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              Step-by-Step
      
                 Important Steps               
Overview
)Process: Job Referral for Job Seekers 
The purpose of job referrals is to screen candidates to determine if they meet the minimum qualifications within the job order.  Staff members record this activity in the Services, Knowledge & Information Exchange System (SKIES).  
Important Facts about this Process:
1. Job referrals can be made within SKIES on open orders entered by staff (WA prefix) and orders entered by employers (WS prefix) through the go2worksource.com (go2) website.
2. During the pre-referral interview it is imperative to determine if the job seeker’s information in SKIES and the resume match the requirements within the job order to provide the referral.  
3. The emphasis should be on the needs of the employer and finding a match for those requirements.
4. If seeker is not a good match, attempt to find other openings that are more suitable or provide steps the customer can take to become qualified for the position.
5. When necessary work with your Business Services team to identify the employer’s specifications and standards so you can screen for a quality job match.
6. Referring unqualified candidates not only jeopardizes WorkSource’s credibility with the employer community, but decreases the job seeker’s chances of successfully gaining employment.
7. Job seekers who are Veterans receive priority referral to jobs (see Selection and Referral Policy #4008 – Referring Applicants Section)
Process Steps:
1. Review applicant’s resume and information in SKIES.
2. Copy the Social Security Number (SSN) to be used later in the referral process.
3. Use the Door to navigate back to the SKIES Welcome Screen and click on JOB ORDER.
4. Enter the Job Order ID and click Execute Query.  
5. Review the Job Order Description with the customer to determine if customer meets the minimum requirements.  If applicable, click the Special Instructions button to review additional steps that must be taken within the referral process.
6. Prepare customer for next steps within referral and interview process.  Provide copy of job order to the customer.
7. Click on the Make Referrals tab, click in the next available row and paste the seeker’s SSN.  
8. Click Save.
 (
         
      
         
Detailed Steps
)Job Referral – Job Seeker
Employers post WA job orders with WorkSource to control the number of applicants that respond to their postings and to receive the most qualified candidates.  During the pre-referral interview staff should compare the job order description with the customer’s information in SKIES and his/her resume determining if it is a good fit to complete the referral.  
Only when a customer has the qualifications for the job order should the employer’s name or contact information be disclosed.  Some offices do not disclose employer information unless applicants are to report directly to the business.  Staff should check with their supervisor for their local process.  If at any point during the referral process you have questions about suitability, contact Business Services Unit for clarification.
Providing customers who are receiving Unemployment Insurance benefits with a referral require Wagner-Peyser staff to conduct the UI Work Test.  Components of the UI Work Test include:
1. Staff refer or attempt to refer UI Claimants to jobs for which they are qualified.
2. Staff detects possible issues that affect the claimant’s eligibility to receive benefits and reports them according to established procedures.
3. Monitoring the accepted referral using regular verification procedures to determine whether the claimant contacted the employer and reported for the interview; the claimant’s conduct during the interview; the claimant’s conduct during the interview; whether the claimant, if hired, actually went to work.
The work test is completed when any information that could affect the claim is routed to appropriate staff and recorded in the Job Seeker records.
A claimant cannot be denied benefits for failure to accept a job referral, failing to appear for an interview, or failing to engage in a bona fide interview unless directed in writing to apply for the work and advised that failure to comply may result in denial of benefits.
Review the Job Seeker’s Information 
1. Search for the customer using one of the following methods:
a. If applicant was routed through the Request for Services (RFS) screen, copy  the SSN (ctrl + C keys at the same time) before selecting customer from the RFS.   This will be used later to complete the referral, if determined it is a good match (see Figure 1). 
2. Click on the Job Seeker drop down menu and click on Select.  Enter the customer’s SSN or Seeker ID.  Click Execute Query to search for the customer (see Figure 2


3. Click on the View Seeker(see Figure 2): Summary button display a snapshot of the customer that includes 
a. Veteran Status
b. Seeker’s highest grade completed
c. Last job referral
d. Employment history (2 records will display)
e. Desired employment (3 records will display)
f. Services the Seeker received (last 3 services), if any
g. Case notes (last 2)
h. Initial Assessment information, if any

[image: ](Figure 1 - SKIES RFS screen)

[image: ](Figure 2 - SKIES Locate Seeker screen)
4. Review Core Services Basic tabs (refer to Short Registration, SKIES process aid for more information), the Initial Assessment (refer to Initial Assessment process aid for more information), and case notes to get a holistic picture of the customers information.
a. While reviewing the information staff should update the customer’s mailing address, phone number, and employment history, if necessary.
5. Click the Door icon to return to the Welcome screen (see Figure 3).
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Detailed Steps
)Reviewing the Job Order

[image: ](Figure 3 – SKIES Welcome screen)
1. Click on the JOB ORDER button.
2. Enter the Job Order number including the WA or WS prefix.  (see Figure 4)  NOTE: If customer does not have the Job Order number you can use go2 site to search for the job title and job order number.
3. Click Execute Query.  This will open the Job Order Description tab. 
 (
(
Figure 4 
–
 
SKIES 
Locate Job Order screen
)
)
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NOTE: It is important to determine it is an appropriate referral prior to disclosing the employer name or contact information to the seeker.  

4. Referrals can only be made on job orders that are in Open Status.  If the job order’s Status is Fully Referred and you feel the candidate is a good match; check with a Business Services Representative to see if the number of referrals requested can be increased. SKIES will display the job order ‘Status’ in the middle of the Job Order – Description tab (see Figure 5).
5. Review the job order Description with seeker to determine if this a good match for the employer and the applicant.  Double click within the Description field to maximize the field.
6. If available, click on the View Special Instruction Note for additional information for the applicant or notes for staff on how to complete the referral process.  Click Return to exit Note.
 (
(
Figure 5–
SKIES 
Job Order Description tab
)
)

[image: C:\DOCUME~1\CCALLA~1\LOCALS~1\Temp\SNAGHTML6c12a04.PNG]
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Detailed Steps
)
7. Review Requirements tab for additional areas to screen: Pre Employment Testing, Driver Requirements, etc. (see Figure 6).


 (
(
Figure 6 - 
SKIES 
Job Order Requirements tab
)
)
[image: C:\DOCUME~1\CCALLA~1\LOCALS~1\Temp\SNAGHTML6d4026a.PNG]

Decision Not to Refer:
 (
         
      
         
Detailed Steps
)If the customer’s qualifications do not match the requirements of the job order you should not complete the referral.  Provide the applicant with the reason why you will not complete the referral.  If the reason is due to lack of experience, education or desired skills assist the seeker with other job openings, possible training options, etc.  During the interview you discover the customer does meet the qualifications, but did not reflect them in the resume, provide revision options that could qualify the customer.

NOTE:  If customer needs to update resume or return other items necessary to complete the referral process you can give the customer a Reserved Referral (see the Completing or Reserving the Referral).  

Decision to Refer:
When the applicant’s qualifications  match the requirements of the job order you can disclose the employer’s name and contact information, if allowable within the job order instructions.  Ask the customer if they will accept the referral.   Prepare the customer for any next steps within the application process, such as, any pre-employment testing that will occur, information about the company, a copy of the job order, etc.


1. Carefully select the appropriate printing option for the job order (see Figure 7):
a.  (
         
      
         
Detailed Steps
)Job Order Only will provide the applicant a copy of the description, the job title of the position, salary, etc. but not the employer name or location.
b. If the job order contained a Special Instruction Note that gives additional instructions to the customer chose the Job Order Only With Special Instructions.
c. Job Order With Employer Contact Information if the customer if the instructions did not require you to keep it confidential.
d. Job Order With Employer Contact Information and Special Instructions will give the customer all of the details within the job order.

NOTE: Check the box to the right of the *Print Selected Report with Work Search Directive if the customer is required to complete the UI Work Test.
 (
(Figure 7 - SKIES Job Order Description tab)
)
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2. Click on the Make Referrals tab (see Figure 8).
3. Click in the next blank row under Referrals.  If none are available, click the green plus sign (+) on the top left of the screen. 
4. Paste the customer’s SSN in the SSN field; click the tab key to populate the remaining fields.  Click Save button to complete the referral.



5.  (
         
      
         
Detailed Steps
)If the applicant needs to provide a revised resume or additional information to complete the referral, the Job Referral Status will need to be updated to Reserve Referral.  The referral will be held for 24 hours before SKIES automatically cancels it.  
a. Click the drop down arrow for Job Referral Status and double click Reserve Referral.
b. Click Save. 
[image: ] (
(Figure 
8
 - SKIES Job Order 
- Make Referrals
 tab)
)

 (
Click to Save referral or reserve referral.
)
 (
Click drop down arrow to change referral status to Reserve Referral.
)


[image: ] (
Copy customer’s SSN and SKIES will pre-fill name, Veteran status, and referral date.
)

 (
         
      
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. Employment Security Department Policy
· Data Sharing Policy 4013
· Selection and Referral Policy 4008-0302
· Data Element Validation Policy 1003
· Alien Employment Certification Policies and Procedures Communication 4080
· WIN 0032 Job Order and Referral Requirements
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