. . Running a match in WIT is not the only way to find job
Sear‘ch for Quallfled Candldates candidates. Sometimes you have to be creative to find
just the right candidate. This tool is meant to help you do
just that!

Browse Job Seekers

use the Browse function, AKA “query”

T What’s the difference between a match and a browse?

P ——
Occupational Category: | Chocse Ore v

Occupatona Subcategery “

Occupation ]

A match is an automatically generated list of applicants
= — who meet the mandatory job requirements.

Tip: The 2 2P ot

Location’

oR-
Worklorse Area: | Chocss One ~
Workforce Solutions Offce ~

A browse is a manual search for qualified applicants.

Advanced Search Criteria

e You can enter any search criteria you like when you’re
Eavesion: [ChooaOna ~ brows]ng_
- e
Workweek: | Choose One ~
Duration: | Choose One. v shift | ChooseOre  [v]
Driver's License: | Choose One 2] Language:  Choese One =)
incustry: [ Choase One ~

Use the Browse function (some staff call thisa query) in  Start with the job posting you're working as a base, but then refine or specify some of
WorkInTexas to find qualified candidates. o .
the criteria. For example, use Job Seeker Browse—Text to enter a unique word or
phrase that will match to that same word or phrase on the job candidate’s profile. This
allows you to use common words specific to an occupation or industry like, “TWIC” or
“PTIN” or “Peoplesoft.” If you get too many matches, add additional criteria, such as
— location. The more criteria you enter, the fewer but hopefully better, matches you'll
waansrcnsr  get, However, when you are too specific, you can easily miss good candidates with
poor applications. Using one or two unique items to search may actually give you more
options from which to choose than a very narrowly defined search.

WORKE /(1S
com

My Home Page | Employer

RPN sisicm soministation | Repons

Job Posting Browse - Text

refine UNIQUE refine more GEOGRAPHIC refine again 277
* indicates required informaton — — = = ’ REQUIREMENT - = Em o o ’ LOCATION - e o o ’ R
»Enter Text: | Tax preparer with PTIN Match all words ¥
Example: Java Austn TX | (3 More examgles
pay: § Per:  Choose One ||
Workweek: 2
Durstion: ( Roguis - Many job results Less job results but these hits Fewer results

may be more relevant

Consider Other Occupations with Similar Skills

Look at Similar Job Postings

Find job postings similar to the one you’re working by running the

Job Postings by Occupation Report. g g .
g0y P P use specific filters like Workforce Area

Job Postings by Occupation Report and occupat"onal Category

Report Criteria
ssof Sep 18 230147
Worklorce Aea 1128 - GULF COAST WDE
Workfores Solutions Office 083 . WF SOL CYPRESS STATION

capsionsComory 4 Use this report to find postings with occupations similar to the occupation
e for which you’re searching. By selecting specific filters, such as the

Manimunm Edusation —

Workforce Area and Occupational Category, you can narrow the list. Then,
review the job candidates who were referred to these postings and contact
those who are qualified.

WORKE (2105
o

Interested - Open

Employee: CHOCOATEDESINS [Re—

Search Criteria

use the “Interested Open” list —

View a qualified customer’s “Interested Open” list.
There could be some qualified job candidates on
those postings.

Other Ways to Find Qualified Candidates

Keep a list of customers you've screened

N

spreadsheet index cards computer files drive

Use a spreadsheet, index cards, or files on your computer or shared drive to keep track of
candidates you've contacted and their job search information. Order it by occupation so the
next time you get an opening for that particular occupation, you can easily and quickly find job
ready candidates with good contact information. Be sure to keep the file updated!

Run the Unemployment Insurance Claimant List Report

WORKEZIH This report gives \,/ou a |IS'F of people who filed for unem.ploymer.wt msurance.(U.I).
com Although you can’t organize the list by occupation, the job candidates on this list

Unemployment Insurance Claimant List Report have recent work experience, are more likely to have current contact information,

Report Criteria ) ) “ ”

sovor eorosm and should be ready to interview “on-the-spot!

Workforce Area: 1328 - GULF COAST WDB.
Workforce Center: 0456 WF SOLUTIONS NORTHLINE

Date. Sep 02,2014

Job Seeker Registered Contact Ul Action Code
B No

EVERLY 1234 Worklorce D, Tnital Claim

Houston, TX 77777
(35551212

MANUELA No Inital Claim

Jonaun No

NEAL Yes Re-Opened Claim

Jose Yes Inital Claim

Run a WorkInTexas Ad hoc Report

You can define the criteria on an Ad hoc Report in WorkInTexas to return a list of
customers who have a specific occupation on their application. To run the report:
¢ Access the Report tab in WIT
e Choose Ad hoc Reports > Add Report

Occupation 37301100 Landscaping and Groundskeeping workers
. . Occupstion 373
. lete the foll fields: A=
Complete the following fields: wro | v fos  |iea| oo |oronefenmlen 2o | once |ame | o |oe | osserce | oy
. 10106124 | 1/26/2034 [ERIC [ 3/10/1380 [TExAS CITY 7500 | 238 | 9 | 24060 | 0 | 7/29/201 | ENg
. h | 10139127 | 12/1/2013_|RICHARD 1/6/1971 [ALvin 7511 | ase | 10 | 1soe0 | 36 | 2//2018 | Eng
o Status: Choose Fina 10139127 | 12/1/2013 |RICHARD: 1/6/1571 [ALVIN 7511 | 235 | 10 | 5080 | 36 | 2/9/2018 SPA
10375299 | 9/15/2013 |GEORGE 2/5/19%0 SWEENY 77280 | a8a | 10 | 15080 | & | s5/11jo014 | eng
H 3 10393564 | 3/2/2014 |STEVEN 1/1/1584 SEABROOK 77586 | 469 5 18560 | 24 | 4/17/2014 ENG
o Enter a Name and Descrlptlon for the repo rt 10397918 |  null _ [JOSHUA 7/21/156% [GALVESTON 77550 | 238 | 1o | soe0 | 24 | 3joe/2012 | NG
10597918 | nuil__osrua 7/27/1984 GALVESTON 77550 | a8 | 12 | 15080 | 24 | sjae/a014 | sea
10597518 | null __ [JOSHUA 7/27/1584 GALVESTON 77550 | 235 | 12 [te3oera| 24 | s3/o5/2012 | NG
o Choose Output Type: Excel e T i W 573 T T TE 0 Y
10837542 | 9/29/2013 |pouGLas 8/16/1980 HUNTSVIUE T | e | 1 | a0 | 6 5/7/201a | ene
. 10837542 | 9/29/2013 |DOUGLAS 8/16/1980 HUNTSVILLE 7320 | 2% | 1 | 1s0s0 | 8 5/7/201a__| NG
Enter the SQL Code (From the Occupation Ad hoc Report e T P T e s 37
10856552 | 9/8/2015 |DERRICK 7/11/1568 HOUSTON 77026 | 26 | 12 | 2300 | 14 | o015 | eng
. . . 10512500 | 6/29/2014_|CHARLES 4/13/1983 GALVESTON 77550 | a3 | 1a | 1500 | 20 | opons | ene
SQL Job Aid under the resources tab in the NWI Learning Icsi57s | 111072013 Jrotanoa Sizrjisss erutcy | | e | s | e | 3¢ | awaers | oo
10515728 | 11/10/2013 |YOLANDA 9/21/1959 LEAGUECTY | 77573 | 238 | o | o7oe0 | 26 | 2o6/o012 | spm
10515728 | 11/10/2013 |YOLANDA 5/27/1859 lEAGUECTY | 77573 | a8 | s | s1e2e | 2 | aoe/m14 | ene
Management System) 10515728 | 11/10/2013 |YOLANDA 5/27/1958 LEAGUE CITY 77573 | 439 ] 31824 | 24 | 2/26/2014 SPA
10520678 | nuil [ARUN 1/31/1983 HOUSTON 7009 | 206 | 12 | 15750 | 18 | 1222013 | eng

o Click Generate

Market

We encourage job seekers to network—and so should you! Networking is still the best
way for job seekers and employers to find each other. The key to networking is to
market what you’re “selling” —in this case the job posting. Market to both internal and
external customers.

INTERNAL EXTERNAL MARKET WHAT
* ECs * Hot Jobs board YOU’RE IISELLING!”

® PSRs e Employers

o O
e Resource Specialists * Resource area announcements
e Other Staffing Specialists g e College placement departments
e Greeters e Social media
e Morning huddle share e Professional organizations

e Email blasts



