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Learning Objectives
After completion of training, staff delivering business services will be able to:
1. Target businesses which could benefit from partnering with WorkSource.
1. Utilize the research tools necessary to properly approach employers.
1. Assess the best way to reach decision makers, present their case and overcome objections.
1. Recognize the importance of documenting all business service activities.

Business Research, Contact, and Follow-up
[bookmark: Targeting_businesses]Targeting Businesses
[bookmark: Who_do_you_contact]Who do you contact? 
Finding a company that might be hiring can be the most challenging part of a WorkSource facility’s Business Services activities. Where do you start? Who do you know? Who do you talk to?
Determining which employers to contact is a local area decision, as the local Workforce Development Area (WDA) is the most familiar with local businesses and their needs. However, one tool that can be used to assist in this determination is  the WorkSource Management Information System’s (WSMIS) Job Seeker and Employer Disparity by ONET report (WSMIS003.
The Job Seeker and Employer Disparity by ONET report (WSMIS003) will display the number of job seekers classified by a specified O*NET occupational code and the total matching job order openings and available during the time frame selected.  If the area/office has a large number of job seekers with a certain ONET but not a very high number of job orders for that code, there may need to be more outreach to employers of that occupation. See the process aid WSMIS Reports for a step by step guide to run the report
Return to Table of Contents
[bookmark: HWOL][bookmark: Company_research]Company Research
If you know of companies hiring for occupational skills matching a large local inventory of job seekers, then you can look at those. To find those companies, you could use the Employment and economic information website (see Employment in the Same Occupation but Different Industry and the other Labor Market Information Process Aids for step-by-step guides). Employers can be searched by occupation, geographical area, and industry down to a list of employers for that industry. There is usually contact information and often a website link for each company. Go onto the website and find out as much about the company as possible. Suggested information to research is given below.
You will also want to look in SKIES for any information about the employer. Finding the correct employer record can be complicated sometimes but it is important to have the right one. There may be many listings with the same or similar name, such as Boeing, The Boeing Co., or Boeing Company.  There are separate desk aids for finding SKIES employer records, and determining the correct ones to use (see Finding Employer Records and Selecting the Correct Employer Record) in the Quality Job Order section of this training, so we won’t go into detail here. Just remember, it is important!
Once you find the correct record, see if any other staff have already been working with the employer. Are there current job orders? Look at the notes created. If there is a staff person working with the employer, currently or in the recent past, contact that staff person before contacting the employer.  Employers generally prefer a single point of contact regarding jobs and job orders. They have businesses to run, and if someone has already built a relationship with them, they’re not likely to appreciate starting over with someone else.
If no one is already working with the business, then it is okay to contact the employer. Whenever you do, be sure to enter services and notes to show what you do with and for the employer.  This provides a trail or story for yourself and anyone else who works with this employer in the future.  (Now you’re the one those future staff members will be checking in with!) 
Before contacting the employer, you will want as much information as possible about the company, to help you prepare for calling them. Go online and do a search using Google, Bing or Yahoo for the name of the company. Look at their website, as well as any articles or documents you might find about them. You don’t have to spend a lot of time at this but the preparation will be well worth it when you call them. 
[bookmark: Info_to_find]Some information to find:
· What is the business about? 
· What does it produce or what service does it provide? 
· How large is the company?
· Does it have more than one location? 
· Does it have jobs listed on its own website or on any outside job boards? 
· What types of workers does it employ? Which positions is it recruiting for?
· How long has it been in business?
· What challenges is the business facing and what else is going on?
· Are there other articles or reviews about the business, good or bad?
· You should also check the Worker Adjustment and Retraining Notification (WARN) list for recent or upcoming large lay-offs. These employers may not be in a very good position to hire.  By the same token, you might want to check if a particular company has been certified under a Trade Act petition, by going to www.doleta.gov/tradeact/.
Search for the company on LinkedIn (www.linkedin.com). Research the same information as above but also look to see if you have any connections with the company, either current or former employees, or 2nd connections. Review the information about company research in Using LinkedIn for Job Search in the Social Media section of this training for more information about using LinkedIn. 
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[bookmark: Propect_calling]Prospect Calling
[bookmark: What_is_prospect_calling]What is Prospect Calling? 
Often called “cold calling”, prospect calling is reaching out to businesses and people that you don’t really know. In the realm of business services, this is calling employers to ask about their hiring or other business needs.  The term cold calling denotes that you’re calling someone about whom you know little, if anything at all, to solicit for what you need. There is an alternative, which is what Art Sobczac calls “Smart Calling”. For more information about how to turn cold calling into smart calling read Art Sobczac’s The Top 10 Dumb Cold-Calling Mistakes that Ensure Failure and Rejection.
Smart Calling is simply preparing yourself before you pick up the phone. Other top sales gurus such as Jeffrey Gitomer, “the King of Sales”, and Wendy Weiss, “the Queen of Cold Calling”, advise being prepared before calling anyone. What does this mean? It means doing your research, as covered above. Know something about the employer before you call them. Know what is going on with their company and the industry. Know what you are going to say. Have scripts ready. Practice, practice, practice. It may not be comfortable or feel natural in the beginning, but the more you do it, the easier it becomes.
Return to Table of Contents
[bookmark: How_go_get_to_decision_maker]How to Get to the Decision Maker
You’ve determined which employers to contact as we described earlier and you’ve done your research on the companies. Now what do you say when you call them?  
Ideally you will have a name of a person, preferably a hiring authority, whom you will ask to speak to. You can obtain this information in your pre-call research by looking at the company website, ESD’s Employment and economic information site, or other online information.  If you don’t have a name, when a receptionist answers and asks whom you want to speak with, say “Before you connect me, I need to reach (give title, such as hiring manager of customer service). Who is that, please?” If asked what it is in reference to, use the “broken record technique” and repeat a version of what you’ve already asked: “I need to reach whoever is in overall charge of (whatever department or hiring authority whom you are trying to reach) or Vice President or Manager of (title). Who would handle that and what is the correct title?” If it is a small company, ask to speak to the owner, president, CEO, or similar title, using the same process.  You can also use the phrase, “I’m wondering if you can help me.” Use this phrase when talking to anyone in the company –customer service, sales, other managers, et al. – and then ask if they can point you in the right direction.  
From this point you will either be connected directly to the person you want to speak with, or to that person’s secretary or assistant.  Receptionists don’t generally screen calls but secretaries and assistants do (in smaller companies this may be the same person). After you ask to speak to the decision maker, you will probably be asked what it is in reference to.  Simply say “Please tell (prospect’s name) that (your name) from WorkSource (your office) is on the line.” If you are told that the person is unavailable, ask targeted questions, such as: 
· When will he be finished with that call?
· When will she return?
· What time do you expect him to be back?
· How late will she be in this afternoon?
· When’s the best time to reach him?
In response to “What is this in reference to”, you may also answer, “It’s rather complex and it’s something I need to discuss with (prospect’s name). Is she available?” Continue in the “broken record technique” and ask targeted questions.  If asked if you want to leave a message, say that you won’t be reachable and follow that with, “When is the best time to check back?” It is always better to talk to a live person than to leave a message, if at all possible. 
It is extremely important, however, to treat the gatekeepers with respect. Besides being just common courtesy and the right thing to do, you never know when they might actually be the decision makers, or be relied upon for input by those individuals.  At the very least you want them to be your allies, not your enemies. So, if using the techniques given above seem to be coming across as “cheesy” and inauthentic, be prepared to tell them why you are calling.
You can use an interest-creating opening that hints at the possible results you might be able to deliver to them, such as those which are mentioned elsewhere in this training under “Success Stories” and “What to Say to the Decision Maker”. Be sure to talk about results and not products or services, however.  Remember it is always about the needs of the business and what you can do for them, not what they can do for you.
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[bookmark: Voice_mail]Voice Mail
As indicated above, it is always better to speak directly with the appropriate person than leave a message with someone else. But what do you do when you get transferred to, or directly reach a voice mail system? There are some things that can help to lessen the chance of just reaching voice mail. 
· Ask the gatekeeper, “When is the best time to reach...?”
· Vary your calling times. Call at different times and different days of the week.
· Ask for alternate phone numbers for your prospects. They may have another office that they work from or a cell phone number that they can be contacted at.
· Call during lunch. Many high level decision makers are at their desk during lunch.
· Dial 0 for help. Many message systems have a zero out option that will take you to another person. Ask that person if he or she can help you with the best time to reach your prospect.
· Send an email with a read receipt. Watch your email and when you receive read receipts back, try calling immediately. They could be at their desk or holding their Blackberry.
There will be times when you do need to, or choose to, leave voice messages. When you do, follow these important steps.
· Say your name and telephone number at least twice, once at the beginning and once at the end of your message.
· Spell your name, especially if it is unusual or difficult. 
· Speak slowly and distinctly, particularly when saying your name and phone number. Imagine writing it down and how long that would take someone.
· Focus on the value, benefits and results / outcomes that you can deliver. Give them a reason to call you back.
· Tell a success story (covered below). Keep it short, 3-4 sentences, and relevant to their business.
· Create several different voice mail messages (3-8) that you can leave in a series. If prospects don’t call you back, you will want to call them again in 3-5 days and leave another message similar to the first, but not the same. Tell a different success story or focus on a different value or result in each message. 
· When you call for the last time (possibly after 4 messages) leave the message that you will not be calling again. Make sure you use a neutral tone, not a threat or reprimand. Let them know that you realize that they are busy and perhaps this is not a good time for them. You may say that you will call back at a later date in the future, for example 6 months. This may create a sense of urgency which may lead them to return your call. If not, let it go, but do follow up as stated. 
· Keep track of messages that you leave. Make a note in SKIES on the employer record with the date, name, phone number, and message contents.
What would be an example of a voice mail that you might leave?
_____________________________________________________________________________________________________________________________________________________________________________________________
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[bookmark: Email]Email
Sometimes you may have to contact an employer initially by email, particularly if the gatekeeper tells you it is the best way to reach that person. The following points are helpful:
· Create an attention grabbing subject line. Think of newspaper headlines.
· Use the prospect’s name or that of the person who referred you in the subject line
· Ask a question in the subject line
· No more than 50 characters in the subject line
· Do not use all capital letters or exclamation points, to avoid spam filters
· Keep your email short and to the point, focusing on a benefit or result that you can provide.
· Lead with the most important information.
· Include a call to action, such as “Please call me”. Don’t assume that it is understood.
· No attachments. The prospect may be reading it on a Blackberry or it could get caught in spam filters.
· No HTML, fancy graphics or wallpaper. Besides such “bells & whistles” being against agency policy (see page 14 of the Employment Security Graphics Manual), they can also cause an email to be rejected as spam by the recipient’s filtering software.  Also, include no quotations or “taglines” other than those approved on page 27 of the WorkSource Brand Standards Manual.

Return to Table of Contents
[bookmark: SuccessStories]Success Stories
A success story is a short case study of a previous experience with a customer that went well. It shouldn’t be more than about 2-4 sentences long. It tells the prospect what types of positive results other customers have had using your services. Always use true stories but they don’t have to be your own, they could be someone else’s. For example, think of employers that the business services unit has assisted with placements in the last year. Look particularly at those who may have had an immediate need or a difficult-to-place position that the office was successful with. You don’t necessarily need to give the identity of the employer but it is more powerful if you can. If you are going to identify businesses, be sure to ask permission of the employers first. In fact, let them write it if they choose to. Be sure that you focus on the employers, their needs and the results. Here is a “formula” of what to include:
· The employer’s problem
· What you/your office did
· How the employer was helped
For example,
“ABC Company had an immediate need for sales associates. They were in a panic because the busy season was coming up and they were short staffed. We posted a job announcement, arranged for a hiring event on site at the WorkSource office and were able to fill 5 positions within two weeks.”
Return to Table of Contents
[bookmark: WhatToSay]What to Say to the Decision Makers
Now that you’ve gotten through the gatekeeper, left a voice message, sent an email, or whatever means necessary to get to the person that you want to talk to, the decision maker, what do you say? Remember first of all that it’s not about you or WorkSource; it’s about the employer and his/her business. What’s in it for them? So, you probably don’t want to call them and ask if they have any jobs right away. 
Follow these steps:
· Introduce yourself
· “Hello (name). My name is (your name) and I’m with WorkSource (your office).”
· One sentence sound bite that describes your agency and the services you offer
· “We (mention the benefit/ results that are provided)” or,
· “We help businesses be more efficient” or,
· “We help businesses save time and money”
· Articulate benefits / Tell a success story
· Plug in one of the success stories that you have created from previous employers
· Ask for what you want
· “I’d like to speak with you for a few minutes about how we’ve been able to help employers (fill in with benefit or value, e.g., meeting their staffing needs). Do you have a few minutes right now?”
· If they say “yes” proceed with questions and presentation
· If they say “no” schedule a time to call back
· “I understand that you don’t have time right now. I need 10-15 minutes whenever is good for you. Can we carve out a few minutes later this morning or is this afternoon better?”
· Try to schedule as soon as possible and offer two choices of times. If the first two don’t work, try “will tomorrow or Thursday be better?” and then go through the same process. They will usually give you a time that works better for them. 
Once you have their time committed on the phone, either right away or when you call back as scheduled, you can proceed with your questions and presentation. Since you have already done your research about the company your questions can be targeted to specific needs and processes. For example:
· What are your current staffing needs? 
· How do you advertise for positions?
· What kinds of positions do you hire for?
· What has been your hiring process?
· Who makes the hiring decision? (you should have gotten to a hiring authority at this time but there may be others involved)
· What is a big concern of yours right now?
· Is the expense of training a new employee a concern?
· I’d like to let you know about the wide range of services we offer. Do you have an additional 10 minutes now?
What other questions could you ask?
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The most important part of this process is not the questions but the listening. Listen for clues about what the needs of the employer are. Listen for challenges that they have had. 
After you have listened to what they need you can start giving them information about how you can help meet those needs. Offer solutions to their challenges: 
“Screening applicants can be a very time consuming process. WorkSource can help with that process by pre-screening applicants to ensure that they meet the minimum qualifications of the position.”
If you have a job seeker that you are specifically looking for a position for that meets the needs of this employer you may want to talk about that person at this time.
“I am currently working with someone who I think would be a great asset to your company. They have the skills and qualifications that you just described.”  Briefly present information about the job seeker and talk about next steps.
From either of these scenarios you would go on to talk about next steps. For the first one, you could elaborate on the process and ask if there were positions that you could help them to fill and go through the process of taking a job order. For the second one, you would ask if you could send the job seekers resume, or the job seeker in person to meet with the employer.
Return to Table of Contents
[bookmark: Gaining_agreement]Gaining Agreement
Throughout the conversation you will want to check in with employers to make sure that they are understanding and find out what they are thinking. You can ask:
· Does that make sense?
· Is this what you’re looking for?
· Can you see the benefit of this?
· Will this fit your situation?
· What do you think so far?
· How does that sound?
If you get a no, ask more questions to see what information may be needed for clarification or what you might be missing. After you have clarified or addressed any further concerns you can move on to pre-closing questions, such as:
· How can we make this work?
· How can we make this happen?
· How would you like to proceed?
Then on to closing questions:
· Are you ready to get started?
· Shall we finalize the details?
· How soon can we get started?
· How about starting now?
What other questions could you use for pre-closing or closing?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Objections
How you deal with objections varies slightly depending on when they arise. Objections usually arise in two places:  1) when you call to set up an appointment, 2) during or after your presentation. 
Common objections that come up when you first call to introduce yourself and ask for time to present your information and possible ways to handle them are:
· “We are already working with someone.”
· If they are working with an employment or staffing agency, “I understand that you already are working with someone. You never know what might happen in the future: perhaps you may need a resource to supplement what you are currently doing, and right now I’d simply like to introduce myself and WorkSource.”
· There are two main types of agencies. Employment Placement Agencies help their business customers recruit candidates to be hired by those customers, and may also assist in screening the applicants.  Temporary Staffing Agencies typically hire staff as their own employees, but then place them at various companies to work, usually under the control and direction of those client businesses.  There is a great deal of crossover between these two concepts, with most agencies in one classification also offering services traditionally assigned to the other.
· In the case of placement activities, the business customer is paying the agency a substantial fee, specifically to find and screen applicants… much as WorkSource does for no additional cost. Your conversation in such a case might stress the similarity of what WorkSource has to offer, and point out that “you’ve already paid for our services – why pay more?”
· In the case of temporary help services, this gives employers a chance to try out employees without the risk of increasing their UI tax rate if it doesn’t work out – and without having to incur the cost of benefits and other overhead expenses that come along with permanent hires.   When this is obviously important to your business contact, your conversation as a Business Services professional might focus on alternative options such as Work Experience (WEX) and On the Job Training (OJT), or the possibility of Work Opportunity Tax Credits (WOTC) when/if the employer is ready to make a hiring commitment.
·  “We’re not hiring right now.”
· “I understand that you aren’t hiring right now. That’s okay because right now I’d simply like to introduce myself and all of WorkSource services. That way, in the future when you’re ready you’ll know me and you’ll know WorkSource.”
· “Send me information.”
· This usually means something else, such as, “You haven’t convinced me”, or “I’m too busy”. Say, “I have some information that I could put in the mail/email to you. However, it will take you 10 minutes to look through it and I only need 10 minutes whenever is good for you. I’m a walking, talking brochure/email/web site.”
· “I’m too busy.”
· This is not a “no” – it is simply not the right time. “I understand that you’re very busy. I only need 10 minutes of your time, whenever is good for you.”  You may then add, “When do you expect your time to free up – just a bit?” You might offer a couple of choices. You may also say, “Let’s pencil something in for (timeframe mentioned). I’ll call you to confirm and if it doesn’t work out, we can always reschedule.”
· “Call me back in two weeks (or more).”
· “I’d be happy to –or you know what, let’s do this: let’s pencil something in for (time frame mentioned) weeks from now. I’ll call you to confirm, and if it doesn’t work out, we can always reschedule.”
· “I’m not interested.”
· Not really an objection. They just haven’t heard anything of interest to them yet. “I understand you’re not interested. May I ask you why?” Find out more information in order to address the issue.
· “I’ll call you.”
· “Great. And I know you’re very busy, so I’ll plan on touching base in (the time frame the prospect mentioned) in case I haven’t heard from you.”
The best way to deal with objections is to pre-empt them before they can be voiced. If there are common objections that you are aware of, know how to address the issue before it comes up. Most objections arise from a lack of information or from incorrect information. Some objections are not permanent but temporary situations, that is, “not now, but maybe later”. So much is dependent on timing and circumstances. An employer may not need any additional staff at this time but might in the future. Or, the employer is dealing with a bigger crisis than staffing which must take precedence over everything else.  Be aware of what you can and cannot control. You can control the information and the services provided to employers, but not the business economy or all their needs. With that in mind let’s look at some additional steps to handling objections.
· Be sure that you understand what your prospect’s objection really means. If you aren’t sure, ask, “Could you clarify that please?” or “Can you help me understand what [the objection] means?” You could also try paraphrasing it back to make sure that you understand.
· Isolate the objection. Ask, “Aside from [the objection] what else might keep you from saying yes?”
· Make sure it is the only objection – or that you know them all. Keep asking the question above and adding, “Anything else?” until there is no further objections; then,
· Eliminate the objection(s).  Address each objection only after you have heard them all.

Here are some common objections that may come up during or after your presentation, and possible responses;
· “I have to speak to my business partner.”
· “I understand that you have to speak with your business partner. If this was up to you alone, would you want to move forward?”
· “Let’s go ahead and fill out the paperwork and when your business partner says ‘OK’ we’ll be ready to go. If not, I’ll tear it up.”
· “I’m not interested.”
· This is usually due to a lack of information or not being a decision maker. 
· “I understand that you’re not interested in all of the services that we offer but I do know that you are interested in saving time and money (or whatever benefit that your research has uncovered as the need of the company).” Remember, it is all about the employer.
· “I understand. Many of my customers have said the same thing and then once they found out about how WorkSource is able to help [fill in the benefit] they were glad they took the time.”
· You can repeat, “Not interested?” as a confused question but sounding very interested, then pause for a response with more information.
· “Send me information/ an email”
· “I’d be happy to and first let’s make sure that you are ready to act when you receive the information.” Ask questions to clarify the needs and the process. Or,
· “I’d be happy to. What do you need to see in order to be able to make a decision?” Or, 
· “I’d be happy to. Once you receive the information and assuming that you like what you see, when will you make the decision?” Then, 
· “I’ll get this out to you today. Let’s set up a time to speak further about his. Do you have time on [fill in date] or is [fill in date] better?” Or,
· “When should I check back with you?” 
· Follow up as agreed and be prepared to answer any additional questions.
· “I used WorkSource in the past and it was a bad experience [or other negative description].” In this case you will need to find out as much as possible about the situation and try to regain trust. Don’t ever make promises that you can’t keep, and be clear about what can be delivered and what the employer should expect. Most of the time it was due to poor referrals, but don’t assume that was the case.
· Find out what happened.
· Apologize for not providing the service that was expected. Watch out for unrealistic expectations by the employer, such as drug testing or background checks done before referring applicant.
· Address how you will improve service this time.
· Offer to move forward with another try. “I’m sorry for your inconvenience. How can I resolve this?”
· Make sure that you follow up with this employer once the job order has been posted or placement has occurred. 
· “While we were having some challenges with referrals in the past, the agency has reviewed and improved our referral process instituting new procedures which leads to better candidates.” This could be used to pre-empt objections. However, careful placement in the conversation is important. You don’t want to come into the conversation with excuses.
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[bookmark: Works_to_use_A][bookmark: Works_to_use_avoid]Words to Use and Words to Avoid
It is important to come across as confident in the services that WorkSource provides and your ability to deliver them. Sometimes the words that we choose can sabotage that confidence. 
	Instead of:
	Use:

	I’m just calling...
	I’m calling...

	I believe that..
I think that...
	I know that...

	We will hopefully achieve...
	We will achieve...
You should expect to achieve...

	Contract
	Agreement

	Difficult
	Easy

	Hard
	Simple

	Try
	Will

	May I ask you a question?
	Let me ask you a question

	I really am not sure
	I will find out

	I can’t believe that!
	I’m sorry to hear that
I’m sorry that you had that experience
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[bookmark: Managins_JOs_and_and_followup]Managing Job Orders and Follow Up
[bookmark: Recrdng_emplr_cntcts]Recording Employer Contacts
Whenever staff make a contact with an employer there needs to be a record of that contact. Follow the procedures in the Employer Contact process aid.
[bookmark: Accepting_JOs]Accepting Job Orders
Once you get agreement from the employer to list a job it is important that the information is correct and complete. See the section on Quality Job Orders for more information about this. Briefly, there are a couple of documents that will help this process. 
The first one is the Request for Applicant/Job Order form. It has all of the information that you need to gather from the employer.  It is formatted for the employer to use as a Word template or by hand. Staff may also complete the form for the employer. Make sure that all information is as complete as possible and identify what their preferred contact method is, phone or email.  If there are additional requirements for the job they may be listed in the Other field (use a separate sheet of paper if needed). Be aware that if they are listed as requirements, however, that they must follow legal standards of what can be required and not discriminatory, such as age and citizenship.  Refer to Attachment A of WIN 0032: Job Order and Referral Requirements and Tools for additional guidance and details. 
[bookmark: Entrng_JOs]Entering Job Orders
The information that you gather from the employer will then be entered into SKIES. When you are entering job orders you must follow the document, “Job Order Template, Instructions for Use” (see Attachment B of WIN 0032). It has the HTML coding that creates bolding on specific lines and gives you an outline of how the job order should look. Before actually posting it to the internet you will want to check with the employer to ensure that the information is correct, as well. This process is described in more detail in the Quality Job Orders section. See also Job Order Overview and Job Order Creation process aids for step-by-step details. 
[bookmark: Following_up_on_JOs]Following Up on Job Orders
There is more detailed information about following up on job orders in the Managing Job Orders section of this training, but here is a brief synopsis.
After taking the job order, entering it into SKIES, and posting it on Go2WorkSource you will want to follow up with the employer.  This may be done very soon after, the same or next day, to let the employer know that it is posted and in about one week after it is posted.  At that time you can check in SKIES to see how many referrals have been made. Find out if any of the referred job seekers or someone else was hired. Check how satisfied the employer was with the service and the referrals. Check to see if the employer has other needs that WorkSource can assist with at this time. Other positions may have become available, or there may be questions regarding tax credits, etc. 
[bookmark: Following_up_on_job_plcmnt]Following Up on Job Placements
Follow up on job placements that occur due to your efforts and contacts with the employer. Was it a good match? Was there additional screening that WorkSource could have done before referring?
Staff who referred job seekers should advise them to contact the staff person after the interview to provide feedback and the outcome. Business services staff should advise the employer that they will be contacting them afterward to get feedback.
1. Contact the employer for feedback about the process and any referred applicants.
2. If a referred job seeker is hired, enter job placement (see Job Placement Employer process aid). Also, close out the job order, if necessary, and record “Not Hired” for all other referrals (see topic “Final Status for Everyone” on page 25 in the Managing Job Orders training segment).
3. Check for other business needs that WorkSource might help with.
4. Document employer contacts in SKIES. 
In order to monitor and ensure follow up, you may want to add an alert in SKIES or your Outlook calendar. The advantage of putting it in SKIES is that if you are not available, someone else with access will be aware of the need to follow up. 
Again, for more detail, see the Managing Job Orders section of this training.
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