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Step-by-Step
      Important Facts
Overview
)Process: Job Order Monitoring
Once a job order has been created in the Services, Knowledge & Information Exchange System (SKIES) the employer has the expectation that WorkSource staff will find qualified candidates to refer to the opening.  Staff hold the responsibility to monitor the job order and report progress to the employer.  Monitoring involves several components such as reviewing referrals, updating job order information if necessary, and closing the order (to include recording placement activity) once the recruitment process has been completed.
Important Facts about This Process:
1. When job orders are created the SKIES sets the Open Status at 90 days.  Staff can adjust the closing date if it is to remain open for more than or less than 90 days.
2. Job orders posted in error can only be voided within the same business day of creation.
3. SKIES Case Management Reports can be used to monitor job orders within the system that are in various stages of the recruitment process including a REVIEW DATE.
4. [bookmark: _GoBack]The Job Match function can be used to find applicants for hard to fill job orders.
Process Steps:
1. Run the Job Order Report(s) in SKIES (see Job Order Reports Process Aid for details). 
2. From the SKIES Welcome screen click on the EMPLOYER button.
3. Search for correct job order record using Job Order ID or Employer Name (see the Employer Record Search Process Aid for detailed information).
4. Click the Employer drop down menu and select Job Orders.
5. If the employer has had more than one job order in the past SKIES will display the Summary tab; otherwise SKIES will display the Description tab for the one job order.
6. To select a job order from the Job Order Summary tab, click the Select button to the left of the order number.
7. Review job order information: Job Order Case Notes, Description, Requirements, and Make Referrals tabs.
8. Based on conversation with employer update job order if necessary.
9. Document conversations with employer in the Job Order Case Notes.
10. Conduct Job Match (see Job Match Employer Process Aid) if job order has limited or no referrals.
11. Once recruitment has been completed close job order appropriately in SKIES.
 (
Detailed Steps
) (
Step-by-Step
)Job Order Reports
To monitor job orders that have been posted for employers, use the various reports (Job Orders Open with Employer Name, Job Orders Open without Employer Name, Job Orders Fully Referred or No Referrals, Job Orders on Hold, Job Orders with Review Date, Job Orders Search by Close Date, Job Orders Received from Internet) available in SKIES.  These reports help determine where the job order is in the recruitment process and necessary action to be taken.
1. Use the Job Order with a Review Date Report and the Job Orders Fully Referred or No Referrals Report for job order monitoring.  For more information on other job order reports see the Job Order Reports Process Aid.
2. If staff established a Review Date on the Job Order Description tab (see Step 26 in the Job Order Creation Process Aid) the Job Order with a Review Date Report would provide a complete list of orders that fall between the selected review date ranges.  Staff has the ability to select job orders in multiple statuses: Open, Closed, Referred, Hold, Placed, and Pending.  See Job Order Overview Process Aid for details.
3. The Job Orders Fully Referred or No Referrals Report will give staff a list of all job orders that have received the number of referrals requested or have not received any referrals at all.  Both require staff to take action.
a. If the job order is fully referred, staff can no longer refer potential candidates.  Staff should communicate with the employer to determine if the referrals met its requirements to begin the recruiting process or if more candidates are needed.
b. If the job order has not received any referrals staff may need to conduct a Job Match (see Job Match for Employer Process Aid for more information) to find potential candidates or work with the employer to modify the job description.
4. Run the job order report(s) in SKIES (see the Job Order Reports Process Aid) that will assist with monitoring.



 (
Detailed Steps
) (
Step-by-Step
)Job Order Monitoring
1. From the SKIES Welcome Screen click on EMPLOYER button (see Figure 1).  The Locate Employer screen will display.  Enter the Job Order ID, company’s name, or other information you would like to use to search for the employer record (see SKIES Employer Record Search Process Aid for more information).  
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Figure 1 – 
SKIES 
Welcome Screen
)
)

2. Click the Employer drop down menu and select Job Orders (see Figure 2).
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(
Figure 2 – Employer Drop 
Down
 Menu – Job Order Selection
)
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3.  (
Detailed Steps
)If the employer has had more than one job order in the past, SKIES will display the Summary tab (see Figure 3); otherwise SKIES will display the Description tab.
4. To select a job order from the Job Order Summary tab, click the Select button to the left of the order number. SKIES will display the Description tab (Figure 3).
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Figure 3 – Job Order Summary Tab Display
)
)
5. Staff should review the following job order information to determine what follow up is needed:
a. Click the Note icon to review the Job Order Notes (see Figure 4) for previous communications with the employer.
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Figure 4 – Job Order Case Note Selection
)
)

b.  (
Detailed Steps
)The Job Order Description tab (Figure 5) (see Job Order Overview and Job Order Creation Process Aids):
i. Is the Job Order Status:
· Still OPEN (accepting referrals)? 
· REFERRED (met referrals requested)?
ii. Has the order received enough referrals since it was posted?  If not, staff should conduct a Job Match to find potential candidates to refer to the opening(s) (see Job Match for Employers Process Aid).  If the Job Match is unsuccessful, staff should contact the employer to discuss revisions to the job order description, requirements, etc.
· Document conversation with employer in Job Order Notes (see Job Order Creation Process Aid).
· Update the job order details if needed (see Job Order Creation Process Aid).
· Does the Review Date need to be updated due to changes in the job order?  Does the Close Date need to be adjusted to ensure the order will be available for referrals?  
c. Does the employer have enough referrals to move into the interview stage? 
i. Place the job order on hold by clicking the drop down menu next to Job Order Status and select HOLD (see Figure 5).
ii. Click Save.
 (
(
Figure 5 – Job Order Description Tab Job Order Status Update
)
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iii. Document conversations with employer in the Job Order Case Notes. 
iv. Adjust Job Order Review Date, if needed, to see where the employer is in the interviewing process.
6.  (
Additional Resources 
Steps 
)Once recruitment has been completed close job order appropriately in SKIES.
a. If one of the referred job seekers was hired for the position(s) staff must enter the hiring information (see Job Placement Employer Process Aid).  
b. Change the Job Order Status to CLOSED for all other reasons.
Policy/Mandates Informing this Process:
1. WIN 0032: Job Order and Referral Requirements and Tools
2. Selection and Referral Policy 4008-0302
3. Coordinated Business Services Policy 1014 (Rev 1) 
4. Data Element Validation Policy 1002
Additional Process Aids:
1. Employer Record Search
2. Job Order Overview
3. Job Order Creation
4. Run Job Order Reports 
5. Job Match Employers
6. Job Placement Employers
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