
CM-08 Job Seeker Referrals to Employer Relations Unit for Adult/Dislocated/Youth 
Process for Washington, Ozaukee and Waukesha Counties 

 
Updates 
03/13/2017: Redefined roles and clarified process 
11/10/11: Rename Business Service Unit to Employer Relations Unit 
10/2004: First posted 
 
The purpose of this policy is to define the process for Career Planners to refer job-ready participants to the Employer 
Relations Unit, the role of each group, the process Employer Relations Unit will provide in assisting with job placement 
of the job-ready clients, and direction for Career Planners on when to indicate ERS assisted on the Exit Checklist.  
 

“Job Ready” Definition 
The first step in the referral process is for participants to become “job ready,” meaning they: 

 Are seeking full-time permanent employment following case management, work readiness training and/or 
advanced/occupational training 

o Exception: youth program participants who would benefit from part-time employment options  
 Have identified and narrowed the field in which they are seeking work which is evidenced by having a clearly 

defined career objective 
o Exception: youth program participants who are new to the world of work who need ERU assistance in 

finding job shadow, work experience or internship opportunities. The ERU referral form should clearly 
indicate the need for these services and should at least be targeted to one industry or job type (as 
outlined on the IEP) 

o Exception: youth program participants who need immediate employment. Clear job titles should still be 
provided on ERU referral and the need for immediate employment should be noted 

 Have gained the appropriate skills, experience, training and education for the positions sought, or training could 
be completed through work-based learning services (work experience, internship or on-the-job training) 

 Have made a plan for dealing with potential barriers to job retention (child care, transportation) 
 Have a marketable resume 
 Are able and willing to follow-through with provided job leads and interviews 

 

Process 
In order for the system to work best, it is expected that most job seeking participants will become job ready and will be 
referred to ERU.    

1. Participant is determined job ready  

2. The Career Planner completes the Employer Relations Unit Referral Form (posted on the staff side of the 
website) 

3. After completing the form electronically, the Career Planner emails the form to the Administrative Assistant in 
the Employer Relations Unit in Pewaukee along with an electronic copy of the job seeker’s resume utilizing the 
appropriate email address (to protect PII) 

4. When the ERU Administrative Assistant receives the completed referral form and resume, the participant 
information will be added to the ERU Referral spreadsheet and both documents will be posted on Huddle, a 
cloud-based resource which is accessible by ERU in all 3 locations 

5. Every Wednesday, Career Planners should email updates to the ERU Administrative Assistant; names to remove 
because the individuals are no longer looking for work 

6. Every Friday, the ERU Administrative Assistant will email notice of the updated referral list to ERU, Career 
Planners, Operations Manager and Program Manager 

 

Roles 
After becoming job ready, participants are expected to:  

 Provide a resume (or multiple resumes for various industries) to their Career Planner  
 Communicate: respond within 24 hours when a Career Planner asks if a resume can be sent to a company  
 Actively look for work  
 Market the on-the-job training program in their cover letters and during interviews, where applicable 



 Provide information to their Career Planner as to where applications have been made and when interviews are 
held 

 Follow up with businesses after interviews  
 Be available by phone or e-mail during the business week  
 Keep a positive attitude and remain professional with potential employers  
 Keep on good terms with potential employers as much as possible  
 Participants will only be given 2 opportunities per program episode to complete a service, meaning, if a client 

voluntarily discontinues an ojt, the client will only be offered one more ojt service.  For youth, this applies only 
to each service, meaning a youth who voluntarily discontinues 2 work experiences would be eligible for an ojt 
but there would need to be extensive work with a case manager first. 

 

Career Planners 

 Assist job seekers in becoming job ready by  
o Enrolling those seeking work in the WIOA program, regardless of barriers 
o Assessing for work readiness, soft skill and technical skill gaps 
o Providing training (formal or informal) to address gap areas 

 Assist with resume development and interviewing preparation 

 Determine when a participant becomes job ready and complete ERU referral 

 Maintain ongoing communication and engagement with participant and ERU 

 Provide weekly updates to ERU Administrative Assistant to keep spreadsheet accurate 

 Provide participant interview information to ERU for follow-up 
 

Employer Relations Unit 

 Work with businesses and help them fill their open positions by providing job leads to Career Planners for 
distribution to those who are job ready 

 Follow up with businesses after distributing job leads and inform Career Planners of status of lead and/or hiring 
process 

 Review the weekly ERU referral spreadsheet to stay current on the types of positions being sought by those who 
are referred 

 Provide participant resumes to businesses  

 Follow-up after interviews with businesses and provide feedback/information to Career Planners 

 Market job seekers and hiring incentives to businesses 
 

ERS Placed on Exit Checklist  
ERU names will be included on the Exit Checklist if the ERU provided a tangible contribution to the placement.  “Tangible 
contribution” is defined as the following:  

 Direct placement or placement as a result of an OJT, a job lead sent by an ERS and follow-up on behalf of a 
WIOA-enrolled participant, resume submitted to business without WOW Factor, resume submitted as a result of 
WOW Factor, and/or follow-up on behalf of a WIOA-enrolled participant 

 OJT, Work Experience or Internship contract developed, submitted, and approval by WDI 
 
An ERU just calling a business after an on offer has already been extended and the business choosing not to take 
advantage of incentives does not count as a tangible contribution. 
 
For those job seekers who are hired through a tangible contribution by ERU and Career Planners do not plan on exiting 
the participant within 3 months or so of hire, an email will be sent to the PSA in Pewaukee noting “credit” for the 
placement.  This situation will arise most often for youth program participants who need to work immediately upon 
entering the program but who still have service needs that will have them remain in the program for an extended period 
of time. 


