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Process: Job Referral 
Upon employer request, Employment Security Department (ESD) selects and refers qualified applicants to employer job openings.  After staff determines a candidate meets minimum qualifications stated within a job order they complete the job referral process in Services, Knowledge & Information Exchange System (SKIES).
Important Facts:
1. Supervisors must be aware of the procedures listed in Labor Exchange Selection & Referral Procedures-4008-0302.
2. Local managers and supervisors are responsible to ensure that staff are adequately trained in refusing to refer unqualified candidates; according to Labor Exchange Selection & Referral Procedures-4008-0302.
3. Supervisors should be familiar with the Job Referral Seeker Process Aid.
4. As mandated by the Labor Exchange Selection & Referral Procedures-4008-0302, staff have a responsibility to conduct the UI Work Test to detect issues that could potentially deny benefits to those who do not demonstrate that they are able to work, available for work, and are actively seeking employment.  It is important to note that “staff at the local service delivery site are not expected to make decisions about the claimant’s eligibility to receive benefits.”
5. Before providing a referral to an applicant staff must:
a. Decide the job seeker meets the minimum requirements detailed in the job order.
b. Review all sections of the job seeker’s record within SKIES to determine suitability.
c. Protect the employer’s identity, application process, and contact information until a decision to refer has occurred.
6. Priority for job referrals are given to:
a. Special Disabled Veterans.
b. Disabled Veterans.
c. All other Veterans and Eligible Spouses (see Priority of Service for Veterans and Eligible Spouses).
d. Persons with disabilities.
e. Unemployment Insurance (UI) Claimants, Agricultural Workers, Migrant Seasonal Farm Workers (MSFWs), and Food Processing Workers.
f. All others.
Performance Measures: 
ECDD Program Year 2011 – Transitional Performance Indicator
1. Number of seekers who received a job referral.
Electronic Access:
Staff will need access to SKIES to complete the job referral process.
Process Desk Aids:
1. Job Referral Seeker
Contact Information:
1. Selection & Referral Policy and Procedures
Email: Cheryl Boldt or call: 360-407-1362
Employment & Career Development Division



Policy/Mandates Informing this Process:
1. Selection & Referral Policy #4008
2. Labor Exchange Selection & Referral Procedures-4008-0302
3. WIN 0032 Job Order and Referral Requirements
4. Data Element Validation Policy #1003
5. Priority of Service for Veterans and Eligible Spouses
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