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Slide 1. Employer Job Orders & Resume Searches

We are now going to address the topic of Employer Job Orders and Resume Searches. 

Slide 2. Employer Drop-down Menu
Employers have many features to use on the Talent Bank. I’m going to briefly review them using the drop-down menu and then we will get in to the details. The first thing an employer must do is Sign Up for a free account. Unlike Job Seekers, there is nothing for an employer to do unless they sign-up.
Once they sign-up, employers can do a Resume Search to get an idea of the talented job seekers we have, but they cannot see the contact information for the job seekers until they are validated by the Talent Bank Services section. I will discuss the validation process in a few minutes. 

They can immediately Enter a Job Order. 

They can also Maintain existing Job Orders. A feature that we are emphasizing under Maintain Job Orders is that they can specify the Number of Jobs Filled---and I will show you more about that later.

Employers can also Register a Job Fair. When they click on the job fair link, it takes them to the Career Portal where they fill out an on-line form.

In addition, employers can Modify their Sign Up information from the drop-down menu. Once our staff validates an employer, they cannot change their business name, address or the name of the contact person. They CAN change their phone number, email address, business category, etc. We established this policy in order to maintain the correct identity of the owner of the account. Employers are notified on the page that they must contact the Talent Bank Help Desk to change the locked down contact information. If you are assisting an employer through Mediated Services, you can also contact us to update the information.

The FAQs are available for employers by mousing over the menu and then clicking the FAQ link.  You may also use this as a reference for yourself.

Slide 3. Employer Main Menu Page
This page will display after an employer clicks on the drop-down menu on the top or on the bottom of the Home page.   This page gives employers an overview of the available features and allows them to gain quick access to them. From time to time, we post special messages to employers on this page if there has been a change to their features.
Slide 4. Employer Features
Three of the features listed are the Resume Carts, Save Your Searches and the Talent Scout. As you can see, an employer can have as many as three Resume Carts with 25 resumes each.  The resumes will be available for 14 days. However, if a job seeker inactivates their resume during that time, the employer will be told it is no longer available to be seen.

The Saved Searches do not have a time limit, but remember that only the SEARCH CRITERIA is saved, not the resumes. Each time they search, they will retrieve new resumes.

Employers may use the Talent Scout in the same way that Job Seekers use their Job Scouts.  They must have an email address.

Slide 5. Features Continued
The Employer testimonials may assist you in convincing an employer to register with the Michigan Talent Bank.  Note Ron W’s posting!
Slide 6. Employer FAQs

Here is an example of what the FAQ list looks like. We are always looking for new information to add here, so please let us know if there is a topic your employers would find useful. 
Slide 7. Employer Sign-up
Employers using the Talent Bank must be validated or verified. Commercial web sites only need you to pay for an account and you can get in. We verify that an employer is who they say they are by demanding that, 1) we can match their Federal Employer Identification Number or FEIN, with Michigan Dept. of Treasury data, or 2) they provide other official tax information verifying their FEIN. This process is usually completed by the next business day if the data matches Treasury data. Employers are automatically notified by email that they were validated, if they provided an email address on their registration. We notify those who cannot be validated that we need more information. We have added new steps in the process to mail letters to those who don’t have email. We send second notices and try to get them validated within 14 days. This has resulted in validating additional employers. 
We have a new notice going up soon to give employers more information about the process. 

Slide 8. Employer Thank You Page
This page provides employers with an overview of the features and gets them going using the MTB!
Slide 9. Job Orders

Let’s talk about Job Orders. The first requirement is that you use Mediated Services or the One Stop MIS system to enter job orders. 
I will explain more about that shortly.

Employers find it useful to be able to Replicate Job Orders. This is to be used when the employer has the same job in more than one location. When they replicate it, they can select a new city. They can replicate an order up to six times.

We offer a Free link to the employer’s website. We do not check these out except to edit it for proper URL (web address) format. If you see something that looks wrong, let us know and we will follow up with the employer. 

“Web site only” is a fairly new for method of contact on job orders. In the job seeker section, we discussed this trend.

Create Talent Scouts. This is an easy way for employers to search 24 hours a day for candidates. An employer can only create a Talent Scout that is attached to a specific job order. 

Slide 10. Mediated Services Menu
This is the entry page for providing mediated services to employers.
All MWA and ESA staff are required to use the Mediated Services/One Stop system to service employer accounts. This policy is discussed in detail in Policy Issuance: 03-10 dated January 9, 2004. It states: 

“If staff enters a business registration on behalf of an employer, they must do so using the Staff Access menu item in the One-Stop Management Information System (OSMIS).” 
This is also referenced in the ES Manual: Section 102-B.
If you are not using this site, please speak to your supervisor or manager about it. Staff are NOT to use the general public Employer menu page to establish employer accounts, enter job orders or search resumes.
If you do not use this site, the work you do for employers will not be counted. Every morning you should start your day by logging in.

When you want to enter a new employer registration, modify an existing one, or enter job orders for employers, look for the light blue highlighted, dropdown menu and click on Employer Menu.

The next slide shows the page you need to bookmark so you will have easy access to the rules and policies you are to follow when assisting employers.

Slide 11. Employment Services Menu
As you can see on the left side of the page, you have electronic access to the manual, all the employment-related forms, policies, and memos.
Slide 12. MiOP Addition to Job Order

A matter of weeks ago, this option was added to the job order for employers. They check the box to indicate if they want to be contacted by MWA staff for help in filling their hiring needs. If you have any questions about it, you must contact the Employer Tracking System staff.
Slide 13. Talent Scout

If the Talent Scout is activated, it will send a minimum of five resumes and a maximum of 20 resumes per day.  The default is 5 if the employer chooses no other number.
Slide 14. Find the Right Resumes
Employers can tailor a search to find the right candidates. When we get a complaint from an employer who can’t find the right candidates, it is usually because they are not using all of these features to search the resumes. 
When an employer selects Location, it should be the location OF THE JOB---not where they want candidates to come from. 

Select Text to specify key words to search on. Examples would be specific software the candidate must be able to use, a particular machine they must be trained on, or a task they must do.

Non-text search features include a resume date range (30 day default), educational level, and/or wage offered.

Use job title to match job titles entered by job seekers.

Slide 15. Search Criteria
Once the employer finds the Search criterion that works for a particular job, they can save it. They can always edit or delete it later.
Slide 16. Saved Search Criteria
This is an example of the saved search criteria page.
Slide 17. Resume Shopping Carts
If you found the right resumes and want to view them later, you can save them to your resume-shopping cart by clicking on “Add Resumes to Cart” in the lower left-hand corner. An employer can create three carts with up to twenty-five resumes per cart.
Slide 18. Cart View

This is a view of the resume cart. After the cart has been created, the employer can manage it through this screen, which is accessed on the menu drop-down bar.
Slide 19. Job Openings Filled
This is the page used by employers to manage their job orders. A job order only stays in the employer list for one year. If the employer re-activates the order, the clock starts running again and the employer will have it there for another year. We recommend that employers print out and save copies of their job orders in case this one-year period lapses.
We recently modified the Modify Job Order List to emphasize the number of jobs filled. 

Slide 20. Questions? Suggestions?
Here is the contact information for us again. 
It is important that you note the email address under the Mediated Services/One Stop MIS heading.  Send all One Stop/Mediated Services questions and concerns to implementation@michworks.org.

Now we will take questions from you about Employer Services.
