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JOB ORDER FORM
	Employer Contact Information

Employer


Contact Person
  Title_________________________________

Address

Phone # (_____)_____________________________  FAX # (_____)________________________

Email Address: __________________________________________


POSITION (Title):_______________________________
  # of Openings: ________

REQUIREMENTS (Skills): 

- Required/Must haves (Minimal occupationally specific skills): 


PREFERRED SKILLS (optional): 

-Use this section to describe other considerations that are not skill specific that the employer will use in making their selection (driver’s license, tools, occupational license, etc.):

Additional Preferred Skills (optional):
Use this section to include occupationally specific skills that complete the description of the ideal candidate for the position that will not be used in the Automated File Search.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________

DUTIES: (General functions of the position to include technical aspects, work environment, travel, etc.):

________________________________________________________________________________
WAGE INFORMATION (not-applicable to agriculture job orders): Min____________Max___________Per________Hour  FT/PT_________Perm/Temp_________Shift___________How often paid?_____________________
__________________________________________________________________________________

BENEFITS: (Yes/No and type) ________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

DAYS AND HOURS:
Work Week__________                    Days______________                         Shift__________________

__________________________________________________________________________________

JOB SITE: (location of position): __________________________________________________________________________________
HOW TO APPLY: __________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________
HOW DID YOU HEAR ABOUT US?
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Job Order Form and Template Narrative: 
This form is designed to be used as Business Development Representatives interact with businesses and enter job listings into Connecting Colorado manually.  
1.     EMPLOYER CONTACT INFORMATION: 


a.  Employer Name


b.  Employer’s primary contact to include contact’s title


c.  Employer’s address to include street address, City, State, and zip code


d.  Employer’s primary telephone number


e.  Employer’s primary fax number


f.   Employer’s primary email address

2. POSITION:  


a.  Job Title 


b.  Number of openings for this job title

3. REQUIREMENTS:  Minimum occupationally specific skills required of the position.

i. Skills and experience in years/months must match the skills screen of the job order.

ii. List only those skills that can be measured by experience.  Soft skills such as communication, attitude, appearance, etc. should not be included in this section. 

iii. Factors that are important to the employer that can only be determined through a screening process should not be included in this section.  This includes drug screen and background checks. 

iv. Avoid including skills that are obvious to the position.  Some examples are:  

· 10-Key for a CPA, 

· Math for an engineering position

v. Skills listed in this section should never be removed from the Automated File Search.

vi. Lexicons must be used for all occupational skills listed in this section.

vii. List required occupational skills for which there is no Lexicon in this section. 

viii. Prescreening that will be performed by the employer such as a drug screen, criminal and/or financial background check(s).

ix. Describe tools and/or special clothing requirements that would not be obvious to the job seeker.

x. Soft skills that are important to the employer can be described in this section.

xi. Age, driver license, education, certification, and/or licensing requirements. 

xii. Bilingual.

4. PREFERRED SKILLS:  This section is optional.  Use this section to include occupationally specific skills that complete the description of the ideal candidate for the position

i. The standard for this section is the same as Skills Required.  Skills in this section should be specific occupational skills that include years/months of experience.

ii. Skills in this section should not be included in the skills section of the job order and should not be used when performing the Automatic File Search function.

iii. Lexicon codes should be used for preferred occupational skills.  If a Lexicon does not exist for the occupational skill, then it should be listed here.

5. DUTIES:  Description of the general functions of the position.  

The following should be considered in describing the position:

i. Lifting requirements.  Include minimum and maximum weight.

ii. Describe equipment that is used to perform the functions of the position.  

iii. Travel requirements and percent of time the position is expected to travel.

iv. Describe the work environment and conditions under which the position is expected to work.  This can include a description like “fast paced”, 50% of time will be spent working outdoors

6. WAGE:   The starting rate of pay.

i. Include the unit for the dollar amount (hourly, annually, etc.).

ii. Specify if the position is exempt, non-exempt, commission, tipped.

iii. For commission based job orders, include detailed information on paid wages for training and the compensation package for commission.

7. BENEFITS:  Paid benefits that the employer provides.

i. Describe the type of benefits that are employer paid or shared costs with the employee.  

ii. Include items like clothing allowance, relocation expense, company vehicle, vacation, and health and life insurance related benefits.  

iii. If benefits are available after a probationary period, consider including this information.  

iv. Sign-on bonus, shift differential and other incentives should

8. DAYS AND HOURS:  Typical work week for the position.

i. Document the days of the week the position will be required to work.

ii. Start and end time.

iii. Possible overtime requirements for the position.

iv. Permanent or rotating shifts.  If rotating, include rotation schedule.

v. Full-time, part-time, and/or permanent position.

vi. If the employer does not know which shift or days the position will work, state the operating hours and work days for the department/business that the position is being hired for. Include a statement such as: Hours of operation are Monday – Friday, 24 hours, work schedule will vary.

9. JOB SITE:  Office or work location.

i. At a minimum, the city/county and state should be noted.

ii. If the work location varies, then include each location.

10. APPLICATION INSTRUCTIONS (How to Apply): If you meet the minimum requirements please click on “See How to Apply” to view the application instructions.  

11.  HOW LEARNED of the WORKFORCE SYSTEM:  Note how the business learned about the Workforce System and the ability to post jobs into Connecting Colorado. 

** You must be registered with Connecting Colorado in order to view information on how to apply for any of these jobs.  Registration is available at no costs**

11. SPECIAL INSTRUCTIONS and TIPS:

i. Encourage employers to refrain from requiring resumes for positions that do not typically require computer skills.

ii. Closing date for application when applicable must be included in this section of the job order with “Apply By: MM/DD/YY”

iii. Do not restate minimum requirements in this section.  

iv. If the employer requests that they not be contacted, this should be stated in this section.  

v. Information that would provide the job seeker with specific application instructions that can be obtained from the web without a referral should not be included in this section.  

Writing Job Orders 

Job orders should be written using the same level of professionalism that is representative of the employer and the WFC.  Assume that the job seeker can follow instructions.  Restating expectations and using exclamation marks can send the wrong message.  Use spell check, business grammar, and proper punctuation.  

1. Generic occupational skills and other terminology to avoid:

a. Adjectives Do not use adjectives (energetic, dependable, organized, etc.) to describe required or preferred skills of the position.  Adjectives can be used to describe the work environment. 

b. Clerical: Use the specific occupational skills required to perform the clerical functions of the position.

c. Computer Literate: Broad term that should not be used.  

d. Expert: Do not use in job orders when no experience or nominal experience or training is required to apply for the position.

e. How to Apply: Avoid stating “See F10 Notes”.  Job seekers do not know what an F10 note is. Use “See Application Instructions”.

f. Irrigating: Broad term that should not be used as a skill.

g. Jargon/Acronyms: Don’t use them unless they are widely used and accepted. For example, PWFC is not widely known and should not be used.  To assist with the assistive technology reading programs, acronyms must have periods between each letter. Example: G.E.D.  

h. Lifting: Not typically used by job seekers in their registration to describe their skills.  Can be used in the duties section of the job order.

i. MS Office Use the specific MS Office applications.

2. Other information that is important to creating effective job orders.

a. Driver’s License:  Discourage employers from making this a requirement when the position does not require driving.

b. Employer Ads: Verify the information in the job order against employer run ads or vacancy announcements.  

c. H.S. Diploma/GED:  Discourage employers from making this a requirement for positions that could be filled by youth in school or for positions where this requirement does not make sense.  
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