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The mission of
The Oregon Employment Department

Support Business & Promote Employment

How we accomplish that mission:

B Support economic stability for Oregonians and communities
during times of unemployment through the payment of
unemployment benefits.

B Serve businesses by recruiting and referring the best qualified
applicants to jobs, and provide resources to diverse job seekers
in support of their employment needs.

B Develop and distribute quality workforce
and economic information to promote
informed decision making.

B Provide access to child care that is safe,
high quality, and affordable. WORKSOURCE

OREGON

EMPLOYMENT DEPARTMENT

WorkSource Oregon Employment Department is an equal opportunity program and
does not discriminate in employment or the provision of public services on the basis
of race, color, religion, sex, national origin, citizenship status, age, disability, political
affiliation or belief. The following services are available free of cost, upon request:
Auxiliary aids or services, alternate formats, such as Braille, large print, audio CD
or tape, oral presentation, and electronic format to individuals with disabilities, and
language assistance to individuals with limited English proficiency. To request these
services contact your nearest WorkSource Oregon Center for assistance.

WorkSource Oregon Departamento de Empleo es un programa que respeta la
igualdad de oportunidades y provee empleo y servicios al pdblico sin discriminar
en base a raza, color, religion, sexo, nacionalidad, estado de ciudadania, edad,
discapacidad, filiacién o creencia politica. Disponemos de los siguientes servicios a
pedido y sin costo: Servicios o ayudas auxiliares, formatos alternos para personas con
discapacidades y asistencia de idiomas para las personas con conocimiento limitado
del inglés. Para solicitar dichos servicios, contdctese con el Centro WorkSource
Oregon mas cercano a su area.



This guide is
available on line at
www.WorkingIn
Oregon.org
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” iMatchSkills,
being so specific with
its skill sets and its
qualifications, really
helps make a much
closer match than
we’d be able to do

elsewhere.”
Nicole Inglett,

Recruiter
Reser’s Fine Foods

Find the Right Worker

We know that recruiting and training new employees is a big drain

on your bottom line. You can reduce your hiring costs by matching the
skills you need, to job seekers who have those skills and are looking for
work. WorkSource Oregon has the system to help you do just that called
iMatchSkills. WorkSource Oregon has the largest pool of job seekers in
the state. Hiring people with the right skills from the start lowers your
overall cost for training too! Reducing your personnel costs can give you
the competitive edge!

How does it work?

Job Seekers register for work in iMatchSkills and this candidate pool is
comprised of individuals from all over Oregon and even nation-wide.
They specify the type of work or occupation(s) they are seeking, detail
where they gained their level of experience and/or training, and identify
their skill knowledge within the given occupations. Additionally, they
indicate where they are willing to work. Our system uses their informa-
tion to match them to open jobs.

You access that same large pool of qualified workers by entering specific
job listings for each type of occupation where you have openings. To
place listings, a business must have an account in iMatchSkills.

iMatchSkills was launched for public use in 2004 and businesses who
have worked with the Employment Department in the past will already
have an account in iMatchSkills.

If you are not sure whether you have an account with us, please con-
tact your local WorkSource Oregon Employment Department office
and ask them to check. You may find your nearest office by going to
http://findit.emp.state.or.us/locations/index.cfm. If you do not have
an account, you can easily open one in iMatchSkills.



iMatchSkills Logon

Hint: Usernames
and passwords are
not case sensitive.
To maintain the
best level of
security, you will
be reminded every
90 days to change
your password
when you logon to
iMatchSkills!

To get the iMatchSkills logon screen, go to www.employment.oregon.gov
and click on the iMatchSkills link! If your business has an account with
us we consider you a “Returning Customer” even if you personally have
not used iMatchSkills. Contact your nearest office and the staff will
provide your username and initial password to logon. Once you access
your iMatchSkills account, you will be required to change your password
to something you can remember. You will also need to assign a “hint”
question and identify your answer, should you ever forget your password.
You may locate your nearest office’s contact information by clicking on
the link to Employment Offices on the bottom of the logon screen.

My Username:

TIP: iMatchSkills has very useful m screens. There is a link on almost
every page of iMatchSkills to find out more information about the screen
in detail. Help is a pop-up window that must be closed when you are
done with it, by clicking on the red in the upper right corner of the
help screen.

iMatchSkills logon screen

% iMatchSkills

WORKSOURCE OREGON
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Returning Customers

Stimson Lumber Finds That Veterans are a Good Fit. Click here to read more.
Username:
Password: Returning iMatchSkills Customers - Logon to the [eft.

{LogoN (
Forgot “our Password?

New Customers - Select one of the Reqgistration buttons on the left under
"Mew to ikMatchSkills".
If you are unable to access the system of need assistance, please
contact your closest Oregon Employment Department office for
assistance.

New to iMatchSkills

Job Seekers
Register Here!

Reminder - To keep your information private, please LOGOFF when you are
finished.

Employers
Reglster Here!

Important Information for those who use Oregon Employment Department

senvices or received Unemployment benefits.

Employment Offices | About | Privacy Staterment | Feedback | Help | Close



Choose your recruitment strategy

Some employers
like the flexibility
to enter and
manage their
own jobs in
iMatchSkills.

You have choices in how you work with WorkSource Oregon. You

can contact us to let us enter your job in the system and do the initial
recruiting for you. We ask questions about your job opening and enter a
listing into iMatchSkills. We then match your listing’s skills with our job
seeker database, to identify the people who have the skills you want.
We will refer qualified people to you for interview. As you have already
paid for this service with your Federal Unemployment Taxes there is no
additional cost to you to use this service.

Some employers like the flexibility to enter and manage their own jobs
in iMatchSkills. If this is what you wish to do, you need to know some
things about our system. You must assign a specific person or persons to
access your account in My Company Information, User Administration.
You may wish to assign yourself and or other employees to access your
account to place listings with us. You would designate them as job
listing representatives with User Authority.

You have choices in the ways to list your job opening:
(1) you can elect to have nearly complete control over your
listing,
(2) you can let us find the “best qualified”candidates for you to
interview,
(3) you can opt to let the iMatchSkills system release your contact
information to those candidates who meet your match criteria or
(4) have your listing serve as a “help wanted ad” to get the largest
pool of job applicants to interview.
Regardless of the option you choose, you still have the ability to match
your job’s qualifications to the skills and experience of job seekers
registered with us.

Entering job listings in iMatchSkills

When you enter your listing information, we ask you to identify the job
classification or occupation, experience and skills you need in a worker
for that job. Identifying the job classification and skills can be time-
consuming initially, but the good news is, once you put a quality job
listing into iMatchSkills, you can use that listing to recruit workers in
that same occupation at a later date.

Setting up a well-written job listing will really make your recruitment
efforts worthwhile. Job seekers are more interested in clearly written job
listings that describe the duties and requirements well. (See suggested
format sample on the following page.)



Detailing benefits that your company offers their employees generates
more interest in your job listing and helps you compete with other
employers seeking the same type of skills and experience.

Some information in the listing may be unique to your recruitment,

like hours/days of work, number of openings and how you want job
candidates to contact your business. The basic occupation and skills
needed however, will be relatively the same. For the most part, entering
job listings is just a matter of completing form fields.

We need general information about the job, such as worksite address,
contact person for that job, and instructions on how referral candidates
are to contact you. You add the duties the position will perform, as well
as, the amount and kind of experience you wish your candidates to
possess at the time of referral. We also ask other information such as
days and hours of work and the wages and benefits you are offering the
person hired.

% However, the key to successfully finding the right people lies in the
selection of the appropriate occupation and skills. This is what makes

iMatchSkills so unique and effective.

Suggested format for job listings:

5iMUfChSkI"S —(Home) Job Listing Summary

WORKSOURCE OREGON
- Lead Receptionist {ID 398425)
My G Status: Cpen
InfornaRenY O Job Information

Requirements: Two years of office administrative experience including gresting customers,
Create New . . ; . : )
scheduling appointments, performing basic office tasks such as filing, faxing, and data entry.

Job Listing - ! ) _ ! : I
Manade High schoal diploma ar GED. Valid driver license to run basic errands and drive hetweean wark
Johb Lligstings sites far meetings and occasional woark,
. Vi
it Joh Duties: Answer multi-line phones, schedule customers and employees far appointments,
Match Setfings /priu:e and purchase office supplies, sign in and badge visitors, use a computer to perfarm
/"::*" various tasks throughout the day. Drive between Partland, Salem, and Eugene work sites.
Chafige Ftatus Mumber of Openings: 1
Hours per Week: 40 This positionis: Full Time
Will this job have a duration of six months or more? Yes
/ Shifts Available: 15t (Days)
. Contact
Requ"'ements Match Preference: Job Seeker Match
& Referrals Requested: no limit
Job Duties Contact Name: Jake Brake (Superisar)
Phone: (555) 947-1678

Joh Seekers are Required to contact an Oregon Employiment Departiment office to receive
further instructions for this Johb Listing.




How do you

find the right job
classification?
You must search
for it. There are a
couple of ways to
do a search...

Occupation Selection

Selecting the Appropriate Occupation & Skills

Selecting occupations from the job classification search is really more
art than science. Some employers call the same job different names, so
finding the right job classification is critical to finding people with the
right skills for your job. An example of that is a person who answers
the phone, directs incoming calls and processes paperwork for your
business. You might call that position a “Receptionist” while others may
call that same job a “General Office Clerk” or even an “Administrative
Assistant”. In iMatchSkills, each one of those titles is available, but they
do not have exactly the same skills so they will not bring up the exact
same list of candidates.

How do you find the right job classification? You must search for it.
There are a couple of ways to do a search!

Using the Job Classification Search feature

There are two ways to find job classifications on the Job Classification
Search page. You may use the Keyword search or use the Search Job
Classification Group. Each have their own advantages and limitations.
On the next few pages you will see each search option in some detail.
Try them both and choose the search option that fits your needs best.

On page 40, there are useful links to websites that will help you
identify occupations, get some general and specific information about
job duties, rates of pay in your area and other information that may be
useful to you when entering your job listing.

Keyword Search

The keyword search allows you to search all the occupations without
regard to the Job Classification Group. It gives you the broadest possible
responses if you use only the first few letters of the occupation you are
seeking. The keyword searches the Job Classification Title, other names
this occupation is called (alternate titles), the occupation description
and the skills.



Here is what the Job Classification Search looks like using a keyword
search for “reception”. Remember “less is more” when using a keyword
search!

Keyword Search screen

- - - -
dleOfChSkIHS —{(Home) Job Classification Search

WORKSOURCE OREGON

Receptionist (JL 1D 388314} Incomplete

My Compan ifi i
My Company O Search by Keyword OR Search by Job Classification Group
Create New O Keyword Search: - Select a Job Classification Group:
Job Listing |recepti0n G0O) Architecture and Engineering L
Edit - Arts, Design, Sports, and Media
Job Listing o Asgsemblers and Fabricators

Job Informatien ® Enter job titles afkeywords Euildi d G d Maintenance

Job Classification ® Single and paghal words weork best &l . AE] LT I’QUH .
sbeClassification Search ® Results may b similar classification with Business and F_lnan_c:lal
_ Skill Selection other namegl orincluded in the title of an College and University Professors
Jt‘;‘;::;:-:::'ni: unrelated fassification Cornmunity, Religious, and Social Services
Driver Licenas Computer and Mathematical
Languags 'Sk.ill-_-c Construction
e SR s Extraction
Coniact Selaction Farming, Fishing, and Farestry
Contact Details Pleadk Notel Food Preparation and Serving
Subarilt voumust select at least ane Job Food Pracessars and Cannery Warkars
.':I:bnflgs?ings O cidssification in order to continue. Healthcare Practitioners and Technical b
(@@

TELL ME MORE...

Employryfnt Offices | About | Privacy Staterment | Employer Responsibilities | Feedback | Help | Logoff

Clicking on (c@) from this screen displays a list of jobs that contain
the word “reception” anywhere in the occupation title, alternate title,
description and/or skills area.

REMINDER:  If you have questions click on m from the page you are on to get
specific information. Click the red B4 in the upper right corner to exit
help.



A

Job Classification Search Results for this keyword search.

iMatchSkills Job Classification Search Results

WORKSOURCE OREGON

Recaptionist (JL 1D 393314) Incampleta

My C :
I“\;m?“mal:;ﬂnv O Results for Keyword: RECEPTION

Create New i ] i : j_m ! }
Job Listing Rank Available Classifications Title Title Desc Skill Experience

Edit - 1 Receptionists and Information Clerks HoOR At least 1 vear w

Job Listing @ _ _ Y
~Job Information] 2 Secretaries, Except Legal, Medical, and X - Select Exp — %

me Executive
Cl ificati S -h i i i
. uﬁ‘f:::r‘::ﬂ:::l:: 3 Swn_chbnard Operatars, Including Answearing kS | - Select Exp - v|
Skill Selection Senvice
T Lcense Salacten| 4 Administrative Semices Managers W | - Select Exp ~ |
Jub Requirements R
" Driver License] 5  Gaming Managers | - Select Exp - v|
Language Skills . .
Compensation f Agents and Business Managers of Artists, ¥ | Select Exp - % |
Work Site Location FPetformers, and Athletes
__ Contact Selection| 7 Library, Museurn, Training and Other bt | - Select Exp — v|
Contact Details . y p
Submit Educgtlon Workers, All Other
Manage, O 8 Lodging Managers | - Select Exp v|
Job Listings 8 Food Bewvice Managers | Select Exp— ¥
10 Public Relations Specialists | - Select Exp v|
BACK NEXT TELL ME MORE...

Employment Offices | About | Privacy Statement | Employer Responsibilities | Feedback | Help | Logoff

Receptionist and Information Clerks shows up at the top because the
word “reception” is in the Occupation Title and in the Alternate title.

Before you select the experience, look at the Occupation Details by using
your mouse to “point and click” on the blue occupation title link to make
sure you are selecting the appro- priate occupation for your job. (See
pages 12 and 13 for more information about Occupation Detail and an
example of the Occupation Detail screen.)

If the title represents the job reasonably well, click on the % button
at the bottom of the details screen to go back to the Job Classification
Search Results and use the drop-down experience box to the right of
the title to select the minimum amount of experience you want the job

applicants to have before referral.
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Search Job Classification Group

REMINDER:

The Search Job Classification Group feature allows you to view all

the jobs within a specific group. An advantage of this search is that
you can see all the occupations in a broad category of jobs. As in the
receptionist example, the Office and Administrative Support Group list
contains all three jobs: Administrative Assistant, Office Clerk, General
and Receptionist, plus 53 other office occupations.

A disadvantage of using this search is that you have to know what group
to which your job belongs. There are often more jobs on group list than
can be displayed on the screen, so you may have to use the scroll bar to
scroll down and find your job classification group.

The list (page 11) shows all the occupations listed in the group “Office
and Administrative Support”. As you can see, there are 56 occupations
in that group. The “Office and Administrative Support” group
occupations share many of the same skills due the nature of the work
but each have some skills unique to the occupation.

If you have questions click on m from the page you are on to get
specific information. Click the red B4 in the upper right corner to exit
help.



Job Classification Search Results

iMatChSki"S Job Classification Search Results
WORKSOURCE_OREGON
Receptionist ¢JL 1D 3953141 Incomplete

My C ; ; . . .
In"’for?:\“a't,ﬁ:innv O Results for Job Classification Group: Office and Administrative Support

Create Mewr Q Rank Available Classifications Experience
Job Listing 1 Bill and mccount Collectors -—- Select Exp —— ~
_-I'Egli,tl_isti“g @ 2 Billing and Posting Clerks --- Select Exp -- Er
J“:‘I:hcf:::_":':::::: 3 Bookkeeping, Accounting, and Auditing Clerks --- Select Exp - P
.L":",’_:'::‘:‘r':h“:::‘:ﬁ: 4 Brokerage Clerks --- Select Exp - -
T NI 5  Cargo and Freight Agents - Select Exp — ~
e E  Commmunications Equiprment Operataors, Al Other --- Select Exp - ~
""c’::r"‘:::sitl':: ¥ Computer Operatars -—- Select Exp - ~
S e % Correspondence Clerks --- Select Exp - -
— o 9 Couriers and Messengers — Select Exp — ~
;‘:hnfﬁs?ings O 10  Court, Municipal, and License Clerks - Select Exp -—- ~
= 11 Credit Authorizers, Checkers, and Clerks -—- Select Exp - v
12  Customer Service Representatives -~ Select Exp - P
12 Data Entry Kevers - Select Exp — ~
14 Deskiop Publishers --- Select Exp -- Er
15 Dispatchers, Except Police, Fire, and Ambulance -—- Select Exp - v
16  Eligihility Intervienwvers, Government Programs -~ Select Exp - P
Administrative o ;  ciccutive Secretaries and Administrative Assistants - Select Exp —  ~

Assistant ]
18 File Clerks --- Select Exp -- -
19  Gaming Cage Workers --- Select Exp --- v
20 Hotel, Maotel, and Resort Desk Clarks - Select Exp — -
21 Human Resources Assistants, Except Payroll and Timekeeping - Select Exp — ~
22  Information and Record Clerks, All Other -—- Select Exp - -
232 Insurance Claims and Policy Processing Clerks - Select Exp - -
24  Interviewers, Except Eligibility and Loan — Select Exp — -
25 Legal Secretaries --- Select Exp --- p
26 Library Assistants, Clerical --- Select Exp --- e
27  Loan Interviewers and Clerks --- Zelect Exp - ~
28 Mail Clerks and Mail Machine Operators, Except Postal Service - Select Exp — -
29 dedical Secretaries --- Select Exp --- p
30 hieter Readers, Utililies --- Select Exp --- e
31 Mew Bank Accounts Clerks --- Zelect Exp - ~
General Office =32 Ofice Clerks, General --- Select Exp — -
Clerk 33 Office Helper --- Select Exp --- -
34 Office Machine Operators, Except Computer -—- Select Exp - L
35  Office and Administrative Support Workers, All Other - Select Exp — -
36 Order Clerks -— Select Exp — -
37 Payroll and Timekeeping Clerks --- Select Exp - -
38 Police, Fire, and Ambulance Dispaichers -—- Select Exp - L
38 Fostal Service Clerks --- Zelect Exp - ~
40 FPostal Service Mail Carriers -— Select Exp — -
41  Postal Service Mail Sorters, Processors, and Processing Machine | ___ Sglaect Exp - .
COperators
42 Production, Planning, and Expediting Clerks - Select Exp — ~
43 Proofreaders and Copy Markers - Select Exp — Ev
44  Purchasing and Procurement Clerks --- Select Exp --- -
Receptionist e 15 Receplionists and Information Clerks - Select Exp — -
46 Reservation and Transportation Ticket Agents and Travel Clerks - Select Exp - ~
47 Secretaries, Except Legal, Medical, and Executive -— Select Exp — i
48 Shipping, Receiving, and Traffic Clerks - Select Exp - Lo
49 Statistical Assistants — Select Exp --- e
50 Stock ClerksStock Clerks and Order Fillers - Select Exp --- V|
51 Supervisors and Managers of Office and Administrative Support -—- Select Exp --- vl
Workers
S2 Switchboard Operators, Including Answering Service -- Select Exp --- vl
53 Telephone OperatoTelephone Operators --- Select Exp - vl
54 Tellers - Select Exp --- vl
558 Weighers, Measurers, Checkers, and Samplers, Recordkeeping --- Select Exp --- vl
56 ‘Wword Processors and Typists --- Select Exp --- vl
B TELL M

Employment Offices | About | Privacy Staterment | Employsr Responsibilities | Feedback | Help | Logoff
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Occupation Details

Because many of
the jobs we do
now are blended
ones, look at

the Occupation
Details and
consider whether
the majority of
the information is
correct.

12

You can review the specifics for each title by using your mouse to
point and click on the job classification title which will be blue on
your screen. The title is a link that takes you to more information about
the occupation, including the individual skills associated with that
occupation. Making sure that the skills you select are correct, will help
you find the “best qualified” candidates to evaluate and potentially
interview. (See example on page 13)

Each section gives you specific information about this occupation.

1. SOC Code: Federal statistical agencies use the Standard
Occupational Classification (SOC) system to classify workers into
occupational categories to collect, calculate, or disseminate data.

2. Description: Describes the functions of the job.

3. Number of job seekers interested in this SOC: Tells you how many
job seekers are in iMatchSkills with this occupation. Once you
assign the amount of experience you want in your job seeker pool,
you can view the number of people in our system with at least that
amount of experience both statewide and those willing to work in
the area where the job will be.

4. Alternate Titles for this Occupation: Some of the other job titles
used by employers or job seekers for this occupation.

5. Licenses associated with this Occupation: Only State required
licenses and certifications are listed. If your job requires a state
issued license or certification, you must select the appropriate
license/certification from the list of Oregon Licensed Occupations.
Certifications issued by schools for courses/classes attended are
not part of this list, nor are employer issued certificates.

6. Skills associated with this Occupation: A list of the skills needed
by a person to perform normal duties associated with this
occupation.
Because many of the jobs we do now are blended ones, look at
the Occupation Details and consider whether the majority of the
information is correct. You can always add extra skills that are special to
your job after you find the correct occupation title.

If the Occupation Details for the job classification you selected is not
correct, use the B button to return to the search list screen then

@ again to the Occupation Search.

Think about the other names this job may also be called and search
again. If you are having trouble finding the right occupation, we
are always glad to help you find it. Once you have found the right
occupation, you have to add the skills that you need and want job
candidates to possess before they apply for your job.



Occupation details for Receptionists & Information Clerks

% iMatchSkills

Occupation Details

SOC Code: 434171-00
Title: Receptionists and Information Clerks

/

Does this sound like
your job?

Description: Answer ingquiries and ohtain information for general public, custormers,
vigitors, and other interested padies. Pravide information regarding activities conducted at
establishiment, location of departiments, offices, and employees within organization. Exclu

Active job seekers iterested inthis SOC:; 18424
Job Listings that have this SOC: 89

Alternate Titles for this Occupation:

s appointment clerk
assistant tourist information
dental receptionist
frant desk clerk receptionist
infarmation clerk
office front desk clerk
fquoter
receptionist
receptionisttelephone operator
referral and infarmation aide
registration clerk
research clerk
schedule announcer
space scheduler
telephone answerer
telephone appointment clerk
telephone information clerk
telephaone operator receptionist
Total associated alternate titles: 18

Licenses associated with this Occupation:
» Mo associated Licenses availahle.

Skills associated with this Occupation:
s answer and route calls an multi-line phone system
arrange telecaonference calls
distribute correspondence
evaluate and prioritize incaming telephone calls
greet customers
keep atelephone log
maintain appointment calendar

order office supplies

arganize and work with detailed recards
process recards and maintain faorms and files
pravide customer service

pravide customer service using telephone
retrieve files and charts

schedule appointments

schedule meetings or appointments

schedule or coordinate meeting facilities

zart and distribute mail

take detailed, accurate messages

use computers to enter, access and retrieve data
use correct grammar, punctuation and spelling
work as a team member

Total associated Skills: 23

\

<

How many job seekers &
job listings in our system
in this occupation

Other titles this
occupation is called

Any “state-issued”
licenses or certifications
required for this job

ahtain infarmation from clients, customers, patients ar others
operate fax machines, copiers, printers, and other office machines

Skills associated with this
job. Your job may or
may not use all the skills
listed here.

13



You can choose
skills that are
"required” and
those that are
“preferred”.

14

REMINDER:

Choosing Relevant Skills

Once you have selected the occupation, we will ask you to choose the
skills that are relevant to your job. There are two ways to select skills.
You can choose skills that are “required” and those that are “preferred”.
Required skills means all job candidates must possess those skills before
referral, whereas preferred skills are those that if the job seeker had, it
would be great but are not required prior to referral.

If you want candidates to possess certain skills before they even show
up on the list, mark those skills as “Required”. That way only those job
seekers who have those skills will have the ability to match to your
listing. On the other hand, if you are willing to train the candidate on
how to perform a skill, you will want to choose that skill as “Preferred”.
This may allow some job seekers who do not possess that skill to appear
on your match list. By marking those skills as “Preferred” you will not
automatically rule out these candidates from your consideration.

You select skills by clicking on the circle to turn it black on either the
required or preferred (See example next page). The default selection
is “Not Needed”, so you only have to change the skills you require or
prefer.

Once you have selected the skills you require and prefer, click on

% to save your selection.

The next screen Computer Skills is where you can review, add or edit
skills using computers and computer programs your position may need.
Below the computer skill list, you will see an area that allows you to
add more skills using keywords. This is where you can choose skills that
were not on the occupation list of skills that you would like a person

to have. When you find the right skills, you can select them as either
required or preferred and they will be added to the overall list of all
skills needed for the job listing.

If you have questions click on m from the page you are on to get
specific information. Click the red B4 in the upper right corner to exit
help.



Once you have selected all the computer and the additional occupation
skills you want, click on the “next” button to take you to Selected Skill
Summary. This screen is a list of all the skills you have selected to review
and edit if you so choose. You may add additional skills here as well. An
example of the Selected Skill Summary screen is on page 16.

5iquchSkills skill Search Results

WORKSOURCE OREGON
Receptionist (JL 1D 3983143 Incomplete
My Company RFesults for Job Classification: Receptionists and Information Clerks
Information
Create New Available Skills Fequired  Preferred Mot Needed
Job Listing O .
=T answer and route calls on multi-line phone systam 'y i -
i
Job Listing ('P) arrange teleconfarence calls i i {=
W evaluate and prioritize incoming telephone calls ' ' 'y
Skill Selection greet customers ') . '
Ly Edit Skills
. L skills Selection keep atelephane log . - fe
License Selection maintain appointment calendar ' ' '
Job Requirements
Driver License ohtain information from clients, customers, patients ' i i
Language 'Sk.ills ar Dthers
% operate fax machines, copiers, printers, and other ' - '
Contact Selection DfﬁEE mEChinES
Contact Details arder office supplies i ' ™
Submit| . . .
arganize and wark with detailed records i i '
Manage S
Job Listings O process recards and maintain farms and files . ' '
provide custamer service 'y . '
provide customer service using telephone iy i i
retrieve files and charts i i 0
zchedule appointments i i -
schedule meetings or appointments i i -
schedule or coardinate meeting facilities i 'y '
=art and distribute mail i i '
take detailed, accurate messages ' . '
use computers to enter, access and retrieve data v . '
use correct grammar, punctuation and spelling iy i i
wiork as a team member i i -
BACK NEXT TELL ME MORE...

) =)

15
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5iMO1’ChSki"S Selected Skill Summary
WORKSOURCE OREGON

Receptionist (L 1D 398314) Incamplete

My Company

Computer skills you have selected: Fequired Preferred Remove

Information trpe B0 to 69 words per minute ol ' '
Create New type 80 words per minute or faster el " ~
Job Listing
it uze database software i+ ' '
i o
Job Listing =) ze email software i* ' '
Job Information use presentation, graphic design, or desktop publishing ' ~ ~
Job Clas=ification
Skill Selaction saftware
. Le summary use spreadsheet software i i~ -
Licanse Selaction .
Job Requirements use word processing software i - i
Driver Liceansa
l:’::::;‘::::ﬂ: Job Classification skills you have selected: Required Preferred Remove
Work Site Location answer and route calls on multi-line phone system i i i
Contact Selaction
Coniact Dexalls arrange teleconference calls i iv i
Submit evaluate and priotitize incoming telephone calls i~ fs i
Manage
Job Listings O greet custormers = r~ '
keep atelephone log i v i
maintain appointment calendar i - i
obtain infarmation from clients, customers, patients or others (s i i
operate fax machines, copiers, printers, and other office (s i i
machines
order office supplies i+ ' '
arganize and work with detailed records ' i* '
provide customer service i+ ' '
provide customer sendce using telephane i* ' '
zschedule appointments i+ ' '
schedule meetings ar appaintments i* ' '
schedule or coordinate meeting facilities ' i+ '
zart and distribute mail ' i* '
take detailed, accurate messages i+ ' '
uze computers to enter, access and retrieve data i* ' '
use correct grammar, punctuation and speliing ' ' i
wiork as a team member ' ' '
€D ADD MORE )SKILLS to this list
Can't find a particular skill?
BACK NEXT TELL ME MORE...

& =)

Employment Offices | About | Privacy Statement | Emplover Responsibilities | Feedback | Help | Logoff

Review all the skills you have selected for accuracy. Are they correct? If
not, you have the ability to change them to required, preferred or “Not
Needed” as best fits your needs. Are you missing skills you thought you

had marked?

To add or edit the job classification skills or add other skills (both
required and preferred) not associated with the occupation title you

have chosen clickon ¢ ) app moRE  SKILLS to this list



5 iMO‘I’ChSki"S | Skills S.ea rch

WORKSOURCE OREGON
Receptionist (JL 1D 398314) Incomplete
My Company This Joh Listing has a total of 29 skills selected.

Information
Create New O 1} Add/Edit Computer skills for this job:
JD'_’ Listing ¢ Computer skills Edit Skills
Edit @
Job Listing

Job Information 2) AddiEdit Job Classification skills for this job:

Job Classification
Skill Selection v Receptionists and Information Clerks Edit skills
. L Edit Skills
License Selection R

Job Requirements : . . |
— Driver License| 3) Select skills using Keyword: |cash| \G
Language Skills
Compensation
Work Site Location
Contact Selection

o

Contact Details

Submit

M
J:hnfg‘taings Q

Employment Offices | About | Privacy Statement | Emplaoyer Respansibilities | Feedhack | Help | Logaff

Choosing £ ADD MORE SKILLS to this list takes you to Skills Search.
Add additional skills using keywords. For example, your receptionist
takes payments for services and has to balance cash and receipts at the
end of each day. Using “cash” as a keyword will give you these results:
Marking the required/preferred radio button and clicking the %’
button will save the changes to your list.

5 iMatchSkills skill Search Results

WORKSOURCE OREGON
Receptionist (JL ID 388314) Incomplete
My Compan :
In\;mmalt)ionv Results for Keyword: CASH
Create New Available Skills Required  Preferred  Not Needed
Job Listing O .
=TT halance cash and receipts i i .
i
Job Listing @ maintain petty cash fund or expense journal - ol -
_ JobInformation use cash registers v ' 's

Job Classification

Skill Selection

L Edit Skills

. L+ skills Selection
License Selaction

Job Requirements
Diriver License

Language Skills
Compensation
Waork Site Location
Contact Selection
Contact Details

Submit

Manage
Job Listings

BACK L13.4) TELL ME MORE...

Employment Offices | About | Privacy Statement | Employer Responsihilities | Feedback | Help | Logoff

17



Selected Skill Summary
The final Selected Skill Summary looks like this!

giMatchSkills

WORKSOURCE OREGON

Selected Skill Summary

Receptionist (JL ID 398314) Incomplete

[P T

18

My Company Coimpuier SkKiiis you have seiecied: Regqiiiied Preiefied Reinove
Information O type 60 to 69 words per minute I 'l '
Create New type 80 words per minute or faster 'l Iy '
Job Listing
Edit use datahase software I el '
Job Listing @ use email software & - =
J6B Information use presentation, graphic design, or desktop publishing 'a ‘e e
Job Classification
Skill Selection software
. L» Summary use spreadsheet software I 'l ‘e
License Selection d o ﬂW
Job Requirements use word processing software Ia ' el
Driver License
e sl Job Classification skills you have selected: Required Preferred Remove
Work Site Location answer and route calls on multi-line phone system I ' ‘e
Contact Selection
Contaci Dotalla arrange teleconference calls Iy 'l ‘e
Submit halance cash and receipts o~ s '
Manage i ritize i ;
Job Listings evaluate and prioritize incoming telephone calls 'l I ‘e
greet customers I 'l ‘e
keep a telephone log 'l I ‘e
maintain appointment calendar I 'l ‘e
maintain petty cash fund or expense journal 'l I ‘e
ohtain information from clients, customers, patients or others I el '
operate fax machines, copiers, printers, and other office Iy 'l '
machines
order office supplies ‘el I '
organize and work with detailed records I ' '
; ; process records and maintain forms and files o ol e
Experlence W'th provide customer service I ‘e '
cash handlind provide customer service using telephone a - .
added retrieve files and charts 'l I ‘e
schedule appointments I o o
schedule meetings or appointments 'l I ‘e
schedule or coordinate meeting facilities 'l I ‘e
sort and distribute mail el I '
take detailed, accurate messages I 'l ‘e
use cash registers Iy 'l ‘e
use computers to enter, access and retrieve data I 'l ‘e
use correct grammar, nunctuation and snpelling IS r r
work as a team member I el '

+ ADD MORE )SKILLS to this list.

Can't find a particular skill?

BACK

*

NEXT

=)

TELL ME MORE...

Employment Offices | About | Privacy Statement | Employer Responsibilities | Feedback | Help | Logoff




Important note:
Help is a pop-up
window that you
must close using
the red in the
upper right corner
to exit.

Continue Your Listing

Once you have entered all your skills, move through the remaining
screens typing the requested information to complete your job listing
using the iMatchSkills navigation tools. If you need more information
about a field, click on Help (at the top or bottom of the page) or click on
“Tell me more” to go to the help screen for that particular page.

Avoid Potentially Discriminatory

Federal and state EEO & Civil Rights enforcement agencies are

closely examining job announcements for potentially discriminatory
requirements. Federal and state laws prohibit employers from requiring
specific gender, age, race, national origin/citizenship, religion, language
proficiencies or high school diploma/other education levels unless

the requirement meets the test of being a Bona Fide Occupational
Qualification. Should you wish to include any of these requirements

in your listing, you must provide a legal justification for your request.
You may be contacted by our staff to discuss your requirement and
justification. If you have questions about what you may or may not ask,
contact the US Department of Labor, Equal Employment Opportunity
(EEO) at the following web site http://www.dol.gov/dol/topic/
discrimination/index.htm or contact the Bureau of Labor and Industries,
Technical Assistance Unit by calling 971-673-0761.or view their
website at http://www.oregon.gov/BOLI/TA/

Complete Your Listing

When you have entered all the information requested, you can view a
complete copy of your listing. Click on “view” under the Manage Job
Listing menu to the left of the screen to view the Job Listing Summary.

Carefully review the entire listing to ensure that all the information
entered is correct and complete. It is often easier to spot errors in the
listing from the Job Listing Summary view. You may make changes to
any of the information in any section by clicking on the “title” link,
which will be blue on your screen for the section you wish to change.

After your review, you must submit your listing and have it approved by
WorkSource Oregon staff before you can run your match.

19



The Approval Process

Our goal is to
represent your
business in the
most professional
manner possible.

20

WorkSource Oregon staff review your listing to make sure that the
information is clear, does not violate our policies, anti-discrimination or
labor laws and that it is fully completed. We correct spelling errors and
may ask permission to reformat the listing to make the information more
clear for potential job applicants.

Our goal is to represent your business in the most professional manner
possible. One way we do this is to ensure that your listing does not put
your business in jeopardy of violating labor and civil rights laws. We may
ask you to make some changes to the wording of your listing to comply
with all applicable labor and civil rights laws, if the wording used may
be illegally discriminatory. We will advise you of your options, should
you decline to change the wording.

We normally review/approve the listing within twenty-four hours unless

you enter the listing on a Saturday. You will receive a phone call, letter or
email regarding your listing when it is approved and available for you to

match.



Running the Match

Once we have approved your listing, click on the Manage Job Listings.
Click on Open job listings from the job listing Quick Links. Select the
appropriate job listing by clicking on the Occupation title. Run a match
by clicking “Match” in the menu bar. iMatchSkills will run your search
based on the criteria you have set. Depending on the factors you have
selected in your listing, you will get a list of job seekers who meet all
the requirements.

5iMO1’ChSki"S Job Listing Summary

WORKSOURCE OREGON
- Receptionist (ID 398104)
My C Status: Jpen
Information | Job Information
Create New testing for TestEmployer
Job Listing
Manade Number of Openings: 1
Job Lligsl:ings @ Hours_pe_r Week: 40 T_his pos_ition is: Full Time
0 View Will this job have a duration of six months or more? ‘fes
Edit Shifts Available: 1st(Days)
Match Settings
Match Contact
By Match Preference: Joh Seeker Match
Change Stafus Referrals Requested: no limit
Recruitment Resujts
\ Contact Name: John Smith (Cwner and Chief CEO)
Contact Website: www TestEmployer.com

Once the system has matched your criteria against our job seeker pool,
a list of qualified job seekers who meet that criteria will be displayed.

21
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EIMOTChSkIHS Job Listing Summary

WORKSOURCE OREGON

My Company
Information

Create New
Job Listing

Manage
Job LE:tings @
L] View
Edit
Match Settings
Mateh
Copy

Change Status
Recruitment Refults

\

- Recaptionist (ID 398104)
Status; Open
Job Information
testing for TestEmployer

Number of Openings: 1

Howrs per Week: 40 This positionis: Full Time

Will this joly have a duration of six months or more? Yes
Shifts Availlable: 15t (Days)

Contact
Match Preference: Jobh Seeker Match
Referrals Requested: na limit

Contact Name: John Smith (Cwner and Chief CEC)
Contact Website: www. TestEmployer.com

If you do not get a list or your list is too short, click on the Match Settings
link from the menu bar on left to select different match criteria.

Things to consider:
e The more “Required” skills you select, the shorter the list of applicants.

If you have a large list, you can choose more of the skills as“Required”
to give you a more manageable list. If you have a short list, changing
some required skills to “Preferred” should give you a longer list;

Lowering the experience requirement may get you a larger list;
however,

The size of the list does not necessarily represent the quality of your
candidate pool. Having a shorter list with a more defined match could
give you better results than a larger list of people who do not have as
many of the skills you really want in a worker.

You may want to prioritize both the preferred and required skills.
This will give you the ability to change some of the more desirable
“Preferred” skills to “Required” so that you can pare down the list
of job seekers if your list is too long or change some of the least
desirable “Required” skills to “Preferred” in the event that you have
too short a list.



Matching Job Seekers

Here is a list of workers matched to a receptionist job listing:

5iMO1’ChSkI]|S —(Home) Matching Job Seekers

WORKSOURCE OREGON
Receptionist (JL 10 398104) Open
My Company Job Seekers matching to Job Listing ID 398104

Information Match Last

Create New JSID Name Comparison  Résumeé  Activity Updated

Job Listing O 1201657 Mouse, Minerva A ey e ™M 12011106

Manage O 189508 Rogers, Ginger Wiew Wi e qyﬁ 10/20/06

Job Listings s 286839 Name Suppressod Wiey Supnressed B 1251106

View 702340 Charles, Mora Wiewy Wigy uj‘ju 10/30/06

i sm:‘:i: 42069 Doe, Jane Viewy Wigw ™ 120808

o Match 312994 O'Hara, Maureen WiEw Wi et 120606

Copy 612543 Calamity, Jane Wi Wiy 120608

287248 Deere, John Wiewy WiEw 10430/08

R“mfu"::n“:ki‘:‘::: 912526 Carpenter, Karen View Wiew 10420006

1134209 Oyle, Olive Wiew Wiy 10/30/08

1178877 Boop, Betty Wiew Wiy 10/30/06

1201640 Gale, Darothy Wiew Wi 100406

1684327 Contrary, Mary b Wi Wiy B 10/30/08

475740 Harlow, JEAM Wiew Wiy |j:1_j 1043006

5209798 Name Suppressed Wiaw Suppressed (B 1201106

1185301 Lane, Lois WiEw Wi 1210606

147674 Lee, Sara Wi Wiy 120608

183578 Name Supprassed Wi ey Supnressed 1207 06

207310 STOVER, RUSSELLE Wiew Wigw 12/05/06

2931456 Peep, Bo Wi Wiy 1207106

616430 CROCKER, BETTY A Wiew Suwonressed 120506

941409 Callender, Marie Wiew Wi 12/06/06

4385381 Wame Suppressed View  Suppressed  (E) 12/20/05

BEOSE0 Mame Juppressed e Suwonressed 12/07 106

1110362 Name Suppressed ey Wi ey (E) 030306

Mext Last] 11025 of 36 Job Matches

Maote: There are 2 additional job seekerswho have been notified of thiz job listing by Employment Depatment

staff.

TELL ME MORE...

match response time: 2 minutes and 44 seconds.

Matching Job

All the people who appear on the match list have all the “Required”
skills selected in their registration. Some job seekers who appear on

the match may have all, few or none of the “Preferred” skills you have

chosen.

Job seekers are given the option of keeping their names and/or résumé
confidential. If job seekers chose these options, you will see either

“Name Suppressed” or résumé “Suppressed”. However, you will still be
able to see their job seeker ID number and compare their skills to the
job requirements by selecting the “View” under the Match Comparison

heading
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A note about suppressed job seeker information: Job seekers who opt to
suppress some of their information may still be the best candidate for you
and your listing. As an employer, you may have justifiable reasons for
making your job listing’s contact information confidential; job seekers too
may have sound reasons for suppressing their information. When you find
a candidate who has chosen to suppress their information, you still have
the ability to notify them of your job opportunity.

Compare

Now that you have a list of job seekers, you can view a side-by-side
comparison of the job seeker’s skills against those you need for the job
and see how they stack up. In addition to viewing those skills, you will
also see the other skills the job seeker possesses. This can be a benefit as
some of their other skills may be useful in your workplace.

5iquchSk|]|g —{Home) Matching Job Seekers

WORKSOURCE OREGON
Receptionist (JL 1D 338104) Open
My Company Job Seekers matching to Job Listing 1D 398104

Information Match Last

Create New JSID Name Comparisen  Résumé  Activity  Updated

Job Listing O 1201657 Mouse, Minersa A Wiy Wiy M 12011106

Manage O 188508 Rogers, Ginger QL= igw i) 1043006

Job Listings = 286839 Name Suppressed Rl= Suppressed B 12106

View 708340 Charles, Mora Wi Wiew uj':{u A0E0/06

i Sﬂt:‘:‘: 42069 Doe, Jane = Wigw ™ 12/06/08

0 Wateh 312984 C'Hara, Maureen Wi Wiew 120808

Copy 612543 Calamity, Jane Wieea Wienw 120606

887248 Deere, John Wiey Wienw 10430/05

Rttmm‘:ﬂ"&i’;’:ﬂ: 912526 Carpenter, Karen View View 10430406

1134209 Ovle, Olive Wiews Wiew 1043006

1178877 Boop, Betty Wiew Wi 10430/06

1201640 Gale, Dorothy QL= Wigw 100406

154327 Contrary, Mary b QL= Wigw B 10430/06

475790 Harlow, JEAM Wiew Wie |j‘:’ij 10/30/06

529798 Name Suppressed View  Suppressed (B 12411108

11845301 Lane, Lais Wiew Wiew 12/06/06

147574 Lee, Sara Rul= Wigw 120806

183878 Name Suppressad View  Swopressed 12407 106

207310 STOVER, RUSSELLE Rl= Wigw 12405005

248156 Peep, Bo Wigw Wigws 12407 106

616430 CROCKER, BETTY A Wiew Suppressed 1205108

941409 Callender, Marie Wiew Wiew B 120606

488981 Name Suppressed View  Sugpressed (B 1242005

BE0860 Name Suppressad View  Suppressed 12407108

1110362 Name Suppressed Wi Wigw () oma0300

MNext Last] 11025 of 36 Job Matches

Mote: There are 2 additional job seekerswho have been notified of thiz job listing by Employment Depatment
staff.

TELL ME MORE...

Match response time: 2 minutes and 44 seconds.



5iMafchSkills —(Home)

Match Comparison

WORKSOURCE OREGON
Receptionist (L ID 398104) Open
My Company JSID Hame Résume
Information 1201657 Minerva & Mouse Wiew Contact INfOrmation < ——- e
Create New R
Job Listing Match Comparison
General Match .
Manage S Jab Listing Job Seeker
Job Lﬁ.—tings @ Criteria
View Level of Education Associates Bachelors
Edit Wage Entered as: §4,000.00 per § per Maonth Suppreasac
Ly 5“:::::; Matched as: $23.08 per hour
Copy Displayed to Joh Seeker as: $2,500.00 to $3,500.00 per
Manth, Megotiable
Change Status Diay Shift Yes Yes
Recruitment Results Sng Shift _ Yes
Might Shitt - Yes
FulliPart Time Full Tirme Either Full or Part

Time

Other Job Requirements

= Drug Test Reguired

= Background Check Reguired

Here is what you see when you view the Match Comparison. Notice that

you can view the contact information and résumé for this job seeker.

Scroll down the page to see the skills listed by the job seeker and
compare the skills they have to the ones you’d like. You may find other
skills listed that would be “value-added” and beneficial to your business.

Skills

access social service resource
providers

answer and route calls an multi-line
phone system

apply active listening techniques
apply childhood development thearies
apply disciplinary practices in
supenision

apply health and sanitation standards
apply human growth and development
theary

apply mathematical principles to
accounting, bookkeeping or budgeting
arranpe teleconference calls

assist co-warkers with software usage
and problems

assistwith husiness and managerial
research

halance cash and receipts
rarmrmnicate with children and adnits

Required

YBs

¥es

Preferred

Job Seeker has?

YBs
YBs
Yes
YBs

¥es

Yes
Yes

YBs

YBs
YBs

YBs

Yes
Yes
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View Résumé

5iMa1’chSk|lls —{(Home) Match Comparison

WORKSOURCE OREGON

To view the résumé, click on the “view” link at résumé (see Match
Comparison example previous page for résumé view location). It will
open the link to view the résumé. The résumé will be confidential
and contain no contact information until you select view contact
information. See résumé example on the following page.

Review the résumé to see if this is a candidate you wish to interview.
If you are interested in the job seeker, click on the “View Contact
Information” to see the résumé with the job seeker’s contact
information. Whenever you view the contact information of a job
seeker, we consider you to have selected that candidate for referral.
If it is not someone in whom you are interested, use the@ button to
go back to the match comparison screen and |4l again to get back to
the list of job seekers who matched.

For job seekers who have suppressed their contact information and
résumé you will see the screen below. Clicking on “Have this Job Seeker
contacted” link will initiate a letter or email message to the job seeker
advising them to contact you.

Receptionist (JL 1D 398104) Open /
My Company JSID Name ’ Résume
Information 286839 Suppressed Have this Joh Seeker cantacted Suppressed
Create New R
Job Listing O Match Comparison
General Match .
Manage . Job Listing Job Seeker
Job LFstings @ Criteria
View Level of Education Associates Associates
2l Wage Entered as; §4,000.00 per § per Month Supprassad
Match 5‘:::: Matched as: $23.08 per hour
Copy Displayed to Joh Seeker as: §2,500.00 to $3,500.00 per
Month, Megotiahle
Change Status Day Shift es Yes
Recruitmeant Results meg Bhlﬂ _ YES
Might Shift - Yes
FulliPart Time Full Time Either Full or Fart

Time

Other Job Requirements
= Drug Test Required
» Background Check Reguired




Confidential Résumé:

5 iMOfChSki"S Job Seeker Résumé

Experience:;

Education:

Miscellaneous:

iMatchSkills Job Seeker ID 1201657
Wiew Contact Information

Disneyworld, Orlanda, FL
Executive Secretary

Schedule calendar for CEQ. Arrange itinerary for travel, meetings. Arrange catering for meetings and events.
Wiark with legal depattment far cantracts and negotiations. Managed 6 clerical support staff for executive
team.

Disneyland, Anaheim, CA
Receptionist

Greet guests, schedule appointments and set up training conferences. Type carrespondence using
computerword processing programs.

Disneyland, Anaheim, Ca
General Office Clerk
Type, file, answer phane and route calls. Take payments and make change. Sell ticket booklets

Bachelors in Hospitality
Disney University, Orlando, FL

Operate cash registers, take payments and make change. Voice-over wark for animation features.

TELL ME MORE...

Non-confidential Résumé:

5 iMOtChSki"S Job Seeker Résumé

Experience:

PDF view
formats résumé
to fit on page

Education:

Miscellaneous:

Minerva A Mouse {ID 1201657)
8745 Union St NE
Salem, OR 97311
(503) 947-1678

mouse.minnie@disney.com

Disneywarld, Orlando, FL

Executive Secretary

Schedule calendar for CEQ. Arrange itinerary for travel, meetings. Arrange catering for meetings and events.
Wiark with legal department for contracts and negatiations. Manadged 6 clerical support staff for executive
team.

Diznevland, Anaheim, CA

Receptionist

Greet guests, schedule appointments and set up training conferences. Type correspondence using
camputer word processing programs.
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Résumé in PDF View

Experience:

Education:

Minerva A Mouse
875 Union St NE
Salem, OR 97311
(503) 947-1678

mouse.minnie@disney.com

Disneyworld
Orlando, FL

Executive Secretary

,,,,,,, R

and events. Work with iegai department
staff for executive team.

Schedule calendar for CEO. Arrange itinerary for travel, meetings. Arrange catering for meetings
i negot ns. Managed 6 ¢ ai

Disneyland
Anaheim, CA

Receptionist

Greet guests, schedule appointments and set up training conferences. Type correspondence using
computer word processing programs.

Disneyland
Anaheim, CA

General Office Clerk
Type, file, answer phone and route calls. Take payments and make change. Sell ticket booklets.

Bachelors in Hospi

Disney University; Orlando, FL

137

Miscellaneous: Operate cash registers, take payments and make change. Voice-over work for animation features.




You may print the résumé, or view/print the résumé in Adobe Acrobat
PDF. (See résumé example on page 28). You must have Adobe Acrobat
to view PDF files. Most computers have a version of Adobe Acrobat
Reader installed. If you do not have Adobe Acrobat Reader installed you
may download a current version at http://www.adobe.com/

Printing from the print icon on the initial view résumé page, prints all
the text on the screen without formatting the text to fit neatly within the
page as does the PDF view. This résumé print view is useful for creating
a scanable résumé.

Transferable Skills

Check out the job
seeker’s résumé
to see how they
might fit your
workplace.

REMINDER:

One of the drawbacks of doing an occupation search is that the job
seeker may have selected all of the skills in an occupation, but unless
they select the occupation title, they won’t come up on an occupation
match list. Earlier, we shared the office work example where the jobs in
an occupation group have many of the same skills in common. There
are several other occupations are similar to the office work example, in
that the skills of the job are not dependent on the industry. Many skills
are transferable, so considering people with cross-industry experience
may give you a broader candidate pool from which to choose and may
give you new employees with other skills that would add value to your
workplace.

You can find people with the skills you need, without regard to the
occupation title by removing the occupation from the search. Choose
“Match Settings” from the menu bar on the left, unselect the box next
to the occupation under the “use in match” header (See example on
following page)

Matching using only skills removes the amount of experience required
in the occupation from the match criteria. However, it is an option

if you want to get a broad pool of applicants from which to choose.
Review and compare the skills needed with the ones the job seeker has
marked. Check out the job seeker’s résumé to see how they might fit
your workplace. Choose the ones with which you wish to have further
contact and follow the same processes as for other candidates.

If you have questions click on m from the page you are on to get
specific information. Click the red B4 in the upper right corner to exit
help.
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=% iMatchSkills Job Listing Match Settings
ﬂwom(souncs OREGON
Receptionist (JL ID 393104) Qpen

My Company O Match Filters C) RUN MATCH)
Information = Match Filters will allow vou to adjust the number of Job Seekers to which you match.
Create New O = To clear these filters use the Clear Filters button belows,

Job Listing
Manage @ Wage: g|12 .73 per hour (Calculated hourly rate for the Match.
Job Listings
View FullPart Time: & Full Time © PartTime ¢ Either
Edit
= = Match Settings| Shift: i i
——Metuh Setunus) M 1sDaysy T 2vSwing T 3Mights)
Copy I Rotating T Split

Change Status
Recruitment Results

mnum Level of Education: | Mone R

Match Filters

Show only Job Seekers whose contact information has been previously viewed?

Show only Job Seekers previoushy referred by OED Staff for this Job Listing ¢

Job Seeker Last Activity From: | -manth- ([ -day- |» || -year- | ¥
h k To: | -rnonth- || -day- | ™ |[|-year- |v
Uncheck Box Job Classification Filters
= Removing Job Classification TrOrrrT bkt L will also remove regquired experience.
Use in
Description Match
Feceptionists and Information Clerks 3

stared experience: At least 1 year

Skill Filters
Stored
Description Value Required Preferred Do Mot Use
answer and route calls on muli-line phane system Fequired = - .
arrange telecanference calls Freferred e ' i
balance cash and receipts Required o i i
evaluate and priaritize incoming telephone calls Required " e i
greet customers Fequired = - .
keep atelephane log Freferred e ' i
maintain appointtment calendar FPreferrad e i i
maintain petty cash fund aor expense journal Freferred o = i
obtain information from clients, customers, patients or Reguired > i i
athers
operate fax machines, copiers, printers, and other Required " - i
office machines
order office supplies Freferred - * i
organize and work with detailed recaords Freferred e ' i
process recaords and maintain farms and files Freferred e e i
provide customer service Required o e i
provide customer service using telephone Required " e i
retrieve files and charts Freferred e i+ i
schedule appointments Fequired = i i
schedule meetings ar appointments Freferrad e i i
schedule or coordinate meeting faciliies Preferred o e i
sort and distribute mail Preferred ' = i
take detailed, accurate messages Reqguired i i &
type 60 to 69 words per minute Reqguired i e i
type 80 words per minute or faster Preferred . e i
use Access FPreferred o = i
use Adobe Acrobat Reader Frefarred e oy &
use Adobe Photoshop Freferred " = o
use Excel Preferred - (o f“
use Microsoft Project Freferred .“' (e -
use Microsoft Publisher Prefarrad - e '
use Outlook Preferred ' = -
use PowerPoint FPreferred ' 'y .
use Word Preferred « e «
use computers to enter, access and retrieve data Prefarrad - s '
use correct grammar, punctuation and spelling Reguired s ' '
use database software Required ' « ™
use email softeware Required (s i e
use presentation, graphic design, or deskiop Reguired ' ' ‘-
publishing software
use spreadsheet software Reqguired s e i
use word processing software Reqguired i i e
work as a team member Reguired . (o i
MATCH CLEAR FILTERS TELL ME MORE...

=) =3
Employment Offices | About | Privacy Statement | Employer Responsibilities | Feedback | Help | Logoff



Contacting the Job Seeker

After comparing the job seekers skills to your requirements, decide on
the candidates you wish to interview. View a job candidates’ résumé
and select “View Contact Information” then call, write or use your email
program to contact the job seeker. At the point you view the job seeker’s
contact information, that candidate becomes a referral and is stored in
Recruitment Results (See example on page 33)

Job seekers whose contact information you have viewed are marked
with an @ on the list of matching job seekers. When a job seeker
chooses to keep their contact information and/or résumé suppressed,
you may click on the “Have this Job Seeker Contacted” link to initiate a
letter or e-mail to inform the job seeker of your interest in speaking with
them. (See example on page 26) The system marks these suppressed
candidates with an® . Going back to your match list, you can see which
candidates you have expressed an interest in seeing. Printing off the
résumé or match comparison will help you keep track of your referrals.

| . . -
, ﬂp|MafchSk|||s Matching Job Seekers
WORKSOURCE OREGON
Receptionist (JL 1D 398104) Open
My Company O Job Seekers matching to Job Listing ID 398104 (filtered)
Information Match Last
Create New JSID Name Comparison Résumé Activity Updated
Job Listing 1201657 Mouse, Minerva A View View ™M 1241108
Manage @ 263279 Kofoid, Chandra Lee V@ew View 08/09/05
Job Listings 286839 Name Suppressed View Suppressed 12411206
T view| 756346 Jensen, Colleen Renee View View 04/30/05
Wen:‘:‘: 1063795 Brammer, Evan Edward View View 11415105
e Match| 18544 Name Suppressed Wiew Suppressed 030306
T coepy] 42069 Doe, Jane View View @ 12208208
252973 HUNTER, CASSANDRAL Yiew Suppressed 09/08/05
—Recmﬁ:::':‘a":’:::: 312994 O'Hara, Maureen View iy TEHRTE
— " Submit| 877030 Name Suppressed View Suppressed 1041905
837968 Mata, Stevie A View View 01/09/06
887248 Deere, John View Wiew 10/30/06
912526 Carpenter, Karen View View 10/30/06
1134209 Oyle, Olive View View 10/30/06
178877 Boop, Betty View View 10/30/06
R . 201640 Gale, Dorothy Yiew Yiew 10/04/06
ecruitment 62528 MINK, BEVERLY J view  Suppressed 11101105
H 154327 Contrary, Mary M View View 10/30/06
Results Ilnk 4757380 Harlow, JEAN View View @ 10/30/06
529798 Name Suppressed View Suppressed  (E) 12/11/06
712055 LORD, JAYNE M View Suppressed 0141108
1028620 NMame Suppressed View Suppressed 10/21/05
1065802 Name Suppressed View Suppressed 04/20/05
1159386 Name Suppressed View View 10/14/05
1185301 Lane, Lois Wiew Yiew 12/06/06
Next Last] 1t0 25 of 66 Job Matches

Note: There are 2 additional job seekers who have been notified of this job listing by Employment Depatment
<taff,

PRINT UPDATE LISTING TELL ME MORE...
£) (=)

Match response time: 1 minutes and 2 seconds.
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AlMatchSkllls —(Fioms) Recruitment Results

WORKSOURCE_OREGON
Receptionist (JL ID 3981043 Open

My Company O s Please complete the following information about any job applicants referred to you through
Information iMatchskills.

Create New = Refarrals are listed by name. Selectthe option that best describes applicantresponse or
Job Listing O status.

Manage = Referrals are based on information supplied by the applicant. Gregon Employment
Job Listings -, Departrnent does not perform criminal background checks or reference checks. We
Wiew encourage you to conduct your own background checks inyour hiring process.
Edit
Match se::i;:g: Py — Results: H=Hired ANH=App Mot Hired
Copy OED Staff Referrals (0) ARJ=App Refused Jobs/DHR Wiod HNR=Mot Resulted

DMA=Did Hot Apply
EmpleyEr SelFRSESmEIS (&) DNR=DCid not report to inte e

Shonge St Joh Seeker SeltRefarrals (0

* ~Recruitment Results

OED Staff Referrals

Mo OED Staff Referrals have been made an this jok listing.

Please tell us who you hired through iMatchSkills (2000 character maximurm):

Click on the
name of the list
yOu Wish to View Diid anyone refuse a job offer? {2000 character maximum)

Other Comments (2000 character maximum):

SAVE CANCEL TELL ME MORE...
=) (X
Employment Offices | About | Privacy Statement | Emplover Responsibilities | Feedback | Help | Logoff

Referral Lists

iMatchSkills will generate list(s) of those job seekers who were referred
to your job listing. You may view the list(s) on the Recruitment Results
screen. Remember, whenever you view contact information of a job
seeker, we consider that action to be a “referral” as you are indicating
an interest in making further contact with them.

Recruitment Results lists are divided into three categories: OED Staff
Referrals, Employer Self-Referrals, and Job Seeker Self-Referrals. The lists
are developed in relation to who/how the referral was made. The “who”
and “how” is determined by the level of service you chose for your job
listing. For example, if you chose to run your own matches and refer

job seekers, your referrals will appear on the Employer Self-Referral list.
Additionally, you may have elected to have the Employment Department
staff assist you in referring qualified job seekers, in this case, you may
have both Employer Self-Referrals and OED Staff Referrals. Regardless of
which recruitment result lists you may have, you can access each of the
lists in the same manner by clicking the view type you wish to see. The
number of referrals in each list are seen in the parentheses to the right of
the referral views. See example above.



Follow-up

Once you have interviewed and made your decision, you may result
the referrals by opening each referral list and selecting the appropriate
result code. Definitions for each code are above the list. Additionally,
there are three text boxes for you to provide us information in regards to
various aspects of your overall recruitment process. We welcome your

comments.

5iMutchSkills —(fome)

WORKSOURCE OREGON

Recruitment Results

Receptionist (JL ID 3931043 Open

My Company

» Referrals are listed by name. Selectthe option that hest describes applicant response or

Referrals are based on information supplied by the applicant. Oregon Employment

L ]
Job Listings ('P) Department does not perform criminal backaround checks or reference checks. YWe

View encourage you to conduct your own background checks inyour hiring process.

# Pleaze complete the following infarmation about any job applicants referred to vou through

Information iatchSkills.
Create New
Job Listing status.
Manage
Edit
Match Settings .
Match Wiews:
Copy OED Staff Referrals (0)

Employer Self-Referrals (6)

AL Job Seakar Self-Referrals ()

Recruitment Resilts

Results:

H=Hired

ARJ=App Refused Job/DME Wiork
DHA=Lid Hot Apply
DHR=0id not report to intenizm

Employer Self-Referrals

AMNH=App Mot Hired

MR=MNot Resulted

Logoff Help

Referral Result of Referral

Narme D=te H ARJ OHA DMR ANH MR Future Start to Work Date

Bergman, Ingrid 12M08 O O i i f {7 |-mon- % ||-day % || -year W
Charles, Nara 12008 O i i v " |-mon- % || -day- W || -year W
[oe, Jane 12M08 O O i i f {7 |-mon- % ||-day % || -year W
Harlow, JEAN 12008 O i i v " |-mon- % || -day- W || -year W
hdouse, Minena A [k Fecu R o A R i - A Feb || 12 W | 2007w
Rogers, Ginger 12008 O i i v " |-mon- % || -day- W || -year W

Total Employer Self-Referrals: 6

Please tell us who you hired through iMatchSkills (2000 character maximum):

Did anyone refuse a job offer? (2000 character maximum):

Minerva Mouse hired to start immediately. All ather referrals
were interviewed. Minerva had the best references.

Other Comments (2000 character maximum):

SAVE
=i

Employment Offices | About | Privacy Staterment | Employer Respaonsibilities | Feedback | Help | Logoff

CANCEL

X

TELL ME MORE...
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Closing your listing

When you are ready to close your listing, result the referrals that remain
unresulted and change the status of the listing.

5 iMatchSkills Listing Status

WORKSOURCE OREGON
Receptionist (JL 1D 395104) Open
My Company » Jab listings may be changed from one status to another.
Informatln O » The types of status available are contingent on certain conditions.
Create New » Status Tips will explain these conditions.
Job Listing O
Manage_ - Status
Job Listings T Incomplete
WView
Edit " Open (current status)
Match Settings
ateh " On Hald
Copy * Closed
« 7 Change Status| Clogsed Reasons
Recruitment Results " Filled NOT using ikatchSkills

* Filled using iMatchSkills
" Ligting Cancelled: Mo need at present
" Other Closed reasan

Please make Comments about this Status Change (2000 characters maximumy;

Minnie started today!

Application Deadline; place in Heold status the evening of:
June v|1  |v| 2008 v

Date this Job Listing can be Matched: place in Open status the marning of:
|-mc|n1h- V”-day- V||-year- V|
This joh listing will be Closed aon: March 15, 2007.
Ifyou need to extend this Close Date, please contact your local Emplayment Department Staff,
SAVE CANCEL TELL ME MORE...

(=) (X

Employiment Offices | About | Privacy Staterment | Employer Responsibilities | Feedback | Help | Logoff

To change status, click on Change Status in the Manage Job Listings
toolbar on the left. Click on Closed and choose the appropriate Closed
Reason. Your order will be closed immediately! If you'd like, we can
result the referrals and close the listing for you. Just let us know the results
of your interviews and we will update and close the listing for you!

34



If you have a need to open this listing in the future, you can use the
closed listing to create a new one! Here’s how you do that.

Using Copy to Create a New Listing

To copy a closed listing, click on Manage Job Listings on left menu bar.
It will take you to the Manage job listings page to show you all your
listings, choose the listing you wish to copy.

- Or -
Click on the closed link to display a list of Closed job listings in Job
Listings Quick Links. Choose the appropriate job from the closed list.
Click on the job title to select the job for copying.

5EM01' hSkills Manage Job Listings

WORKY$OURCE OREGON
ools - Job Listing Search Options:
My C _ .
In‘;or?nma':;“.’ O Recommended for companies Recommended for companies
Create N O with more than S0 job listings with less than 20 job listings
Job Listing
Manage
Job Listings @ (5) ADV. SEARCH ) (5) sHow ALL
g O
Incomplefe (1)
Pending Rgiew (1)
Cpergrt)
Closed (1)

TELL ME MORE...

Employment Offices | About | Privacy Staternent | Emplaver Responsibilities | Feedback | Help | Logoff

Other Job Listing Quick Links:

OPEN: If the listing you wish to copy is currently open, you may just
want to increase the number of openings rather than add an additional
listing.

PENDING REVIEW: If the listing you wish to copy is in pending review
status, you may just want to edit it. Make your changes and “submit” the
listing for staff review and approval.

INCOMPLETE: You may not want to copy an incomplete listing as it has
not been fully completed or submitted for review. You may click on an
incomplete listing to complete it then “submit” the listing for review and
approval.
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=% iMatchSkills Job Listing Search Results
ﬂwonxsounce OREGON

List of Job Listings based on search criteria entered.

My Compan
In\;ormaiij:icm!'|r

Create New

Job Listing
Manage

Job Listings

Advanced Search

L] Search Results

Referrals
JLID Title Status Waork Site City to Result
3923105 Lead Receptionist Closed Downtown Portland I

Tatal Listings {based on search criteria) = 1

ob = ] O (S

IncompletgA1)
Pending jewe (10
Opn (1)
ozed (1)

B A O R
- s
Employment Offices | About | Privacy Statement | Employer Responsihilities | Feedhack | Help | Logoff

Click on blue title link to select job listing

5|M01'Ch5kl"5 Job Listing Summary

WORKSOURCE OREGON

- Lead Receptionist {ID 398105)

Status: Closed - Listing Cancelled; Mo need at present
closed on: Mar 23, 2006 11:02:03 am
Job Infermation
Reguirements: Twa vears of office administrative experience including greeting custamers,
Manaoe scheduling appointments, perfarming basic office tasks such as filing, faxing, and data entry.

Job Lgstings High school diploma or GED. Yalid driver license to run hasic errands and drive between work
e T wiew| sites for meetings and occasional work,

My Compan
In\;orma":ionv

Create New
Job Listing

Job Duties: Answer multi-line phones, schedule custormers and employees for appointments,

— price and purchase office supplies, sign in and hadge visitars, use a computer to perform
various tasks throughout the day. Drive hetween Porland, Salern, and Eugene work sites.

NHumber of Openings: 1

Hours per Week: 40 This positionis: Full Time

Will this job have a duration of six months or more? Yes

Shifts Available: 1st (Days)

Click Copy to copy listing

ZiMatchSkills copy JebtEtng

Logoff Help

Copy Job Listing Confirmation

ou have requested to copy job listing 398105 to a new job listing.

If wou would like to continue with the Copy, choose Continue below. The copy will be
performed and you will be taken to the Job Listing Summary of the created job listing.

If wou do not want to copy this job listing, choose Cancel below and you will be returned to
the screen you came from.

CONTINUE CANCEL

p——

Click CONTINUE to confirm copy request



5iMCﬂ'ChSki"S —{Home) Job Listing Summary

WORKSOURCE OREGON

My Compan
Inlvflormar':icm‘J|r

Create New
Job Listing
Manage
Job ngstings @
- Wiewr
Edit

Copy

Change Status

- Lead Receptionist {ID 398412)

Status: Pending Review:

Job Information

Reqguirementg Two yvears of office administrative experience including greeting custamers,
scheduling ghpointtments, performing basic office tasks such as filing, faxing, and data entry.
High schoo)diploma or GED. Walid driver license ta run hasic errands and drive hetween wark
sites for mgetings and occasional wark,

CAnswer multi-line phones, schedule customers and employees for appointments,
purchase office supplies, sign in and badaoe visitars, use a computer to perform
asks throughout the day. Drive between Paortland, Salem, and Eugene waork sites.

r of Openings: 1
Houys per Week: 40 This positionis: Full Time

Contact
atch Preference; Job Seeker Match
eferrals Requested: no limit

Contact Name: Jake Brake (Superisor)
Phone: (5549 947-1678

Joh Seekers are Required to contact an Oregon Employment Department office to receive
further instructions for this Joh Listing.

iMatchSkills will assign a new job listing number to the copied job listing.
If no changes are needed you're done! It is in Pending Review status and
has been submitted for review and approval by WorkSource Oregon staff.

If you have changes to make, you may edit the listing by clicking the edit
link. iMatchSkills takes you to the Job Listing Edit Confirmation screen.

5iMOfChSkI"S —{Home) Job Listing Edit Confirmation
WORKSOURCE OREGON

My Compan
Invflorm a":innv

Create New
Job Listing
Manage
Job ng;tings @
WView
. Edit

Copy

Change Status

Please Note:

You have chosen to edit a Job Listing that is currently in "Pending"
Status. Ifyou edit this Job Listing, the Job Listing will have to be RE-
SUBMITTED for review.

It will be reviewed within one full business day, at which time the Job
Listing status will be changed from Pending to either Open or Staff Hald.

If you do not need to edit this Job Listing, choose the "BACK" button.

BACK NEXT TELL ME MORE...

Emplayment Offices | About | Privacy Statement | Emplover Responsibilities | Feedback | Help | Logoff
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Clicking on the% button takes you to the job information screen
to edit your job listing information.

5iMOfChSkI"S —(fHome) Job Information
WORKSOURCE OREGON

My Compan
In"rform a':innv

Create New
Job Listing

Edit
Job Listing @

L] Job Information

Job Classification
Skill Selection
License Selection

Job Reguirements
Driver License
Language Skills
Compensation
Wark Site Location
Contact Selection
Contact Details
Submit

Manage
Job Lligstings O

Flease Note:
Review your job listing at
any time by selecting the
JL Summary tab.

*required fiekl

Lead Receptionist (JL 1D 3923412) Incomplete

*Juob Title:
|Lead Feceptionist

*loh Description/Duties (3250 character maximum:

Enter minimutm requirements and johb duties.

You can select required and preferred skills an a later screen.

Please explain justification for any potentially discriminatory job requirement in this field.

Requirements: Two years of office administrative experience including greeting
customers, scheduling appointments, performing basic office tasks such as filing,
faxing, and data entry. High school diploma or GED. “alid driver license to run
basic errands and drive between work sites for meetings and occasional work.

Job Duties: Answer multi-line phones, schedule customers and employees for
appointments, price and purchase office supplies, sign in and badge visitors, use a
computer to perform various tasks throughout the day. Drive between FPortland,
Salem, and Eugene work sites.

*Mumber of Openings; |1
*Hours per Week: ’E Is this position: ™ Full Time © Part Time © Varies
*Will this job have a duration of six months or more? ™ ves T Mo

*Shifts Available (check all boxes that apphi:
M Davs)y | 2%Swingy | 3%Nights) [ Rotating [ Split

Is this an apprenticeship opportunity? © Yes ™ po

Is this an Oregon Transportation Investment Act {OTIA) opportunity? © Yes ™ Mo

NEXT TELL ME MORE...

=)

Employment Offices | About | Privacy Staterment | Emplover Responsibilities | Feedhack | Help | Logoff

Use the% button to move through the list of areas or click on the
name of tn€ area you wish to change in the Edit Job Listing menu bar.
Click on Submit to submit the listing for staff review and approval once
you have made the desired changes.

Once your listing is approved, you may match it as described (pages 20-
25).

As always, if you have any questions, contact your local WorkSource
Oregon Employment Department office for assistance. We are here to
serve your business needs.



Any Questions?

WorkSource Oregon staff are always happy to provide you with
technical assistance and support should you have difficulty accessing
any area of your iMatchSkills record. Contact your local office by
selecting the Employment Offices link on the bottom of every page.

Useful iMatchSkills Navigation Tips

i i
Clicking on the 5lMQTChSk|"S

WORKSOURCE OREGON icon takes you to
your iMatchSkills home page. Anytime you get lost, go to the home
page and start again. Your employer Identification number (EmpID)
is on your home page in the upper right portion of the page. Staff
may request this number when providing technical support or to
assist you in your recruitment effort.

TELL ME_MORE... . o _
Choose (7) or if you need specific information

about any screen you are on. These links take you to the help for that
screen. The data items on the screen are explained on the help page.
Help is a pop-up window and to exit a help screen, you must click
on the red P24 in the top right corner of the screen.

Always use the button at the bottom of each
page. Using iMatchSkills navigation moves you to the next

page AND saves your information. Do not use your browser’s Back
or Forward buttons. Using your browser navigation buttons could
throw you out of iMatchSkills and lose the information you have
added on the screen you were on at the time.

Click on the Employment Offices link available on most pages to
see a list of all WorkSource Oregon, Employment Department offices
statewide and view their contact information.

A red asterisk (*) always indicates a required field. You'll receive an
error message if a required field is not completed.

We welcome your feedback and suggestions. Click on Feedback
from any screen to provide feedback on that page or on our system.
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Useful Links

Regional
economists
and Workforce
Analysts can
provide you
with Regional
information for
your area.

40

Oregon Labor Market Information System (OLMIS)

OLMIS is an award-winning program developed by the WorkSource
Oregon, Workforce and Economic Research Division. OLMIS helps
employers and job seekers to find out information on a variety of
labor market and occupation topics. It is a useful resource for finding
occupation, wage information and other economic information for
business. We have regional economists and Workforce Analysts to
provide you with information to help grow your business. http://www.
qualityinfo.org To contact Workforce and Economic Research staff go
to OLMIS and choose “Contacts” http://www.qualityinfo.org/olmisj/
Contacts?zineid=czine

Bureau of Labor and Industries (BOLI)
Technical Assistance for Employers -

The Bureau of Labor and Industries is the State of Oregon’s enforcement
agency regarding employment laws, rules, and regulations. The Oregon
Employment Department assists employers who comply with these
laws. To help Oregon employers comply with employment laws, the
Bureau of Labor and Industries, Technical Assistance for Employers

Unit offers telephone and web-based information, pamphlets, fact
sheets, handbooks, posters, and general and customized seminars and
workshops.

Examples of topics covered by BOLI include, but are not limited to:

B Pre-Employment Questions (i.e. Disabilities, Marital Status, Age,
Race/Gender, Sex, Injured Worker, Religion, National Origin, Family
Relationship)

B Minimum Wage and Overtime Pay
B Break

B Hours Worked and what is considered “Paid Time”

If you have questions regarding specific laws, contact BOLI’s Employer
Technical Assistance unit in Portland, Oregon at (971) 673-0824 or go
to www.oregon.gov.boli/ta for more information.



Quick Coding Guide

1. Select appropriate Occupation:
a) Use Keyword Search to find an individual occupation. Key
in the job title or partial title. press (o) the word

OR
b) Scroll through the Job Classification Groups list, find the right
group of occupations from which to select an occupation,
click on the occupation to highlight then press (o)

2. Check the Occupation Details by clicking the blue job title.
If correct, use drop down box to select the minimum amount of
experience desired

a) If incorrect, use @ button to go back to search page.

3. Select occupation then assign the amount of experience you want
candidates to possess before referral to you.

4. Click %’ to go to the Skills Search page.

5. Select all appropriate skills as either a required (must have) or
preferred (Nice to have) and

. Click on %’ to save skill selection.

7. Review Selected Skills Summary. If okay, click % to save skills.

8. Complete all remaining fields by clicking %’ enter data page by
page until complete information is contained in listing.

9. Review listing summary. Check all sections for accuracy or errors.
a) If incorrect, click on Edit in Tools Menu
i) Edit incorrect section by clicking on blue section title

Quick Code

10. Click on Submit to submit listing for WorkSource Oregon staff
review and approve.

11. Once your listing is approved, you may match the listing.

REMINDER: If you have questions click on m from the page you are on to get
specific information. Click the red lz4 in the upper right corner to exit help.
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Quick Match

Quick Match Guide

Note: Job Listings must be in Open Status to Match

2. Under Tools Menu — Select Manage Job Listings
3. Click on Open Jobs to display list of open job listings
4. Select job you wish to match by clicking on the blue job title

5. Click on Match to use initial match settings based on skills and
experience on listing.

a) Click on View under Match Comparison to view an individual
job seekers match comparison of job listing skills and to the job
seeker’s skills

b) Click on View under the Résumé to view a job seekers
confidential résumé.
i) If you are interested in contacting this job seeker, click on
View Contact Information. This marks the job seeker as a
referral. Match Comparison may be printed by clicking on
button. Résumés may be printed in PDF

= icking on the button.

i) If you are NOT interested in this job seeker, use the@
button to return to the match list. (do NOT look at a jo
seekers contact information unless you are interested in
interviewing the job seeker)

6. Click on Match Settings to change Match Criteria to get a more
specific list.
a) If you have a long list of matching job seekers (TOO MANY):
i) Change some “Preferred” skills to “Required” skills and
click on the {C ) RUN MATEH) button to get a new list.
Repeat Steps 4a & 4b.
b) If you have a short list (TOO FEW)
i) Change some of the “Required” Skills to “Preferred” and
click on ) RUN MATEH) button to get a new list. Repeat
Steps 4a & 4b..

7. If you want to get a list based on skills alone (SKILLS MATCH)
i) Un-check the “Use in Match” box next to the Occupation
Title experience drop down box and click on the
() RuN mATCH) button. Repeat Steps 4a & 4b.

v
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REMINDER:

8. Contact the job seekers as desired.

9. Result referrals by clicking on Recruitment Results in Tools -Manage
Job Listings menu

a) Select view you wish to result. Click on the appropriate result
of referral code. If hired, what day will they start work? If they
will start later, Use drop down menu to select future start date.

i) Type a brief note on the person who was hired.

i) IF anyone refused a job offer, let us know who refused and
type a brief description of the circumstances surrounding
the job refusal.

iii) You may type any other comments you have about the

process, your experience, or make a suggestion, if you
wish.

10.Close listing. Click on Change status to open the Change Status
Menu.

a) Close listing by clicking on the button next “Closed”.

b) Choose the appropriate Closed Reasons by Clicking on the
radio button next to the appropriate reason.

c) Make any comments you wish in the comments box.

d) Click % to save your changes and close the listing.

If you have questions click on m from the page you are on to get
specific information. Click the red lz4 in the upper right corner to exit help.



Quick Copy

Create a new listing using copy feature:

1. To copy a closed listing, click on Manage Job Listings on left Tools
Menu bar.

Click on the blue Closed link to display list of closed job listings.
Click on blue title link to select job listing

Click Copy on Tools Menu to copy listing.

Click w to confirm that you wish to copy this particular
listing.

6. iMatchSkills copies the listing and gives it a new job listing number.

T~ W N

N

. Review listing.

a) If correct as written, click on %’ . Your listing is now in
Pending Review status.

b) If some areas are not correct,

i) Click Edit on the tools menu to edit listing contents. An
edit confirmation box will appear.

i) Clickw to confirm that you wish to edit this
listing.

iii) Select area(s) that need changing and make all appropriate
changes.

c) Click on Submit to submit listing to staff for review and approval.

d) Once listing is approved and moved to Open status, you may
Match listing to qualified job seekers as described in Quick
Match.

Quick Copy

REMINDER: If you have questions click on m from the page you are on to get
specific information. Click the red p.§ in the upper right corner to exit help.
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ZiMatchSkills

Thank you for using your
WorkSource Oregon
Employment Department services

We look forward to serving your business needs!

If you have questions about information contained
in this booklet, would like to provide feedback on its
usefulness to you or suggest improvements, please
contact your local WorkSource Oregon office or
email: employer@state.or.us

WORKSOURCE

OREGON

WorkSource Oregon ® Employment Department ® www.WorkingInOregon.org

ES PUB 301 (0407)



