position in the Max Salary field (entry must be numeric; the field will not accept salary depends on experience).
31. Click the drop down arrow to the right of the Salary Interval field to the appropriate interval for the position.
32. In the # of Openings field enter the number of positions the employer is recruiting to fill.
33. Click the drop down arrow to the right of the Duration field to enter the length of time the position is expected to last.
34. Maximum Referrals field is used to record the maximum number of referrals that will be accepted for the job order.  

NOTE: Once the number of referrals has been met the Job Order Status will change to   
      REFERRED and the order will be removed from go2worksource.com.

See Figure 8 for Steps 35-37.

35. The Internet checkbox is checked by default when the job order is created.  Uncheck the box to remove the order from go2worksource.com.
36. If the job order was opened in error click the Void Job Order button within the same business day to delete it from the system.
37. Click Save before moving to the Contacts Tab.  SKIES will issue the Job Order # after saving.
 (
(
Figure 8 – Job Order Description Tab
)
)
[image: ]




Click on the Contacts Tab and complete the following fields:  
 (
Detailed Steps
)
38. Must all referral requests be made to local office?  Field will default to No; click Yes if the employer wants the order-holding office to approve all referrals to the job order.
39. Job Contact Name will default from the Employer Info – Benefits/Contacts tab.  Click the drop down arrow to the right of the field to select a difference contact from the drop down list or type the contact name in the field.  This information will be included on the print out for job seekers when staff select Print Job Order with Employer Contact Information.
40. The following Job Contact fields will pre-fill from the Employer Info – Profile tab and can be updated as needed:
a. Address
b. City
c. County
d. State
e. Zip
f. Phone
g. Fax
h. Email
i. URL or website address
41. Contact Method to Apply will default from the Employer Info – Benefits/Contacts tab.  If Contact Local office is selected no other options can be checked.  Check appropriate method for applicants to apply for the position.
42. To Apply Include section states what the employer requests of the applicant when applying for the position: Generic Application, Employer Application, or Resume.  Put a check in the Only checkbox if the employer requests only one of three items.  If the employer requests more than one of the items check the Any of checkbox.  Check the box next to required documents for application.
 (
(
Figure 9 – Job Order Contact Tab
)
)
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Click on the Requirements Tab (see Figure 10) this information is used when conducting a job match for job seekers or job orders.  Complete the following fields:
 (
Detailed Steps
)
43. Record the required experience for the position(s) in the Experience Reqd (Required) in Months field.
44. Click the drop down arrow to select the education requirement in the Highest Degree Completed field.  If there is not a requirement select the blank line from the bottom of the list.
45. Reqd (Required) License, Certification or Registration field is a free form text box to enter requirements for the position(s).  Information entered in this field will display on go2worksource.com once the job order has posted.
46. Desired Skills is a free form text box used to capture preferred qualifications, if applicable.
47. When the position requires lifting click the drop down arrow to the right of the Lifting Capacity field. Select the item that best describes the requirement.
48. The Required Clerical Test Types is a free form text box used to record tests for the position, if applicable.
49. Required Minimum Age box is used when the opening has a BFOQ for a minimum age (see Attachment A to WIN 0032: Job Order and Referral Requirements and Tools).
50. The Other Physical Restrictions free form text box can be used to record other restrictions not included in the Other Requirements or the Lifting Capacity fields.
51. Click the drop down arrow to the right of a blank line in the Certificates/Licenses Required field to select certificates or licenses required for the position.  Certificates/Licenses information will be available for job matching purposes, but will not display on go2worksource.com.  If blank lines are not available click the green “+” sign at the top of the screen to add a blank row.
52. Click any of the Pre Employment Testing checkbox if applicable for the position.
53. Check any of the following if they represent the position:
a. Will Train if the employer is willing to train the potential employee.
b. Will Pay for Certification if the employer is willing to pay for any required certification.
c. New Public Transportation should be checked if the employer is on a bus line.
d. Affirmative Action should be checked when the job order is required for a Bona Fide Affirmative Action Job Order which is requesting qualified applicants from a specified protected group (Attachment A to WIN 0032: Job Order and Referral Requirements and Tools).
e. Live At Worksite if the position requires the person to live at the worksite.
f. The Full Time and Part Time checkboxes will be populated based on the number of minimum and maximum number of hours entered on the Description tab.


 (
Detailed Steps
) (
(
Figure 10 – Job Order Requirements Tab
)
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See Figure 11, Job Order Requirements Tab, for Steps 54-56.

54. The following sections should be updated (check box to select item or uncheck to deselect) to represent the requirements for the job opening:
a. Other Requirements
b. Work Days
c. Work Shifts
d. Benefits
55. Driver Requirements section:
a. Check the box to the right of the Valid State Drivers License Rqd box if the license is required as a BFOQ.
b. Click the drop down menu to the right of the Driver License Class field to select the appropriate license classification.
c. Check the box(es) to left of any Endorsements that apply to the position.
d. Click Remove to remove all driver requirements that have been entered.
56. Click Save before entering Job Order Specific or Special Instruction Case Notes.
 
[image: ] (
(
Figure 11 – Job Order Requirements Tab
)
)

57. Click the Case Note Icon at the top of the screen (See Figure 12) to open the notes section specific to the job order.
 (
(
Figure 12 – Job Order Requirements Tab – Case Note Selection
)
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 (
Detailed Steps
)
Complete the following fields within the Job Order – Note section (see Figure 13):
a. Note Date will default to today’s date and can be back dated if necessary.
b. Click the drop down arrow to the right of the Subject field to select the category that best describes the case note type.  Utilize the Special Instructions category to include pertinent information needed within the referral process or to give instructions for referring staff. 

NOTE:  Each job order may only have one note with the Special Instructions subject. 
Create a separate case note to document BFQs (age requirements, Affirmative Action listing, driver’s license requirements, etc.) listed in the job order.

c. Click Save.
d. Repeat Step 56 as needed to capture necessary information.
e. Door to go back to the previous job order screen.
 (
Detailed Steps
) (
(
Figure 13 – Job Order– Case Note Screen)
)[image: ][image: ]




 (
Sample Job Order Description Template
) (
Step-by-Step
)Sample Job Order Description Template
The Job Order Description Template includes the seven required sections of an order (per Job Policy 1006 Rev 1) and HyperText Markup Language (HTML) or coding to indicate text formatting such as bolding.  Note the titles below start with <b> and end with </b> this tells go2worksource.com to bold the text between the two sets of brackets.
<b>JOB DESCRIPTION:</b>    
Local campus food services employer seeking a full-time BARISTA to provide the highest quality of service to customers at all times. Perform a variety of duties for the set up, delivery, and serving of drinks, food, and preparation of bakery case. Clean and sanitize workstations, counters, steam tables and other equipment. Break down stations at the end of shift. The cashier may be expected to perform Cashier / Checker responsibilities and other duties as needed.  
<b>JOB REQUIREMENTS:</b>
- Must have 6 months espresso and cashier experience. 
- Must have WA State Food Handler’s Permit. 
- Must be able to lift 30 lbs or more. 
- Must be able to work weekends. 
-<b>PREFERRED QUALIFICATIONS:</b>
- Ability to speak Spanish. 
<b>HOURS / DAYS/ SCHEDULE:</b>
Part-time 40 hours per week schedule varies. 
<b>SALARY / WAGE / BENEFITS:</b>
Salary is dependent on experience.  Employer does not offer benefits. 
<b>CLOSING DATE / DEADLINE:</b>
The recruitment period will remain active until filled, expired, or at the direction of the employer.  
<b>HOW TO APPLY / REQUEST A REFERRAL:</b>
Contact your nearest WorkSource Office in person with this job order number.  The employer has requested a limited number of applicants for this position.  WorkSource will review applications and refer only the best qualified candidates.

 (
Additional Resources
) (
Additional Resources 
)Policy/Mandates Informing this Process:
1. Employment Security Department Policy (http://www.wa.gov/esd/1stop/policies/systems.htm)
a. WIN 0032: Job Order and Referral Requirements and Tools
b. Selection and Referral Policy 4008-0302
c. Coordinated Business Services Policy 1014 Rev 1  
d. Data Element Validation Policy 1003 
e. WorkSource Information Notice (WIN) – 0008 – Avoiding Potentially Discriminatory Specifications in Job Orders
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