Method for conducting job searches/matching for internal job orders
1. Review the job order (be sure to note the work site location zip code)
2. Near the bottom of the job order click Search Candidate(s)
3. The job search option will open to the Advance Resume Search tab.
a. Click Expand/Collapse (in the upper right corner) to show all search options. 
b. The Desired Work Location will be set to the work site.  This is the actual work site and should not be changed. 
4. I recommend that staff select the following options
a. Leave the Occupation setting as Both and Desired
b. Occupational Experience (if not zero) select Required
c. Salary (if given) select Required
d. Education level (if given) select Required
e. Qualifications (if None Selected) leave as N/A
f. Candidate Skills (if the job order # and job title are there then there is a list of skill for this job order).  Select - Display candidates that closely match your required skills (75% or higher)
g. Drivers License Type if required should automatically set to required
h. For Residential Location Area Type select Zip Code and enter the zip code for the work site location and select 25 miles.  (This will assure that the client live within a reasonable distance from the work site and eliminates clients that selected the entire state of Virginia for their work area.)
i. The default setting of Resume Status: Active and Online should remain (to assure that you are finding candidates that are actively looking for jobs).
5. Click search (this will give you a list of the candidates that meet the job order requirements based on the criteria listed above).
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Please feel free to contact Bill Walker with any questions or concerns about this process.  William.Walker@vec.virginia.gov 	(804) 352-3492
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Completing the process – sending the job notification to candidates
After completing the candidate search using the above job matching process to send job notifications to candidates that match, use the following process:
· [bookmark: _GoBack]Click on Name and Location in the blue bar section to group arrange candidates by last name.  (This will allow you to see if any candidates matched on more than one resume.)
· The job matching should give you a list of individuals that met the requirements for that job listing.  To further determine the suitability of the candidate I suggest the following:
· Look at their resume title.  If it is not similar to the type of work they might not be a good candidate.  For example, if you are matching for a warehouse worker and the resume title is dental assistant, I would not select that individual’s resume.  (They might have another resume with a more suitable title and be a good candidate for the warehouse worker job.)
· Click “View Resume” to see the individual’s actual posted resume.
· You can also click “Details” in the action section to additional background information on the candidate.
· Click the box in far right column (Select) to place a [image: ]for the individuals that you want to select for the job notification.
· Once all individuals are reviewed and the candidates to be notified are checked, scroll to the bottom of the page and click “Refer”.
· Next, click the option to Select Job(s) by (name of the company).
· Click in the right (Select) column to confirm the job order that you are going to use for the job notification. Scroll to the bottom of the page and click “Refer”.
· Set LWIA/Region; Office Location and Staff (this most likely will be pre-populated for you).
· In the Referral Type Section, in general you should always choose the option:  Notification to Job Seeker Only. 
· For Delivery Method be sure to click Email Notification
· Scroll to the bottom of the page and click Save to send the notifications.
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