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)Process: Employer Screens Overview 
Important facts:
1. The employer section of SKIES contains information regarding companies that conduct business in the state of Washington.  Most information can be updated as staff work with the employer’s representative(s).
2. Basic information is imported into SKIES from the TAXIS system or created by staff within the WorkSource system.
3. The Employer Information section contains three tabs of specific information regarding the employer:
a. Profile tab contains information such as NAICS code, office assignment and basic contact information.  
b. Benefits/Contacts tab is to record available benefits for a company and employer contact information for job orders.
c. Business Desc./Service Int. tab allows staff to enter information regarding services the employer is interested in receiving and additional details about the employer.
4. Employer Services Plan – can be used to record the service needs of the employer and team members’ responsibilities for each service need.  An employer’s needs may include help with training, labor market information or a job fair. 
5. Services provided to employers are recorded on the Employer Services tab. 
6. Job Orders – tabs in this section record all the pertinent information regarding listed job openings for employers.  Job orders with a WA prefix represent orders entered in SKIES by staff within the WorkSource System.  Orders with a WS prefix are created by employers on Go2WorkSource.com and are imported to SKIES.  WX job orders represent orders that are posted through USJobs.com; these are posted to Go2WorkSource.com but are not imported into SKIES. 
7. Job Match – allows staff to search for applicants that meet the needs of a specific job order.  
8. Hiring information and wage progression information is maintained in the Job Placement section.
9. Form letters can be generated to an employer or customer regarding referral status to a specific job order from the Correspondence area.
10. Group Correspondence allows you to create form letters for multiple employers.  This could be used to send information regarding job fairs, hiring events or other information 
11. Petition Maintenance provides information regarding an employer’s petition for Trade Assistance for service delivery or product manufacturing that has gone overseas.  This information could be used to identify employers who would benefit from rapid response efforts.
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