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Focus/Assist — Triage and Customer Engagement

Workforce Edition v3.30 Focus Suite — This document is updated periodically as new features are added.

Section 1: Introducing the Focus Suite

Whetheryou’re new to the Focus suite or transitioning from an earlierversion, Burning Glass welcomes you toits new v.3 platform, designed to
provide greater flexibility and time savings for workforce staff. The expanding menu of features —both new and redesigned —has been built in
collaboration with workforce clients across the United States. Many once-custom features have become standard, while other once-standard
features are now client-configurable, providing various options for workforce agencies to manage their business practices, which may differ
slightly orsignificantly from one state to the next. No matter where your agency falls across the business-practice spectrum, Focus continues to
support the overarching policy framework for US Department of Labor programs.

As public workforce staff, you will be using the Focus/Assist “back-office” application, which allows you to:

e Assistand manage job seekers, and triage those who may have issues associated with their resumes, job search, or use of the services
available to them in Focus/Career-Explorer. You also may create job seeker accounts and resumes for full-service customers, send
messages, manage lists, assign activities, set follow-ups, post notes/reminders to records, resolve issues, and access job seeker accounts

and profiles.

e Assistand manage employers/businesses, and triage those who may have issues associated with their job postings, candidate se arches,
or use of the services available to them in Focus/Talent. You also may create employer accounts and job postings for full-service
customers; send messages; assign activities; set follow-ups, post notes/reminders to records; resolve issues; access employer accounts;
and access profiles for job orders, employers/companies, and hiring managers.

e Viewormanage approval queues for employer accounts, job postings, and referrals requests —based on your agency’s assignment of
roles and permissions.

e Create ad hocreports on the customers you serve —based on your agency’s assignment of roles and permission.
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In a typical workforce deployment, your Focus suite includes six, fully integrated applications that support your labor exchange —job seekers,
employers, and the workforce/partner staff that provide services to these customers. For job seekers, Career and Explorer display as a single
self-service application, while Talent — also self-service —houses all employer functionality. Staff shares Assist and Reports, with Reports
accessible underasingle tab. Driven by artificial intelligence, the Lens job-matching engine delivers search-and-match functionality between
resumes and job postings, ranking matches from 0 to 5 stars. The suite feeds information to your case-management and federal reporting

system via APls mapped to the appropriate fields.

Focus/Talent™

Employers

Focus/Career™ Focus/Explorer™

Job Seekers Job Seekers

Focus/Assist™ Focus/Reports™

Staff Staff
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Section 2: What this Training Guide Covers

When assisting job seekers, staff willwork from Focus/Assist to accomplish all staff-assisted functions and activities. While this guide covers only
the functionality staff use towithits job seeker customer population, italsoincludes full coverage of the Focus/Careerand Explorerapplications,
as accessed and viewed in the staff-assisted mode —similarto a “remote into” mode to customer accounts. Also covered are Focus/Reports, as

related tojob seekerreporting, which resides within the Focus/Assist application. Below are snapshots for the applications and targeted sections
included in this guide.

Focus/Assist™

On arrival, staff signs in with username & password, or request password help that delivers directly
Staff to their Outlook inboxes & requires a password change.

After sign-in, staff assigned to work in multiple offices is required to select the office where they will
Staff Dashboard begin working. When arriving at the Dashboard, staff will find updates on items pending in approval
queues & fast-click icons to saved ad hoc reports.

In Assist Job Seekers, staff finds & triages job seekers, resolves job seeker issues; creates new or

Assist Job Seekers accesses job seeker accounts; assigns job seekers to staff; assign activities; email or add seekers to

lists; & add notes, reminders & follow-ups for staff or job seekers.

Approval Queues In Approval Queues, staffwith appropriate permissions will approve job seeker referral requests. All
gueues can be managed independently with permissions centralized or distributed across offices.

Account Settings All staff may access Account Settings to change passwords, update contact information, set queue
alerts, & manage saved searches & custom messages.
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Focus/Career™

Job Seekers

Account Registration

Home Page

Account Settings

Resume Builder

Job Search/Match

Gap Analysis
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On arrival, options include new account registration, sign-in for returning customers, password
help, and limited search without registering, & access to career exploration tools.

Job seeker provides username, password, optional SSN, & security Q&A. If no SSN is given,
additional info is captured. Accepting the client-specified Terms of Use is required. Career
filters and flags inappropriate email addresses to staff.

Home page offers access to all Career and Explorer options, links to up to 5 resumes, book-
marks, & displays of job matches to saved searches, matches recently sent, matches recently
viewed, & jobs to which seeker has been referred.

Job seeker can change username, password, email, & security Q&A.

Allows job seeker to upload, paste, or create resumes using questionnaire-based wizard;
captures work history, education, add-ins, customer demographics, & hiring preferences; &
auto-generates a summary for resumes. Resume format, emphasis, hide, email, & download
features also are provided.

Career allows seeker to locate jobs with a wide array of search options, to save searches for job
alerts by email, & to clone jobs with similar requirements.

Job seeker can evaluate resume against the specialized, software, & foundation skills typically
required by employers to identify gaps in their skills, education, & experience. Various features
provide options to enhance resumes & search results.
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Focus/Explorer™

Job Seekers

Explore My Career &
Internship Options

Research Programs of
Study, Careers &
Employers

See Where My Experience

Can Take Me

Focus/Reports™

Staff

Job Seeker Reports
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Explorer shares a common Home page with Career, allowing job seekers to build labor market
intelligence while pivoting between exploration & job-search/resume-building features in a
single account. Together, Career-Explorer provides a self-service base to manage their career
trajectory & interface with workforce staff & services as needed.

To swim the ocean of career possibilities, job seekers or students without a clearly defined path
can find a wealth of valuable information on in-demand jobs, internships, employers, skills,
degrees, & certificates statewide & by major metropolitan areas. Hiring and salary trends,
experience and educational requirements, certificates & licensing, necessary skills, & common
career paths all display in convenient light boxes, allowing users to bookmark items for future
reference or email interesting information to themselves or friends.

Target research options and explore programs of study, specific careers, and employers in
statewide and MSA displays. Drill down on data to view & bookmark descriptions of job titles,
skills, degrees & certificates, & employers as they relate to career planning & trajectories.

Excellent features for career changers, labor market re-entrants, and returning service members
who wish to investigate how their transferable relate to the civilian labor market. Throughout
Career-Explorer, users can pivot to job search results to view what today’s labor market holds.

Focus/Reports displays within the Focus/Assist application and is available at sign-in. All
reports use faceted search technology so users can build ad hoc reports from various criteria
panels to create reports in table or bar chart presentations.

Criteria panels include job seeker status, characteristics, & qualifications; veterans status;
occupation & salary; keywords & contexts, resume, job seeker summary and activity log items;
referral outcomes; & location & time periods.
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Section 3: Who Are Focus/Assist Users?

How workforce staff functions in the Focus suite will vary from one agency to the next. Depending on decisions that management makes on
workflows and how they are implemented, feature access can be either centralized ordistributed across field offices. How staff permissions are
assigned and managed within your agency hierarchy will be set by agency or IT enterprise policies. To handle these varied needs, the
Focus/Assist application includes flexible application security and staff permissions features spread across four broad user roles and a wide
range of functional permissions that can be assigned in many combinations. From the broadest perspective, Focus divides its role structure as
follows:

e Staff-users: Most staff using Focus/Assist will hold a staff-user role, but permissions may vary. The permissions assigned to any staff-
userwill apply to all offices where the staff-useris assigned to handle work, including those given statewide permissions. View-only
permissions are availableforall functionsinvolving public-facing customers, allowing agencies to limit access while staff is being trained
or whenstaff only needs information access to assist customers. Usual feature access for staff-users falls within: Manage Job Seekers,
Manage Employers (and job orders), Manage Approval Queues, and Reports —with flexible choices within each permission group.

e Manager-users: Manager-usersrepresentindividualsinthe agency supervisory and managerial hierarchy. As with staff-users, location
assignments and functional permissions can vary. In most settings, it may be useful to permit the manager-user role for at least two
individuals to ensure appropriate back-up and coverage during absences. The functional difference between a staff-user and a manager-
userpermissionin Focus/Assistis the view of all staff and assignments, assigned to the office/s to which the manager-user is assigned.

e System Administrators: Typically, Level 1 help desk staff and some workforce program managers will be system administrators. They will
coordinate with managers on business practices, workflow settings, and system defaults to support decisions on how the Focus suite will
operate forthe business environment. System Admins may also control some features that hidden from staff- and manager-users, such
as blocking/unblocking customeraccountsif the Focus suite’s Terms of Use are violated. Normally, these actions would be policy-driven
and subjecttoadministrative or legal consultation or decision. Usual feature access for System Admins includes: Set system defaults,
Message templates, Manage Activities, and Home Page Announcements.

e Account Administrators: Security forapplication access and permission assignmentresides in the Focus features for Managing Offices
and Managing Staff. Accountadministrators can create otheraccount admins and must assign all system administrators, manager-users,
and staff-users. In circumstances where AA and SA functional responsibilities may overlap, permissions can be shared. It is also possible
forindividuals to hold both the AA and SA role, based on client-level discretion or IT enterprise requirements.
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Section 4: Welcome to Focus/Assist

To sign into Focus/Assist, a username/email and password are required. In most workforce deployments, staff usernames are their business
email addresses and passwords are their personal choice. In deployments with a single-sign-on feature, the sign-in process and credential

requirements may vary. Your trainers will advise on any custom features.

Sign in
Prior to your first sign-in, your staff account will be created, either by an Account
Administrator or through migration of staff data from your legacy or donor system. Username
Focus/Assist will send an email to your inbox that includes a system-generated
password. You will alsoreceive the URLfor yourstaff application, likely in a separate password

email. Click the URL link to launch your browser. When Focus/Assist opens, a
credentials light box will display as show (at right). Enter your username and the
system-generated password you received. Click the Sign in button. -

Forgot your username or password?

Note: If Focus/Assist does NOT accept your sign-in credentials, reconfirm that you have entered them correctly and try again. If your

manager, trainer, or IT team has provided first-time, sign-in instructions, follow those instructions.

Forgot your username or password?

Please enter your username or email address
below, and we'll send you an email to help get
back online.

username
or
email address

Log in
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If you forget your sign-in credentials in the future, Focus offers asimple password
help function. Click “Forgot your username or password?” and the light box (at
left) will display. Enter your username and click the Submit button. Focus/Assist
will send you another system-generated password by email. Check your junk mail
folder if the email does not come to your inbox. With Focus, you need not call
security staff orthe help deskteam fora password reset, unless yourdeployment
has been configured to remove the help feature.
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The Welcome to Focus/Assist light box will include the information and instructions your agency has specified, but will look similar to the
display below. Be sure to write down your help desk contactinformation (telephoneand email) for quick reference, as needed. Note also that if
you are unable to access a feature or area of the Focus/Assist application that is critical to your work, contact your manager first about the
permissions that have been assigned to you. Workforce agencies manage staff permissions using various protocols, but often, help desk staff is
unable to changes staff permissions. Your manager may need to submit a formal request to Security staff, who may track all permission

assignments and changes for audit

] purposes.
Welcome to Focus/Assist

Choosing Your Office

Please click the appropriate tab above to assist customers. Your security
permissions control your access to the Approval Queues tab where queues for both

job seeker and employer accounts are located. The Reports tab will be available in a Focus/Assist supports staff working in one
future Focus/Assist version, and the Management tab is used only by security staff. office, multiple offices, or offices
i statewide. Your location assignments will
If you have problems navigating the site, please contact Support at +1 (617) 227 be set by your manager and scripted into

4875 or support@burning-glass.com. If you do not have appropriate security
permissions, please consult with your office manager to verify your access before
contacting the Support team.

the permissions tied to your Staff
Identificationrecord. If youare assignedto
work in  multiple offices or offices
statewide, Focus/Assist will require you

Please confirm which office you are currently working at? select the office where you will be working.
The selection feature at the left will not

- select - - display if you are assigned to only one
office.

What Your Office Selection Means

Most importantly, the office you select—at any time you’re working in Focus/Assist —is where your work will be credited for all activities that
applyto your agency’s federal reporting to USDOL. Many of these activities are automated, requiring you to take no action other than deliver
the appropriate service to employer or job seeker customers. Some activities will be available for you to select against a job seeker or an
employer record —these also will be credited to the office location you selected.

Your personal location selection also allows you to view the job seeker and employer/job order records that are assigned to each location by
using filters on the Assist Job Seekers and Assist Employer tabs. These records are ZIP-code assigned to offices, based on the ZIP codes your
agency has designated as theirservice areas. If you work only in one office, yourrecord views and filters will be set to display only the customers
tied to your office’s service area, but you will always be able to search statewide for any job seeker or job order you need to access.
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Changing Your Office Selection

When you need to change offices, it’s not necessary to sign out and sign in again to select a Hl DE‘U
differentlocation. Atthe top right corner of your Focus/Assist page, several hyperlinks display to !

you no matter where in the application you may be working. Click the “change office” hyperlink

(shown atright) and the selection feature will display with a drop-down of your available offices. change office | account EEttiHES | S'Igﬂ out

@ | The menu of your assigned office selections will populate the drop-down below,
Change office . . .
L allowing you to select the office change you need to make. Select and save - simple
I am currently working in enough!

KCC Support|& - Other Account Settings

Also at easy access are “account settings,” which may vary depending on the features
your agency’s deployment or integration allows. The standard Focus/Assist features
allow you to change your password; update your contact information; manage any saved messages you create to communicate with customers;
manage any saved searchesyou create to routinely scan for matches; and to set up email alerts from Focus/Assist to notify you where items are
in the approval queues, needing your attention. Not all staff will have permissions to manage approval queues, but if these are among your

assignment —or if you are working in multiple non-Focus applications every day —the alerts can help you manage your time and assighments
effectively.

The most likely account settings that could be affected by youragency’s integration are Change Password and Update Contact Information. For
instance, if asingle-sign-onis deployed and you are signinginto a portal with several non-Focus applications available to you, it’s possible that all
staff sign-ins and credentials will be managedinadifferentapplication. In this scenario, youragency may disable these featuresin Focus/Assist
and direct staff to change credentials and update their contact information in the portal location that provides access to al | applications. This
also may redirect the location of the regular Password Help feature, but your integration will still provide these abilities to you. For now,
however, let’s look at the Focus/Assist features that are standard. After clicking “account settings,” you will see the display below.
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CHANGE PASSWORD | UPDATE CONTACT INFORMATION | MANAGE SAVED MESSAGES | MANAGE SAVED SEARCHES | EMAIL ALERTS

Account settings

Change password « required fields

Note: Passwords are case-sensitive.

Current password «
New password «

Retype new password «

Update Contact Information

The contact information that staff is allowed to
manage/change may also be subject to your
agency’s specifications.

Allrequired fields are marked with an asterisk, but
these also are subject to specifications for the
Focus deployment in your state. Burning Glass
sets defaults forState and Country configured for
your location.

Always save changes you make. A save button
does display on this page butis not shown in the
screen clip atright.
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Account settings

Change Password

At the left, the change password feature is case-
sensitive. Italsorequires you to enter your current
password, provide a new password, and then re-
enter it for verification.

Burning Glass recommends that you change your
password regularly or to adhere to any change
frequency your agency requires for application

security measures.

Update my contact information « required fields

First name «
Last name «
Middle initial
Personal title
lob title

Address «

ZIP or postal code «
City +

States

County »

Country «

Phone number «

Alternate phone number 1
Alternate phone number 2

Email address «

Dev
Client DO NOT ASSIGN

Mr

Tester for Test Ltd

- select state -

- select county -

- select country -

- extension Iandline
(- landline|V]
- landline[v/]

client@Employee.com

E4][(E{ES
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Saved messages

When workingin Focus/Assist, messaging to customers is provided for three tiers: 1) individuals staff messages, 2) agency-specified standard
messages, and 3) home page announcements, which also are agency-specified but controlled by permission. Opportunities to create individual

staff messages will display to you throughout Focus/Assist, -
Account settings

allowing you to create, save, and manage your custom
Saved messages

correspondence with job seekers and employers. When
saved, your custom messages populate the drop-down at
the right, allowingyoutoretain and edit messages for both

Show saved messages for @) job seeker () employer

. . . - select d s
customer groups. Simply select the radio button for job Select saved message

seekers or employers to engage the correct drop-down.

Select the message you wish to edit. The message you
saved will display in the text box for you to revise as
needed. Be sure to save your changes. Both a Save and a Delete button display with this feature but are not shown in the screen clip at right.

Saved Searches

Managing saved searchesisalso performed from youraccount settings. In the sample below, a search for personnel managers was saved for a
daily notification, specifying candidates with a Bachelor’s degree within 100 miles of a ZIP code. From this feature, you can view the current
criteria. Clickingon the job title hyperlink returns you to the search criteria to adjust your search parameters. You also can edit the notification
frequency (daily or monthly), view the alert status information, or delete the search.

Account settings

Saved searches

1 results found Display| 10 records per page Page: « Previous |1 of 1 Next»
Saved search name Search criteria Status
Personnel Manager Keywords: personnel manger in ** FullResume ** On, Daily, HTML Edit notifications Delete search

Search within: 100 Miles
Search zip: 40601
Education level(s): ** BachelorsDegree **
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Email Alerts

. Setting email alerts against new items arriving in the Focus/Assist
Account settings : ,
Email Al approval queues requires a check mark for the queues you're
mail Alerts

assigned to attend, a selection for either daily or weekly
Send email alerts for [ New Referral Requests []Employer Account Requests [New Job Postings.  frequencies, and asave for your setting (Save buttonis notshow in
the screenclip). As a suggestion, staff users who are responsible to
Frequency Daily review and approve items in the queues may benefit most from
daily alerts, since timely processing may be governed by agency
policy. Manager users may find weekly alerts more relevant as reminders for queue items that are pending for all staff in all offices assigned to
them. Ata minimum, manager users will need queue permissions on at leasta View-only setting for any queue thatis distributed to their offices.

Section 5: Focus/Assist Staff Dashboard

The Focus/Assist staff dashboard provides a quick-reference center to keep you informed. No matter what your permissions may be, this page
will display to you aftersigningin and selecting your work location. The work location selection will only display if you are assigned to handle
work for multiple offices or statewide. Other items located on your dashboard are:

All-Staff Messages: Focus/Assist provides a feature so Account and System Administrators can send Home Page Announcements to all job
seekers, all business customers, orall staff using the Focus/Suite. How this feature isusedis at youragency’s discretion, butalikely use would be
to advise you when the system will be down for maintenance. You can read, keep, or dismiss any message that displays to you.

Approval Queue Status: New items awaiting staff review in each approval queue are shown on the dashboard. All totals are statewide. New
items are provided since yourlast sign-in, and totals are flagged when they ve been waiting multiple days for staff attention. If your deployment
does not use approval queues, this information is suppressed.
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Daily Statistics: Information on resumes (from Focus/Career-Explorer); job postings (from Focus/Talent); and job postings from spidered job
feedsare provided for deploymentsthat use these applications and feeds. Thisinformationissystem-generated and will not display until your
Focus deployment is live and information is available. When active, you will see:

e The number of searchable resumes and the number of searchable resumes added on the previous day;
e The number of searchable job postings and the number of searchable job postings that were added on the previous day; and

e The total number of spidered jobs coming from your job feed/s.

The Staff Dashboard

J dashboard assist job seekers assist employers approval queues reporting manage focus suite

) Offices will be closed December 24 and 25, 2015.

Approval queue status

Job postings
D new posting(s) since last sign in | 181 flagged posting(s) waiting for review

Employer account requests

0 new account(s) requests since last sign in | 139 account(s) request waiting more than 1 business day

Referral requests

0 new request(s) since last sign in | 0 request(s} waiting more than 1 business day
REPORTS
- | - | - |
R [ 1 - [ 1 - [ ]
[ — — [ | [ — — [ ] [ — — [ |
e — @@ T, S, S— S, — @@ e @@
e — ] T, T, S T, - 1 e — - 1
e — ] —— ] — ]
I I [ ]
3/6/2015 3/6/2015 3/6/2015 3/18/2015 3/18/2015 3/18/2015
Employers-WebDriver JobSeekers-WebDriver JobOrders-WebDriver Edited-JobOrders- Employers-WebDriver JobSeskers-WebDriver
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Section 6: Assist Job Seekers Tab

Delivering services and assistance to job seekers are primary labor-exchange responsibilities. While Focus/Assist addresses the traditional
workforce service needs, it also steps beyond the classic model to offer you automated triage services for the job seekers you need to reach.
This powerful information tool uses pre-defined, criteria-based issues to identify job-seeker behaviors; evaluate their system usage, resumes and
skills sets; and assess problems for appropriate outreach and issue resolution.

The job seekerdashboard (shown below) consolidates feature access and assigns job seekers to office service areas based on their ZIP codes.
Whenyou access this tab, the table displays all job seekers, with and without issues, assigned to the offices where you work. A group of filters
allows you to sort job seeker records in many combinations.

dashboard assist job seekers assist employers approval queues reporting manage focus suite

JOB SEEKER DASHBOARD | SEARCH JOB POSTINGS | SEND MESSAGES | MANAGE LISTS _

Job seeker dashboard

Show All job seekers Issues With and without issues Go
For these offices My offices Handled by |- select -
Offices - select -

) Find a job seeker

Action| - select action - Go Display| 10 records per page 679 results found Page: «Previous |1 of 68 Next »
[] NAME 2 JOB SEEKER ID LOCATION 2 LAST ACTIVITY DATE - ISSUES
[] Astle, Aaron e 5854d57a-c3a8-4f61-824b-3fdf27had5b1 Ogden, Utah 2/26/2014 12:08:54 PM Job seeker not searching jobs
Job seeker not clicking on leads, Job
[] Boggs, Aaron J] c949bcf0-acfb-4e5a-936a-00429954376e  Katy, Texas 10/30/2014 6:41:25 AM

seeker not searching jobs, + 2 more

Job seeker not clicking on leads, Job
[] Addair, Abbie fa BGT:0000000005550562 Amelia, Virginia 6/17/2014 8:45:11 AM seeker not searching jobs, Job seeker not
signing in
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What Staff Can Do from the Job Seeker Dashboard

Filter & Triage Job
Seeker Issues

Access Job Seeker
Profile & Logs

Job Seeker Take Actions on Job
Dashboard Seeker Records

Find Job Seekers
Statewide

Create Job Seeker
Accounts/Resumes

Manage Job Seeker

Lists
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Access Job Seeker
Accounts in F/C-E

Add Follow-Ups

Add Job Seekers to
Lists

Add Notes &
Reminders

Assign Job Seeker
Activities/Services

Assign Job Seekers
to Staff

Block/Unblock Users
Change SSNs

Email Job Seekers /

Send Messages

Find Jobs for Seekers

Resolve Issues
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Filters and Settings

Dashboard filters provide you with avariety of settings to sort job seeker data in the dashboard table display. When new settings are applied,
click the Go button (at far right) to change the data. Note also that some filters display differently, based on assigned permissions.

JOB SEEKER DASHBOARD | SEARCH JOB POSTINGS | SEND MESSAGES | MANAGE LISTS

Job seeker dashboard

Show All job seekers
For these offices | My offices
Offices -select -

Issues

Handled by

With and without issues

-select -

Show: Filterdefaultsto “All job seekers” registered in Focus/Career-Explorer. You also may filter by “Non-veteran job seekers” and “Veteran job

seekers.” If your Focus deployment integrates with the Ul Claims system, a flag may be passed to identify Ul claimants in Focus/Assist. Your
Show filter would include “Ul claimants” in the drop-down.

Issues: Filter defaults to “With and without issues” to
work in conjuction with the Show filter default and
presentacomplete view of the Focus/Career-Explorer
registrats, regardless of whetherthe job seekers need
attention. From here, you may sort job seekers “with
any issues” and “with noissues.” The default settings
for the Show and the Issues filters should be used
when searching for job seekers statewide to ensure
that all results are returned and the complete talent
pool is searched. The remaining items in the drop-
down correspond with the Issues column in the table
display, allowing you to find, for instance, all job
seekers who are not clicking on leads.
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=

| Job seeker not reporting for interview
| Job seeker not responding to employer invitations

With and without issues

With any issues

With no issues

Job seeker giving positive feedback
Job seeker giving negative feedback
Inappropriate email address

Job seeker not clicking on leads

Job seeker not searching for jobs
Job seeker not signing in

Job seeker rejecting job offers
Posting poor-quality resume
Requiring follow-up

Showing low-quality matches found

Suggesting post-hire follow-up

Page: « Previous |1

of 59 Next »

LOCATION 2 LAST ACTIVITY DATE =

Arlington, Virginia 5/14/2014 11:00:18 AM

ISSUES

Job seeker not clicking on leads, lob
seeker not searching jobs, Job seeker not
signing in

Copyright©2015 — Proprietary and Confidential




Burning Glass Technologies

For these offices

Offices statewide

Offices

(ffices S¢lect-

fadedly  -sot

For these offices: Filterdefaultsto “My offices,” returning the job seekers that are ZIP-routed to the
office/s where you have been assigned to work. When you are searching for job seekers statewide,
be sure to select “Offices statewide” to expand the filter criteria.

Offices: Filterdefaultsto “select,” workingin conjunction with the “Forthese offices” filter above. If
you are assigned to work in multiple offices, the drop-down will pre-populate with only your
assigned offices. If you are assigned to work “statewide,” the drop-down will pre-populate with all
offices in your Focus office network.

Handled by: Filterdefaultsto “select,” workingin conjunction with the “Offices” filter above. This
filter displays differently forthose in the staff-userrole and those in the manager-user roles. If you
are a staff-user, the drop-down will allow you to select “All assignments” or “My assignments.” All
assignments are all job seekers who are ZIP-assigned to the office selected in the “Office,” while “My

assignments,” display all job seekers who are assigned to you. If your office elects not to assign job seekers to individual staff, all job seekers
would be filtered by “All assignments,” representing a single customer pool that you and your colleagues could handle on a first-come, first-

served basis.

If you are a manager-user, the “Handled by” filter will pre-populate with a staff list for the office selected in the “Offices” filter, which would be

those offices where you are assigned to manage staff. As a manager-user, you can select the name of any staff member to review the work

assigned to that individual.

Staff-Users’ drop-down will display:

All assignments
My assignments
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Manager-user drop-downs will display:

A staff list for the offices where you manage staff, allowing you to
select the staff name to review that individual’s assignments.
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Incorporating Triage into the Service Delivery Structure
While triage can be a time-management challenge when staff is short or diverted to other responsibilities, the importance of customer
engagement cannot be understated. In most workforce agencies, local managers have wide latitude in addressing the employment services
mission according to the dynamics of their immediate labor market and the availability of staff resources to meet labor market needs. It's a
tough juggling act! Focus/Assist is designed to target job seekers with issues that may hinder their re-employment, and subsequently, your

effectiveness in getting them back to work.

Understandingthe Job Seeker Issue Flags: Settingsforthe job seekerissue flags are predetermined by agency program manager, who
advise Focus System Administrators which flags willbe used and how criteria will be set. These client-configurable settings and criteria

parameters may vary from one Focus client to the next. The
settings below are only viewable in Focus/Assist by staff with
Account and/or System Administrator permissions, but it’s
importantforyou to understand how they relate to the issues
you see on the Job Seeker Dashboard.

At therightare the defaultsettings and parameters available.
Once these are in place, Focus/Assist finds the job seekers
who meet the criteria and displays them in the Job Seeker
dashboardtable /Issuescolumn. You can thenintervene with
jobseekerswho need help and resolve the issues they have.

What the Issues Tell You:

1. When job seekers are “Not logging in” you can expect to
see, dependingon the parameters set, multiple issues to
accumulate for some job seekers. “Not clicking on leads”
and “Not searching for jobs” frequently cluster. These
may indicate the job seeker has problems accessing
available technology orneeds additional ITtrainingtofeel
comfortable with a self-service application. If trainingisn’t
the problem, transportation assistance or information on
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Seeker not logging in

Flagif 2 days since last login {self-service only)

4 Seeker not clicking on leads

Flag if fewer than 5 leads viewed in 14  days

Seeker not searching jobs

Flag if fewer than 2 jobs searchedin 7 days

Seeker rejecting job offers

Flagif 2 or more job offers rejected in 14 | days

Seeker not reporting for interviews

Flag if seeker did not report for 2 or more interviews in 14 days

K4 Seeker not responding to employer invitations

Flag if seeker did not respond to 2 or more employer invitations in 14 days, with a grace period of 2

Showing low-quality matches

Flag if fewer than 2 matches of |2 slals or above in 14 days

K4 Posting poor-quality resume
Flag if resume contains less than 100 words and/or less than 5§ auto-extractad skills
Suggesting post-hire follow-up
Hire reported by employer, staff or job seeker
Inappropriate Email Address
Flag if red or yellow words have been used in job seeker email address
Giving positive survey responses
Flag when job seeker responds to the customer service questions positively
[ Giving negative survey responses

Flag when job seeker responds to the customer service questicns negatively

days
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alternate computeraccess points may be helpful. If none of these issues exist, the job seeker simply may not be motivated —possibly
problematicif awork-searchrequirementisin play. If staff resources are short, resolution of some flags could be assigned to other
staff, such as Ul program auditors. Some flags may provide useful real-time monitoring of Ul claimants who must meet work-search
requirements, and offer the Ul program valuable information on claimant system usage and behaviors that are inhibiting their
successful job placement outcomes.

Flags for “rejectingjob offers” and “notreporting forinterviews” are triggered when employers, job seekers, or staff selects these as
referral outcomes. Referral outcomes are reported voluntarily and passed to case-management for federal reporting. These issues
can be critical indicators for job seekers who are also Ul claimants.

When job seekers are “Showing low-quality matches,” the issue for “posting poor-quality resume” also may be flagged. A resume
workshop might be the ideal resolution.

The “Inappropriate email address” flag triggers when filters run against job seeker email addresses at registration and when they
change theirusernames. Due to the structure of email addresses, the Boolean logic used for filtering will not flag all inappropriate
references. Users can create endless combinations for addresses that might not flag, but could be suggestive or inappropriate on a
resume. You should continue to review email addresses independent of this feature.

The “Suggesting post-hire follow-up” is a customer-service function triggered when “Hired” is reported by an employer, job seeker
or staff members as the referral outcome, which is voluntary reporting. It is not intended as an issue, per se, but to create a staff
opportunity to reach out, congratulate the job seeker, check on other service needs, determine whether the seeker wishes to
continue matching their resume against jobs, or to encourage them to continue using FCE as a life-long career-building tool.
Depending on staff resources, this may be a function that Help Desk staff could monitor and resolve.

“Giving positive (or negative) survey responses” are flagged to tell you when employers have responded to customer-service
guestionsdisplay tothem when closing or refreshingajob posting. Whetherit's good news or bad, reaching out to thank job seekers
for feedback or to resolve problems are good ideas.
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Find a Job Seeker Panel

Searching for job seekers works in conjunction with the dashboard filters and uses the same Go button to display results. The search criteria

below allow youtoidentify job seekersin several ways. Use these filters to narrow and widen your locations and job-seeker targets. The Extemal
seeker|Didentifies seekers withthe numberassignedin your case-management application, while the Focus ID finds job seekers according to

the number assigned to their Focus/Career-Explorer accounts.

© Finda job seeker

First name Date of birth mm/adfyy | | Email address
Last name
SSN . External seeker ID . Focus ID .

Assigning Activities/Services to Multiple Job Seekers:

Just back from the job fair with a list of job seekers who need an activity
assigned? Find them by SSN, the External ID, or the Focus ID. To build
your Selected SSN list, enter up to 20 SSNs. Click the + sign after each
entry. Each selected SSN will display with a remove function ( ® ). After
completing your entries, click the Go button (associated with the
dashboard filters and the Find a job seeker panel).

Checkthe column header “Name” to auto-tick all boxesin the table. From
the Action menu’s drop-down, select “Assign activity/service” and click
the Go button (to the right of the Action menu). Two drop-downs will
display for “Category” and “Activity,” providing the selections from which
you can choose.
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SSM -

Selected 55Ns

625-97-8245 €3 8BB-77-8888 3

263-63-2533 £3

AOSO

Action I EEEEE—— (S C

Access job seeker account
Add follow-up
"""""""" Add job seeker(s) to list
1 NA add note or reminder

Assign activity/service

Hel| Assign job seeker(s) to staff

Block/Unblock job seeker
Change job seeker's SSN
[ Job Email job seeker(s)
~ | Find job for job seeker
Mark as resolved

004870941

[+ Jolmsom owaymeT—

Co T UL

004829511
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The Job Seeker Action Menu

Focus/Assist provides an Action menu that enables you to accomplish tasks related to the job seekers shown in the dashboard table after you
have filtered results for a desired group. The Action Menu displays directly above the table with a Go button to trigger the selection action.

Action| - select action - Go  Display 10 records per page 1 results found Page: «Previous |1 ofl Next »

[ NAME - JOB SEEKER ID LOCATION ©  LASTACTIVITYDATE . ISSUES

. Job seeker not clicking on leads, Job seeker not searching jobs, Job seeker not signing in, Posting poor-quality
Bentley, § BGT:0000000004760721 Not ded  2/27/2014 8:27:29 AM ' ! '
[ Bentley, Simon ot recorce i resume, Showing low-guality matches Hide

Some menuselections allow actions againstonly one job seekerrecord at a time, while others may be applied to multiplerecords. In either case,
you will selectthe record by tickingthe check box at the left of the job seeker’s name, select the desired action from the menu, then click Go to
trigger the next step. The available actions for staff-users and manager-users are shown below.

- select action -
Access Job Seeker Account: You may access only one job seeker account at a time. This _

feature launches the Focus/Career-Explorer application, allowing you to enter the job Access Iﬂ'h seeker account

seeker’s account and take actions on the job seeker’s behalf. This may be performed Add fnlluw-up

against self-servicerecords orfull-service records that staff mediate at all times. Actions Add jnh seeken:sl to list

could include creating or updating a resume, troubleshooting a reported problem from Add note or reminder

the customer, or using the Explorer functionalityfor career counseling. When you access ; ‘o .

(or remote into) ajob seekeraccount from the Assist application, some actions you take Ass!gn ,ﬂCtINMSEMCE

will generate automated staff-assisted activities that will be credited to you and to the Asmgn ]ﬂb BEEkEI[S} to staff

office where you are working at that time. Change job seeker's SSN
Email job seeker(s)

IMPORTANT: Do NOT signintoa job seeker’s account from the public-facing job seeker [Find jtlh for i(lh seeker

URL or portal, as those activities will credit as job seeker self-service. Mark as resolved
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Add Follow-ups: You also may add
follow-ups to an individual job seeker’s Add fO"OW—up
record. This feature creates custom Notes «:

fO”OW-UpS for any issues you wish to Contact job seeker about new plant opening next menth and anticipated positions for accounting clerks.
discuss with job seekers and displays
“Requiring follow-up” in dashboard
table’s “Issues” column. This enables you

to capture issues that are not among Cancel Save

those  automatically flagged by

Focus/Assist. And like all issues, you can resolve them at a later time —one by one, or all at once.

To triggerthe light box (at right), tick the check box by the job seeker’s name, then select “Add follow-up” from the Action menu. Click Go and
the light box will display. In the “Notes” box, enter the issue or topic you wish to discuss with the job seeker. After saving the follow-up, a
success message will display. The follow-up will be added to the Issues column on the job seeker dashboard table.

Any follow-up you add will display in the “Issues” column on the Job Seeker dashboard for that job seeker.

......................................... \

[] NAME = JOB SEEKER ID LOCATION * LAST ACTIVITY DATE * ISSUES Y
[] Help, Amanda BGT:0000000004870941 Not recorded 42412014 1:21:20 PM Posting poor-guality resume} Requiring follow-up

Your follow-up alsowill be dated and logged inthe Job

- “ . ” Add note or reminder
seeker’s profile in the “Notes and Reminders” panel. _

To access a job seeker’s profile, click his/her name. The Show | Notes Al
hyperl|nkW|II openthelrproflle. Scroll down and open Display |10 records per page 1 results found Page: «Previous (1 of 1 Next»
the “Notes and Reminders” panel. The dated log

appears under the feature. = Dev Client DO NOT ASSIGN TO STAFF - May 12, 2014

> Contact job seeker about new plant opening next month and anticipated positions for accounting clerks.
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Add Job Seeker/s to List and Manage Lists: You may add individuals or a group of job seekers to a list by ticking the relevant record/s check
boxesandselecting the "Add Job Seeker to list" option from the Action menu. In the example below, four seekers are filtered with the issue
“posting poor-quality resume.” By creating a list, you can contact all of them about a resume-writing workshop

[+ Johnson, Dwayne BGT:0000000004829511 Not recorded 4/3/2014 8:55:32 AM Posting poor-quality resume
¥ Monroe, James BGT:0000000004780621 Not recorded 5/7/2014 1:03:14 PM Posting poor-quality resume
v Doe, Jane BGT:0000000004882951 Frankfort, Kentucky 4/10/2014 11:21:33 AM Posting poor-quality resume
1 Joplin, Janis BGT:0000000004798991 Not recorded 5/1/2014 10:48:54 AM Posting poor-quality resume

Afterclicking “Go” for the “Add job seeker/stolist” action, the light box below displays. The drop-down displays any list that you have created
before, witha selection for “New list.” When “New list,” is chosen, enter a title for the list in the text box below, and then click the “Add job
seekerstolist” button. A success message will display. To access the list later, select

the “Manage Lists” feature from the dashboard’s feature line (shown below from

Add 4 ij seekers to list the top of the dashboard).
New list

Resume Workshop List

JOB SEEKER DASHBOARD | SEARCH JOB POSTINGS || SEMD MESSAGES | MANAGE LISTS

Cancel Add job seekers to list

On Opening the ”Manage Lists” WVIEW, EDIT, AND DELETE LISTS

feature, the “View, Edit and Delete
Lists” functionality displays a drop-down for list selection. When selected, the job seekers in that
listwill displayforadditionalactions, such as deleting members from alist or deleting the listwhen NAME

Resume Workshop List

Doe, Jane

itisno longerneeded. You also can access stored lists from the drop-down in the “Send Messages”
feature, also shown inthe feature line above. As you become familiar with Focus/Assist navigation
and its feature relationships, your ability to access the same feature from various locations will
increase. This will reduce time spent searching for a single path back to a feature.

Johnson, Dwayne

Joplin, Janis

Ododano

Monroe, James
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Add Notes and Reminders: Youmay add notesand reminderstoa single jobseeker’'srecord. Notes and reminders will post to the “Notes and
Reminder” loginthe Job seeker’s profile. Reminders may be sent by email or posted to the job seeker’s home page. You also can send or post
reminderstoyourself, orto you and the job seeker. A reminderyou post for yourself will display on Focus/Assist staff dashboard. Take these

steps to add notes and reminders.

Notes and reminders

() Add a note

@ Add a reminder for |myself and Jane Doe

(O Email (@ Post to dashboard on

Type note or reminder here.

Show | Notes All

52172014

4
Su Mo
27 28
4 5
11 12
1B 19
25 I8
1 2

Today: May 12, 2014

May, 2014

Tu We
29 30

6 7
13 14

Th
1
3

15

20@ b

7 28
3 4

9
5

]

From the job seeker dashboard, tick the check box at the left of
the job seeker’s name, select “Add note or reminder” from the

Action drop-down, and click the “Go,” button. The light box (at
left) will display.

Select the radio button for note or reminder. If you select a
reminder, identify the distribution from the reminder drop-down.

When posting to dashboards, a calendar picker will allow you to
set the posting date.

Add the appropriate text and click the “Add note or reminder”
button. A success message with verify the action.

For future reference, aNotesand Reminderlogis provided foreach Job Seeker Profile. The “Show” filter drop-down allows you to select Notes
or Reminders. When “Notes” are selected, anested drop-down appears (at right) and defaults to “All.” Other selections allow you to filter the
log by the issues you resolved or follow-ups you created for the job seeker.

This log captures the items below:

e Notes

e Reminders

e Resolved issues

e Follow-ups
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Show | Notes
Resolved issues
Display |10 reco| Follow-ups results found Page: « Previous |1 of 2 Next»

Dev Client DO NOT ASSIGN TO STAFF - November 13, 2014
Adding a note and recording

Dev Client DO NOT ASSIGN TO STAFF - November 13, 2014
Adding a note and recording

Dev Client DO NOT ASSIGN TO STAFF - November 05, 2014
Adding a note and recording
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Assign Activity/Service: Staff may assign an activity/service to an individual job seeker’s record by ticking the relevant record’s check box and
selecting the "Assign activity/service" option from the Action menu. After clicking the Go button, two nested drop-downs will display for
Category and Activity. When the Category is selected, the corresponding Activity drop-down populates for staff selection.

Action| Assign activity/service Go

Counseling

Career Guidence
Career/Labor Market Info
NAME * Employability Skills
U ’ Group Sessions
Helo. Amand |EP - Individual Employment Plan
) Help, Amanda Individual & Career Planning
: Interest Inventory
(] Julakanti, Chandra Job Coaching
Job Prep Interviewing Skills
] Johnson, Dwayne Job Retention Services
Job Search Planning
[ Monroe, James Vocational Guidance-Other
‘Jﬂcatmnal Rehab-Other
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Pending Enhancements for Activities/Services

Burning Glass plans to redesign the current Categories and Activities
drop-downsto betteralign USDOL Federal Reporting selections and to
include client’s state and local activities and services. This feature will
become client-configurable in the future, allowing client to create their
own categories and activities, assign activities to those categories, and
auto-map the activities to their case-management systems.

In addition, the Focus Suite’s automated activities for job seekers and
employers will be expanded so more user actions will generate
activities/services that staff won’t need to select. Some automated
activities will be unlimited, while others are limited to one logging
every 24 hours, per job seeker or one per job seeker, per staff serving
that job seeker.

Currently all referrals and self-referrals against statewide jobs entered
to the Focus/Talent application are unlimited, direct referrals. All
referrals and self-referrals against spidered job feeds are unlimited,
interstate referrals.
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AssignJob Seeker/s to Staff: Because workforce agencies may or may not assign specific job seekers to individual staff, Focus/Assist handles
both scenarios. These scenarios also may vary across offices, depending onsize, available staff and workflow decisions managers have made. A
large office with high trafficmay preferto pool job seekers, with available staff assisting customers on afirst-come, first-served basis. Smaller or
more rural offices may assign job seekers to staff for more targeted service delivery or because less job-seeker traffic allows for more
personalized staff-customer relationships to form. As a third scenario, these practices could be combined. The most common questions asked
about this feature are below.

Who can assign job seekers to staff? Manager-users may assign or reassign job seekers to staff. Staff may assign job seekers to
themselves, but may not reassign them to other staff. When managers assign/reassign job seekers, a second drop-down is populated
with staff names (for the appropriate office) so the manager can select the staff assignment.

Action| Assign job seeker(s) to staff Go

- select staff member name - Assign

Can a job seeker be assigned to multiple staff simultaneously? No, only one staff member may be assigned at a time.
Can managers assign job seekers to themselves? Yes.

Are any job seekers assigned to staff automatically? Yes, if staff creates a full-service (mediated) job seeker account in FCE (via
Focus/Assist), that job seeker is assigned to that staff automatically. A manager can reassign the job seeker if necessary.

Does a job seeker’s location control the staff assignment? Since ZIP codes define an office’s service area, job seekers are automatically
attachedto offices by their ZIP codes when they create their FCE accounts. If a job seeker registers using an out-of-state ZIP code, they
are assigned to a default office —which may be the Help Desk. The Help desk (orthe default office) staff can reassign these job seekers
to the appropriate office service area.

For ajob seekerto be assigned to anindividual staff member, that staff must have permission to handle work for the office where the
job seeker’s ZIP code has been attached, either automatically or manually. Focus/Assist will display an error message when this
conditionis not met. Only a staff with the statewide permission can be assigned to any job seeker, regardless of the ZIP code or office.
However, field staff is unlikely to have the statewide permission, which is usually reserved for Help Desk staff, assisting all offices.
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Block/Unblock Job Seeker: This action is controlled by permission and may not be available to you. Burning Glass recommends that its
workforce agencies develop policy to determine the appropriate circumstancesin which job seekers (or business customers) should be blocked
from accessing their Focus accounts. A logical circumstance would be that the customer has violated the Terms of Use they accepted in the
registration process. Because the Terms of Use are custom to your agency’s concerns and legal provisions, they are a likely starting place for
determining what a violation may entail. Burning Glass also recommends that this permission be limited to staff in the Account or System
Administrator roles, and that a reporting policy be provided to all staff who might recognize when a customer is in violation.

Blockinga customer’s access totheirself-serviceaccountisa serious action because it represents a denial
of service, temporarily if not permanently. Aset policy should determine whether customers are notified
before or after the block is set, and what officials should be notified in advance to minimize complaints. 7] Astle, Aaron [ =]
When blocks are set, Focus notifies customers at sign-inthat there isa problem with their accounts and to

contact the help desk by telephone. It does not advise that the account is blocked or suggest that any violation is suspected. When customer

accounts are blocked, you will see the red circle icon with a minus sign in search and filtering results on the job seeker dashboard. The feature
only blocks or unblocks customersign-into their Focus application. It does NOT inactivate the customer record or notify the case-management
system.

Pending Enhancements for the Action Menu

In future releases, Burning Glass will add the ability to “Inactivate/Reactivate” customer accounts. This feature also will be under
permission,butislikely to be available to most staff users. Job seekers, in particular, may contact staff asking them to close their self-
service accounts. With this feature, the Focus account would be inactivated and the case-management system would be notified
automatically to change the customer’s status. In addition, the following actions also would occur in Focus:

A jobseeker’'sresumewill be de-registered fromthe Lens search engine and no longerdisplay to employers or staff injob-match results.
In Focus/Career-Explorer, this will reset the “Make my resume searchable to interested employers” to No. It also will unsubscribe the job

seekerfromanyjobalertsthey may be receiving. For business customers, the inactivation will unsubscribe any resume alerts they may
be receiving, but also check for any active job postings that must be closed before the inactivation can occur.

Customerswill be able to reactivate theiraccounts simply by signingin again. Focus will display a pop-up tojob seekers requesting them
to update specificinformation that ensures theirresumes are fresh and to collect key information, such as employment and education
status, to update case managers. Employers will not be required to update information.
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Change Job SeekerSSN: Staff may update a job seeker’s SSN by ticking the relevant check box and
selectingthe “Change job seeker SSN” option from the Action Menu. After clicking the “Go” button,
the Change SNN light box will display. If the job seeker’s “Current SSN” field is populated, staff ChﬂngE SSN

should verify that the current entry is either a pseudo SSN or the SSN does, in fact, include an Current S5M: O3 - 63 - 9§33
incorrect SSN (usually due to a typographical error. The screen clip (at right) shows the light box
when populated by aprevious SSN entry. When the SSN was not provided previously, the current
SNN field will display unpopulated and grayed back. Staff should complete only the new SSN field

and click “Save.”
Pending Enhancements for Change SSN

Burning Glass will provide alarger menu of
change features so staff can update other
job seeker demographics, including the
SSN. The revised feature will mirror the
“Edit Company address” feature in the
Assist Employerstab (atright). The revised
feature will replace the current “Change
job seeker SSN” item in the Action menu
drop-down.

For now, however, staff may update job
seekerinformation, otherthan the SSN, by
selecting the “Access job seeker account”
option from the Action menu drop-down
and revising the job seeker’s Contact tab
in Focus/Career-Explorer. Regardless of
where these changes are made, they will
update the client’s case-management
database.
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MNew 55N« - -
Cancel Save
FEIMN Tr-TT¥7FTT
State Employer I
Primary name Randi Sportswear Inc
= reguired fields
Employer name . Randi Sportswear Inc
Address . 200 Woodridge Drive
City « Frankfort
ZIP or postal code « 40501
State «» Kentucky
County « Frankilin
Courntry = United States
Public tranmsit accessible?™ [ ]
URL hittp-/fwawww_randivwear.com
Phone number « 5028755554 landline
Alternate phone number 1 landline
Alternate phone number 2 landline
Owwnership type » Private/Cornporation
Industry classification - A48 - Clothing and Clothing Accessories Stores

Wear Randi, Be Randi!

Employer description

Cancel Sawve
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Email Job Seekerand Send Messages: You may email individuals or a group of job seekers via email by ticking the job seeker check boxes and
selectingthe "Send Email" option from the Action menu. The email light box (shown below) displays to allow open-ended communication with

Email job seeker(s)

type your subject here

type your message here

[Jemail me a copy of this message

Fisl

Cancel Send message

ecorded A5 A B-R550 A

the job seeker/s. You can copy yourself on emails by ticking the check box
below the text box. This will send a copy to your Outlook inbox. The
corresponding feature for email is Send Messages, which can work in
conjunction with the Manage Lists feature discussed previously. Send

Messages can be accessed from the feature line at the top of the job seeker
dashboard.

10B SEEKER DASHBOARD | SEARCH JOBE POSTINGS | SEMD MESSAGES] | MAMNAGE LISTS

To determine which feature is most appropriate may depend on: 1) how
informal the email should be, or 2) whetheryou will need to contact a group of
job seekers again in the future. For instance, if you are contacting a group
aboutan upcomingevent, training, orworkshop, it may be best to add them to
a list for future contact so you can keep track of all invitees previously
contacted. For less formal communication, the email feature from the Action
menu may be all you need.

Find Jobs for Job Seeker: You can find job matches for a specificseeker automatically by ticking the job seeker’s checkbox and selecting “Find
jobs for job seeker” from the Action menu. This option allows you to search for jobs that match a specific job seeker’s resume and search
criteria, or to alterthe search criteria without changingthe job seeker’s original settings in FCE. While the search posting page replicates what
jobseekersseeinFocus/Career-Explorer, this action does notlaunch youintothe job seeker’s account. You may define or refine search criteria

using any of the following methods:

e Contextual keyword searching (keyword searching on specific areas of job postings, such as job description, job title, employ er name, or

anywhere in a job posting).

e Matching against a ZIP code radius, cities and states, or in-state jobs only.
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e Searchingonspecificcriteria, including star matches, posting dates, educational level, salary level, internships, occupations and industries,
emerging/high-growth sectors, job seeker abilities, or by excluding specific work histories from the resume.

In the display below, you see the default criteria that Sally Johnson set for her resume in Focus/Career-Explorer. (If you alter the criteria, the
display will change to “Search job postings.”) To see job search results using Sally’s criteria, click the Go butto

Search job postings for Sally Johnson

search for these words in | Anywhere

M o

(® Search within this area

() Search this state/city

[10nly show in-state jobs

of (42701

(<]

€ 108 MATCHING ()

@® Jobs that are at least a 3-star match for this resume

() All jobs, without matching this resume

O OCCUPATION AND INDUSTRY (?)

0 EMERGING/HIGH-GROWTH SECTORS (@)

() PHYSICAL ABILITIES ()

€ POSTINGDATE ()

Display jobs added | Most recent 30 days

) EexcLupeloss @

() EDUCATIONLEVEL ()

() SALARYLEVEL (

() INTERNSHIPS
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After clicking the “Go” button, the results for this search display as shown below.

Job search results

These results are based on your search criteria, Review & change criteria,

add words to search for in| Anywhere ﬂ Go»

LOCATION: within| 100 miles

Display 10 ﬂ records per page

| of ZIP code: 42701

7 results found

Referjohs  Email jobs

Page: 1 ﬂ of 1

RATING (@ DATE

[ L.0.0 8 8" 23 Apr

0 ik 20 Apr

0 ik 03 May

[ okki 17 Apr

0 Tk 07 May
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JOBTITLE

Chef, Cooking

Chef

Prepared Foods Associate Team Leader

Executive Chef

Chef Manager

EMPLOYER

Cook alot 2

UNKNOWN

Whole Foods Market, Inc.

Sodexo

Compass Group

JOB LOCATION

Elizabethtown, KY

LOUISVILLE, KY

LEXINGTON, KY

LOUISVILLE, KY

LOUISVILLE, KY
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ACTIONS

How strong is this match?

Find more jobs like this
Do not display this job again

How strong is this match?

Find more jobs like this
Do not display this job again

How strong is this match?

Find more jobs like this
Do not display this job again

How strong is this match?

Find more jobs like this
Do not display this job again

How strong is this match?

Find more jobs like this
Do not display this job again
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You now have various options to assist Sally in her job search.

Email Jobs: Sallyisa 4-star match for a chef’s position, but the job may be further than she originally planned to commute. They may be other
reasons she would not consider this position, or office policy may require you to discuss opportunities with job seekers before referring them to
jobs. The “Email a job,” allows you to reach out to Sally in advance of referring her to a position for which she’s highly qualified.

Email job seeker(s)
Job posting that might interest you
Dear Sally

The following postingi(s) might be of interest to you and youw
shouwld consider putting forward an application.

To apply, please submit a resume through Focus/Career by
clicking on the following link(s])

hittp/f=tage-kentucky focus-
career.com/careerexplorer/jobposting/KEMSTG_7CB153216DEB o
84B6299CDASEBSS14A21 A/ invite femail

[Nemail me a copy of this messase

Refer to Jobs: Referring qualified candidates to jobs, without
advance discussions, may be the best choice to help Sally connect to
this position. Simply tick the check box for the job, and then click
the “Refer Jobs” button. Focus/Assist will make the referral and
notify Sally by email. The job also will display on Sally’s home page
panel for “Jobs to which you’ve been referred.” She can access the
job information at any time.
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When you select the “Email jobs” button, the light box (at left) will
display, providing an editable messagetoinvite Sally toapply for the job
by submitting her resume through Focus/Career-Explorer. Some extra
encouragement or enthusiasm about her high match score can always
be added to the standard text. You also may copy yourself on the email
for future reference.

Another possibility is to add a follow-up to Sally’s record so she will
appear in the list of job seekers with pending issues and be readily
accessible to contact. If Sally regularly checks her FCE account, you also
can add areminder on her home page as another gentle nudge.

Referral completed

The candidate has been successfully referred for the job
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Am | a good match for this job? Sally also has several three-star matches, and the Executive Chef position might be a good fit that is closer to

home. But why isshe only a three-star match? What can you do to help Sallyimprove her chances or raise her match score to a four or five-star
candidate? The answers may be found in “Am | a good match for this job?”

« Job results

Am | a good match for this job?

People who have placed into the Chef job typically have the following characteristics. We've identified gaps in your job seeker's resume and skill set, and provided you with recommendations that you can discuss with
them.

1 Common skills SHOW
2 Education, certificates, and licenses SHOW
3 Level of experience SHOW
4 Common career paths SHOW
5 Potential gaps SHOW

Common skills: In panel 1, Focus provides the specialized, software, and foundation (soft) skills that are typically associated with a
chef’s position. These lists often trigger awareness that important skills have not been included on the resume.

Education, certificate, and licenses: In panel 2, Focus presents educationallevels most common forindividuals working as chefs, as well
as a list of certificates and licenses they may have for this profession. Sally might benefit from additional education.

Education level

1%

Certifications and licenses

. Series 7 Certification
. Certified Executive Chef
. Certified Sous Chef

. Certified Dietary Manager

nok W N R

. Certified Teacher

Graduate/professional degree
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Level of experience: In Panel 3, Focus presents the levels of experience that successful candidates have had when placing into chef’s
positions. Since Sally’s experience is well within range of the most successful group, experience probably isn’t the problem.

Experience levels of successful candidates

Less tham 2 years - 524
8+ years - A%5

Common CareerPaths: InPanel 4, Focus providestwo views of career pathsthat are commonto chefs— positions peoplego from being
a chef and where what positions they typically held prior to becoming a chef.

Potential Gaps: In Panel 5, Focus evaluates Sally’s resume for gaps that could work against her when applying for the Executive Chef
position. As expected, the problems appearto be gaps in her skills and education, giving you a starting place to help Sally become more
marketable. You can steer her toward workshops that build her skills or certificates that enhance her credentials.

5 Potential gaps HIDE
Based on the gaps we found between your skills and experience and the skills and experience of people who have placed into jobs like these, here are possible next steps for you:

skills
Additional training in these skills:

Building Effective Relationships with Customers / Co - Workers * Meal Preparation * Hiring and Firing * Inventory Management <= Multi-Tasking * Restaurant Management

Restaurant Operations * Scheduling ¢ Supervisory Skills ® Training Programs ¢ Communication Skills * Cooking * Management * Performance Analysis

Personnel Management * Presentation Skills = Problem Solving = Quality Assurance and Control e Purchasing =+ Training Materials =« Budgeting = Writing = Planning

Leadership * Creativity = Mathematics ¢ Merchandise Ordering * Cash Handling * Cost Management * Customer service ® Equipment Maintenance = Cost Control

Financial Reporting * Inspection * Food Service Experience * Event Planning * Inventory Maintenance * Team Building +* Costing * Procurement +* Product Sale and Delivery
* Staff Development  Staff Training ® Team Work e Concept Development ¢ Employee Training < Facilities Management ¢ Food Safety ® Organizational Skills
Education
* Culinary Arts
= Certificate
= Associate
* Restaurant/Food Services Management
= Certificate
= Associate
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Find more jobs like this: Anotherfeature that maywidenajobseeker’s possibilitiesis “Find more jobs like this,” which matches the selected job
to othersimilarjobs. Inthis display, the star matches are jobs-to-the-selected-job, rather than jobs against Sally’s resume. A quick glance tells
you the market for chefs in Sally’s preferred area is likely strong enough to warrant the certification she might need. Perhaps a referral to
trainingis in order, as well as a resume review for the skills Sally might have forgotten to include or may not have considered important?

How strong is this match?
[0 ek 29 Apr Chef, Cooking john smith louisville, KY Find more jobs like this

Do not display this job again

How strong is this match?
O ook 25 Apr Executive Chef UNKNOWN LOUISVILLE, KY Find more jobs like this

Do not display this job again

How strong is this match?
O ook 17 Apr Executive Chef Sodexo LOUISVILLE, KY Find more jobs like this

Do not display this job again

How strong is this match?
O ek 12 Apr Executive Chef Sullivan University LOUISVILLE, KY Find more jobs like this

Do net display this job again

How strong is this match?
[0 ek 28 Apr Executive Chef UNKNOWN LOUISVILLE, KY Find more jobs like this

Do not display this job again

How strong is this match?
O ook 03 May Sous Chef Cp Louisville LOUISVILLE, KY Find more jobs like this

Do not display this job again

How strong is this match?
(] o e ek 20 Apr Chef UMNKNOWN LOUISVILLE, KY Find more jobs like this

Do not display this job again

How strong is this match?
O ek 02 May Sous Chef UNKNOWN EDMONTON, KY Find more jobs like this

Do not display this job again

How strong is this match?
(] e e e 22 Apr Chef UNKNOWN LEXINGTON, KY Find more jobs like this

Do not display this job again

Do Not Display this Job Again: A fast way to eliminate jobs that would not interest Sally is to click “Do not display this job again.” This
suppressesthe job posting/s only from Sally’s search results, but does notimpact other job seekers who might be interested in those positions.
But before youclick, be sure that Sally agrees. Also consider that, while some positions may not be Sally’s ultimate dream job, they may hold
excellent short-term possibilities as she improves her skill set, or completes training and certification work. Rule out nothing!
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Mark as Resolved: To resolve jobseekerissues or afollow-up that you added, tick the job seeker’s check box and selects "Mark as resolved"
fromthe Action menu. When job seekers have multipleissues or follow-ups (as shown below), acheck box will display for each, allowing you to
resolve the issuesindividually overtime oratthe same time. Aslongas any issue remains, that job seeker’s record will continue to display in the
dashboard table for triage. When you
resolve all issues, the job seeker will no
Resolve Issues For Amanda Help longer have issues. You will need to find
lssues « that individual by using the “Find a Job
Seeker” for searches, or by changing the
“Issues” filter to “With no issues.

/] Posting poor-guality resume

[]Requiring follow-up
If you are repeatedly clearingissuesfor the
Notes » same job seeker, this may indicate minimal
system use or a lack of engagement in job-
search process. You may want to add a

Note to the job seeker’s record about your

Worked with job seeker to update missing skills in resume.

observation.

The upside to this observation will always
3 | Cancel || Save | : be the messages behind the issues job
seekers experience and the real
opportunities they create for you to help.

= —
e s L o Y T T TR  al TRl T TR TTamFimer momme

It's nevereasyto rememberevery job seeker who faces challenges, but with Focus/Assist keeping their issues in the forefront, you can direct
your energy toward problem solving instead of problem finding.
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Find a Job Seeker
In the regular course of assisting job seekers, searching statewide to find them is a necessity. In the dashboard’s “Find a Job” panel, you may
search by first name, lastname, SSN, date of birth, email address, and by an External seekerID or the Focus ID. A calendar picker is provided for
the date-of-birth field.

° Find a job seeker

First name Date of birth mm/agfimy |1 | Email address
Last name
SSN External seeker 1D Focus ID

The “Find a job seeker” panel operatesin conjunction with the dashboard filters and is controlled from the same “Go” button. To search for job
seekers statewide, set the “For these offices” filter to “Offices Statewide.” Set the “Issues” filter to “with and without issues.”

View Job Seeker profiles

When self-service accounts and resumes are created in Focus/Career-Explorer—or when staff creates accounts/resumes on ajob seeker’s behalf
using Focus/Assist —a master record automatically generates in Focus/Assist for each customer. These are known as the Job Seeker profiles,
which can be viewed only by staff. Profiles are driven by dynamic data collection that captures job-seeker usage information, self-service
activities of job seekers, and staff-assisted activities/services that you provide. You access profiles by clickingon ajob seeker’s hyperlinked name

from the dashboard table. —
(] Dog, Jane BGT:0000000004882951 Frankfort, Kentucky 4/10/2014 112133 AM Posting poor-quality resume
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Each profile provides a wealth of information for triage and tracking, as well as an excellent audit trail for Unemployment I nsurance
professionals to monitorjob-seeker engagement related to continued benefit eligibility. From here, you can quickly “profile” a job seeker and

Job seeker profile: Dwayne Johnson

&» Profile

Contact Information

Resume

Activity Summary

Referral OQutcomes

Survey Responses

¢ 0 O O O O

Job seeker Activity Log

&

MNotes and Reminders

€» Assigned Offices

develop key insights to their statuses, potential needs,
employability, and customer behaviors. The Job seeker profile

- displays datain nine panelsshown atthe leftand described below.

. Profile: Demographics on military service, disabilities, Ul claimant
. flag, and related information that may impact job seeker’s
- employability, program eligibility, or special needs.

. Contact Information: Job seeker’s address, telephone, and email
. address.

_ Resume: Details, such as resume length, number of resumes,
. extracted skills, searchable status, and willingness to work
. overtime or relocate. Also includes hyperlinks to open job seeker
- resumes in a pop-up.

_ Activity Summary: System usage statistics for registration, sign-ins,
. and on-line help; resume updates; and total job searches, matches,
- and referrals. Display since registration or for last 7, 30, 60 or 180
- days.

Referral Outcomes: Voluntarily reported by employers, job seekers, or staff, referral outcomes are displayed by total counts for 16 possible
employment interactions between job seekers and employers offering positions. Outcomes are USDOL compliant and mapped to the case-

management system for federal reporting.

Survey Results: Also voluntarily reported, a brief customer-service survey displays on job seeker home pages when Focus/Career-Explorer
requests referral outcomes. The survey/outcome report can be scheduled todisplay every 7, 14, 04 30 days, asking the job seeker, “How’s your

job search going?”
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Job SeekerActivity Log: Thisautomated activity log captures staff services, resume creation/updates, referrals, and activities against job seeker
records, all viewable by service type, time frame, and users (job seeker and staff). Many items captured in this log are returned to case-
management for USDOL federal reporting. You also may add activities/services to the log without returning to the Action menu to access this

feature.

............. Added Resume

for| last 30 days by all users

Display | 10 records per page Page: « Previous |1 of 1 Next

USER| Assigned activity
Assigned to staff member

Mond Invitation to apply sent
Referral outcome updated

Mond Referral request

Referral request approved

Resolved Issues

Self-referred (External)

Self-referred (Regular)

Updated resume

SSN updated

Mon

Mon

Monr oe, Jammes
Monroe, James
Monroe, James
Monroe, James

Monroe, James

DATES
5/7/2014 1:16:02 PM

5/7/2014 1:15:55 PM
5/7/2014 1:15:45 PM
5/7/2014 1:15:42 PM
5/7/2014 1:15:34 PM
5/7/2014 1:13:46 PM
5/7/2014 1:13:13 PM
5/7/2014 1:05:17 PM

5/7/2014 1:05:17 PM

ACTIVITY/SERVICE

Updated resume
Updated resume
Updated resume
Updated resume
Updated resume
Updated resume
Updated resume
Added new resume

Updated resume

- select action -
Add activity/service

Go

Page 40

Copyright©2015 — Proprietary and Confidential




Burning Glass Technologies

Notes & Reminders: Also accessible from the dashboard’s Action menu drop-down, the Notes and Reminder feature captures any staff-created
and resolved follow-ups, and all resolved job seekerissues, logging this information for staff review and reference. A “Show” filter displays either

notes or reminders, and the “All” filter
displays follow-upsandresolvedissues,
which also can be shown separately.

Justas notes & reminders can be added
fromthe Action Menu drop-down, they
also may be added from the job seeker
profile.

@) Add a note
O Add a reminder for | myself

Type note or reminder here.

Show | Notes Al

Display | 10 records per page 1 results found Page : « Previous |1 of 1 Mext »

Dev Client DO NOT ASSIGN TO STAFF - May 13, 2014
Contacted customer about resume additions; reschedule interviewing skills workshop to precede pending
interview.

Assigned Offices: The Assigned Office panel includes a feature used by the agency’s default office to assign job seekers to field offices. Job
seekers whoregister from other states or whose ZIP codes have not been previously assigned to an in-state office service area will be assigned

by the default office.

- ice - W
select an office Add Remove - The Assigned Office feature is by permission only, although the feature is

KCC Support
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viewable by all staff regardless of permissions. You will always know a job
seeker’s office assignment from this panel. All add/remove/update
functionality is “grayed back” to staff who do not have the “Administer
Office Assignment” permission.
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Create New Job Seeker Account Button
You also may create new job seeker accounts to handle full-service (mediated) customers. This

button displays on the dashboard’s top right position (under Account settings). It launches you _

intothe same functionality that self-service job seekers use to register, but without taking you out

of Focus/Assist. Foreach job seeker, you will be required to create an email username, password, security question/answer reminder, the date
of birth, and key demographics. Depending on agency policy, you may be asked to use a pseudo-email address for staff-created job seeker
accounts, or to obtain an valid email address from the job seeker —or possibly, to help them create afree account. Hyperlinks to AOLMail, Gmail,
Windows Live, and Yahoo are provided for convenience.

NOTE: If full-service customers later decide to become self-service customers, you can pass their usernames and passwords to them,
and they can change their account sign-in credentials.
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Section 7: Approval Queues - Job Seeker Referral Requests

Staff permissions for reviewing and approving employer accounts, job postings, and referral requests will vary from one workforce agency to the
next. Each queue can be managed independently of the others, and queues may be set for centralized management or distributed across the
field officenetwork. Giventhe immediateneedtoapprove job seekerreferral requestsin each office’sserviceareas, as well asfield staff'sclose
relationship to customers, most workforce agencies distribute the Referral Requests queue to field office staff.

The Focus suite handles several types of referrals to jobs, but not all of these will be sent to the approval queue or require staff approvals.

Job SeekerSelf-Referrals (Spiderjobs): Job seekers may self-refertoany job in a spider job feed without staff approval and regardless
of their resume match score for a particular job. These self-referrals will NOT require queue approval. They are logged as interstate
referrals and sent to the case-management system for USDOL federal reporting.

Staff Referrals (Spiderjobs): You may referjob seekerstoanyjobin a spiderjobfeed, regardless of resume match score for a particular
job. These self-referrals will NOT require queue approval. They are logged as interstate referrals and sent to the case-management
system for USDOL federal reporting.

Job Seeker Self-Referrals (Talent jobs): Depending on the agency’s default settings, some job seekers may self-refer to jobs in the
Talent (statewide) job feed, if their resume star matches meet a specific pre-set level. These self-referrals will NOT require queue
approval. They are logged as direct referrals and sent to the case-management system for USDOL federal reporting. When job seekers
do NOT meet the star-match requirement or the workforce agency elects NOT to set a default match score, their referral requests are
sent to the Referral Request queue for staff review and approval. Agencies also may select a workflow that allows hiring managers to
set a match score that is higher or lower than the agencies match-score requirement.

Staff Referrals (Talentjobs): You may referjobseekerstojobsin the Talent (statewide) job feed, based on the agency referral policy,
which may or may not be dependenton the Lens star match. Typically, staff has wide latitude to determine job seeker suitabil ity for a
position, and often may be working with hiring managers who are willing to relax or negotiate job requirements as they relate to job
seeker qualifications. Focus recognizes this need for local flexibility. Since workforce staff is the final authority on referrals, these
referrals will NOT require queue approval. They are logged as direct referrals and sent to the case-management system for USDOL
federal reporting.
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A sample Referral Request queue displays below.

The Approve Referral Request queue is accessed in the Approval Queue Tab. Links are provided for you to access the approval queues
individually. Filters allow you to sort items in the queue by Status, Job seeker type, and Office.

Status: This filter defaults to Pending, and also

incdludes statuses for Denied, On Hold, and dashboard assist job seekers assist employers approval queues reporting manage focus suite

Reconsider. If you have permissions to approve

APPROVE REFERRAL REQUESTS | JAPPROVE EMPLOYER ACCOUNT REQUESTS | APPROVE JOB POSTINGS
referral requests, you may need to deny a referral.

These candidates remain accessible if you need to Approue referral requests

reconsider your initial decision. Job seekers who

update their resume and receive a higher star match  gizr,c pending Show | All job seekers for this office  Arkansas Office

may request another referral. Hiring manager may

invite acandidate toapply or ask you to refera candidate even whenthatindividual does not meetthe stated qualifications. In either case, the
“Denied” and “Reconsider” statuses work togetherto give candidatesasecond chance. The “on-hold” status allows you to retrieve candidates
who were automatically placed in this status. When hiring managers hard close jobs (before the job expires) or place jobs “on hold” while
candidates have referral requests pendingin the queue, Focus automatically notifies the candidates that these jobs are either permanently or
temporarily unavailable. For “on hold” jobs” that are reactivated within 30days, Focus automatically restores candidate requests to the queue.

Show: This filter defaults to “All job seekers” but also allows you to sort by “non-veteran job seekers” and “veteran job seekers.”

Office: Thisfilter defaultstothe office where you are currently assigned or have selected as the office in which you’reworking. The latter occurs
only when you have permissions to work in multiple offices or statewide. If you are assigned only to one office, that will be your default.

When requests are pendingin the queue, this main page will display them in the table below. To access an individual referral request, click on
the hyperlinked Job Title/Company item.

1 referrals found

Display |25 records per page Page: «Previous |1 of 1 Next
STAR MATCH JOB TITLE/COMPANY = JOB SEEKER NAME = JOB SEEKER LOCATION = REQUEST DATE - TIME IN QUEUE =
TITririrYr barbaque cook, Ribs Galore John Casey Radcliff, Kentucky Jul 30, 2014 190 day(s)
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This opens a side-by-side comparison of the candidate’s default resume and the job posting to which he/she has requested a staff referral. Deny
and Approve buttons display at the top right position. From here, the decision is deny or approve rests with the workforce professionals with

queue approval permission. You may also click directly into the Job seeker or the Job order profile for additional information.

Approve referral request: John Casey

© Referral request status

Referral request status: Pending
Referral star match: 7717 777777
Reason for referral: All referrals have to be reviewed by staff

DIV FIEIM Approve referral

° Referral request information

John Casey
(270) 766-2121 (Cell) A

121 | Dont Know Avenue
Radeliff, KY 40160
[ohncasey@yahoo.com

summary

| have 18 years of experience, including as an Administrative Clerk and as a Data Enfry Clerk in industries including
Chemicals and Allied Products and Miscellaneous Repair Services. Most recently, | have been working as an
Administrative Clerk at AT&amp;T from January 2010 to March 2014. My skills and experiences include: office
management, scanners. | hold an Associate of Arts (AA) degree in Business Administration from Sullivan University.

Experience

AT&T, Radeliff, KY
Administrative Clerk
Assisted with billing functions. * Prepared bills, contracts, policies, invoices, checks, expense reports. * Used and
coordinated maintenance of office equipment, such as copiers, scanners, fax machines, voicemail systems,
computers. * Proofread materials. * Reviewed and verified data. * Maintained and updated files. * Processed and
distributed incoming mail. * Prepared mailings. * Prepared and edited routine correspondence. * Respended to
requests for information. * Answered and screened telephone calls. * Provided support to office manager. * Greeted
and directed visitors, deliverymen, the general public, clients, employees. * Verified receipts. * Resolved customer
complaints. * Made appointments and travel arrangements. * Maintained calendars. * Ordered office supplies. *
Maintained a professional image and attitude. * Scheduled meeting rooms.

Jan. 2010Present

Bell South, Radcliff, KY
Data Entry Clerk
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Mar. 19%6Jan. 2010 v,

Job Posting View Job profile

barbaque cook

Ribs Galore A
Raddliff, KY (40160)

Number of openings: 2

Application closing date: 8/1/2014

Salary range $10.00 - $12.00 Hourly

Normal working days are Monday, Wednesday and Thursday
Full-time position

Normal work shifts are First (day)

Permanent position

Court-ordered affirmative action

* Prepare food in a restaurant

* Weigh and measure ingredients

* Prepare soups, meats, desserts.

* Prepare raw produce for cooking or eating

* Cook foods by roasting, broiling, frying, steaming, grilling.
* Order food, smallware, equipment.

* Keep records and accounts

* Kept up a detailed knowledge of the menu
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Denying a Referral Request

Whenyou deny a candidate’s referral request, the light box (at left) will display. This message is editable and you may copy yourself by email.
The candidate is notified under your auto-generated signature. Buttons allow you to either Cancel or Email Job seeker.

Notification of denied job seeker referral request

MNotify the job seeker their referral request has been denied.
Dear John Casay

We have reviewed your reguest for a referral for the barbague cook position at
Ribs Galore. Unfortunately we cannot approve your request at this time.

For mare information, you may log in to Focus/Career to view feedback an your
request, or contact me at N/A or client@Employee. com.

Regards,
Dewv Client DO MOT ASSIGN TO STAFF

[Jemail me a copy of this message

Cancel Email Job secker
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Approving a Referral Request

When you approve a referral, Focus/Assist displays a success
message and automatically generates a standard response to
the candidate. This email is control from a client-editable
template in Focus/Assist. The referral then posts to the job
seeker’s Focus/Career-Explorer home page in the “Jobs to
whichyou have beenreferred” panel. From there, job seekers
may reference the job posting and all employer contact
information for the job.
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Section 8: Staff-Created Accounts for Full-Service Job Seeker Customers

You can access the Focus/Career-Explorer application from two features in Focus/Assist on the Job Seeker Dashboard. The “Access job seeker
account” option fromthe Action Menu drop-down launches staff into FCE to view existing job seeker accounts (either full-service or self-service),

and the “Create new job seeker account” button allows staff to create a new account.

To create a new account, click the “Create new job seeker account” button on the Job Seeker dashboard. Step 1 of the job seeker registration
will display as shown in the light box below. In this sample, a pseudo-email is used to create the email/username address. Other options for
staff-created email addresses may be to use an email provided by the job seeker, or an email account from a free Internet service provider,
created for the job seeker.

# required fields

Create new job seeker account step10f2

SSN Provision: In the sample
registration (at left), the SSN
has not been provided. Job

ACCOUNT DETAILS

seekers are not required to

Email addrass «

Re-enter email address «
Password «

Re-enter password «

Social Security Number
(SSN)

Re-enter 55N
Security guestion «

Security answer »

juliefhanson@staff.com
juliefhanson@staff.com
(11112111}

What was the first car you owned?

M

Toyota Corolla

No email occount? Use g free service:
AQLMail, Email, Windows Live, Yohoo!

5-20 chorocters; must include ot least ore number.

Job Seekers's 55N will be stored securely ond used anly to link this occount to
existing records for Unemployment Insurance or related progroms.

If job seekers does not provide an 55N, you will be asked to copture additional
information.

Answer is cose-sensitive.
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provide their SSNs to register in
Focus/Career-Explorer. Burning
Glass recognizes that public
workforce agencies cannot
require  SSN data-collection.
However, this unique identifier
is important for matching
legacy records in the client’s
case-management system to
prevent creation of duplicate
accounts. In standalone, non-
integrated deployments, no
record matching occurs in the
registration process.
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Secondary Validation Criteria: When the Focus suite is integrated with a case-management system, and SSNs are not provided, Focus uses
other job seeker demographics to match legacy records. These fields include first name, last name, ZIP code, address, city, state, and data of
birth. Middle initial and phone number
are optional. This information also pre-

opulatesthe job seeker’s “Contact” tab | Create new job seeker account step1of2
P p J [Eeh T {fjob seegers does not provide an 55N, you will be osked to copture additional
in Focus/Career-Explorer. Re-enter SN M- informatian. ~
Security question . |What was the first car you owned? |
Security answer « Toyota Corolla Answer is cose-sensitive.
Te rms an d CO nd iti ons: A Te rms an d Since Job seeker did not supply 55N, plecse copture the it inf for valic . Provide job seeker's nome, dote of birth, ond address.

Additional information «

Conditions document is a required sign-

. m- Iulia nraiddla initial _E Lact nama . Hancon

off for job seekers. The same text

. . . Phone number (502) 564-5969
displays when you register job seekers,
b t . t f th t ZIP code « 40601

u reqUIre_s yOU O confirm a .you Address . 1622 West Wilkinson Avenue
have explained the Terms to the jobs city . == =
seekers. The text change for staff )

) . Date of birth + 05/14/1975

appears on the confirmation button on | I o
the screen below. ) = =g

Accepting the Terms of Use constitutes

the job seeker’s agreement to abide by the site’s policies and other provisions required by the agency. If job seekers violate the Terms and
Conditions, Focus provides features to block them from accessing their accounts until the circumstances surrounding their misuse are resolved
to the agency’s satisfaction.

Terms and Conditions step 2 of 2

wvour use of this site is subject to the terms and conditions (hereinafter "Terms") specified herein. It is important that you take the
time to read the Terms carefully. In order to use the Serwvices, you must first agree to the Terms. You may not use the Serwvices if you
do mot accept the Terms. Your use of this Site shall constitute agresement to and acceptance of this Site. If you use this site, you
understand and agree that this site and its operator will treat your use of this site as acceptance of the Terms from that point
onwwards. You may not use this site and you may not accept the Terms if (a) you are not of legal age to form a binding contract wwith
This Site, or (b} you are a person barred from receiving the Serwvices under the laws of the United States or other countries including
the country in which you are resident or from which you use the Serwvices. Before you continue, you should print off or sawve a local
copy of the Terms for your records.

SECTIOMN 1. USER COMNDWCT

Specific Prohibited Uses. The site may be used only for lawful purposes by individuals who may form legally binding contracts who are
seeking employment. This site is not intended for use by Minors. IF ¥YOU DO MOT RMEET THE FOREGOIMNG REQUIREMEMTS, YO U Moy
NOT ACCESS OR USE THIS SITE OR AMNY OF THE SERWICES OMN OR THROWUWUGH THE SITE. This site authorizes you to wview and download a
single copy of any jJob posting, resume, report, or other materials on this site for your personal use only. You Must retain all copyright
and other proprietary notices contained on such materials. You may not sell or modify the materials or reproduce, display., publicly ]
perform., distribute, or otherwise use the materials in any way for any public or commercial purpose (other than for searching for a job

| | €ancel | I confinm that 1 explained these terms to this job seeker
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Options after Completing Registration: After accepting the Terms of Use, you have completed the account registration. From here, you may
continue to oversee accounts and create a resume on his/herbehalf, or provide the sign-in credentials to the job seekers who can then become
self-service customers. In either case, resume completion is the next logical step.

To locate the job seeker’saccount from Focus/Assist, go tothe “Find a job seeker” panel onthe Job Seeker dashboard. Leave the Show filter on
the “All job seekers” default, and set “Offices statewide” and “With no issues.” Enter the job seeker’s name, DOB, SSN, or email address to
narrow the search criteria, and then click Go. The newly registered job seeker will display inthe Dashboard table. Because Julie’s account below

does not yet have a resume, Focus has not yet assigned a Job Seeker ID number and a last activity date has not generated. Noissues have
posted against her record.

Job seeker dashboard

Show All job seekers lssues With no issues Go
For these officesf| | Offices statewide Handled by |- select - ™
Offices - select - ]

© Find a job seeker

First name Julie Date of birth mm/dd/vyyy A Email address

Last name Hanson SSN - - Joh seeker ID
Action |- select action - Go  Display| 50 records per page 1 results found Page: «Previous |1 of 1 Next»
[] NAME JOB SEEKER ID LOCATION LAST ACTIVITY DATE ISSUES

/| Hanson, Julie Frankfort, Kentucky

To access Julie’s account, tick the check box by her name (as shown above), select “Access job seeker account” from the Action Menu drop-
down, and click Go again. This launches Focus/Career-Explorer in a new browser window and places you on Julie’s home page.
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Section 9: Focus/Career-Explorer Home Page

Whenyou access any job seeker’s home page from Focus/Assist, the greeting line will display as “Logged in as [name of job seeker].” This is the
primary indicator that you have accessed heraccount properly as staff. Any work performed viathis method will be credited as “staff-assisted”
for USDOL federal reporting. You can use the Focus/Career-Explorer application just as job seekers do. Let’s look at Aaron Boggs account.

FOCUSOEXPLORER &gg;}dinas.ﬁﬂmnﬂoggﬁ] & A A Translate

A BURNING GLASS SOLUTION Ml,'hclokmarks|M1,ra|:\count|5ignnut

job search explore careers & education

[find 2 job |

Mew matches for your saved searches HIDE e Create, edit or upload a resume

Active Search IEEE Administrators il Eciit this s=arch

Mo matching job found

&N search for jobs

e?; Explore my career options

Matches we've recently sent you HIDE e el
= study, career or employer

Mo jobs of intersst have been received in the last 7 days

e See what | can study to get

lobs for which you have referral activity HIDE ahead
Ma referrals found See where experience can
take me
! i HIDE
lobs you've recently viewed My resumes
Ocr16-  Salon [ Spa Manager, Meal & Davis 0 employers have viewed your resume in
Oct 22 - Cleaner - Office , Zamorano Enterprises Reg_ the past 30 days.

Oct 22 - Boardinghousse Keeper , Zamorano Enterprises Reg. Allow employers to s=arch this resume
] Resume on 9/3/2013 B:25 AM
Ot 22 - Offices Cleaner , [Confidential]

= Resume on 9/3/2013 3:25 AaM E3

May 20 - Film Spooler, Test Company 1

My bookmarks

Click on the 'bookmark’ link to save it here.
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Home Page Features

The Focus/Career-Explorer home page consolidates key information and feature access so you or job seekers can manage their careers and job
search effectively. Tab management for application access and button access to specific features provide easy navigation, while information
panelsdisplay job seekers’ latest system interactions forsearches, matches, referrals and jobs. The home page displays on default at customer
sign-in or when you access the account from Focus/Assist.

Text Size: Allows job seeker to adjust the text size display.

e Language Translation: Access to language translator tool, which converts the user interface text for non-English speakers. When
resumes are sent to employers, they revert to English.

e My Account: Allowsjobseekertochange theirusernames, passwords, a secondary email address (for resume use), and their security
question and answer.

e My Bookmarks: Collects jobs and career exploration pages for future reference.

e Find alJob: Quick search feature to find jobs by job title.

e How is Your Job Search Going? Displays a pop-up survey on pre-set schedule to obtain customer service responses and referral
outcomes from job seekers. (See screen clip below.)

e Resume Listings: Hyperlinks for up to five resumes provide direct access to these documents.

e Resume Views Counter: Counterdisplaysthe number of times business customers have viewed the defaultresume. Displays only after
the default resume has been created.

Tab —Job Search: Application access to the Focus/Career for resume-building tools, job matching, and gap analysis (on a per job basis).

e Button - Create, edit & upload a resume: Direct feature access to Focus/Career resume-building tools
e Button - Search for jobs: Direct feature access to Focus/Career job search criteria and matching.

Tab — Explore Careers & Education: Application access to Focus/Explorer for career and educational exploration.

e Button — Research a specific career, employer or program of study: Direct feature access to Focus/Explorer.
e Button — Explore my career options: Direct feature access to Focus/Explorer.

e Button - See what | can study to get ahead: Direct feature access to Focus/Explorer.

e Button — See where my experience can take me: Direct feature access to Focus/Explorer.
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Job Seeker Survey

The job seeker survey below displays on the home page on 7, 14, or 30-day intervals, depending on the client-configurable setting applied in
Focus/CareerSettings, whichislocated in the Focus/Assist, Manage Focus Suite tab. The survey feature also can be disabled. When job seekers

do not have referrals to jobs, only questions 1-3 will display to collect survey responses. The survey is voluntary and can be closed without

How is your job search going?

. Were you satisfied with the quality of matches you have found or
received via Focus/Career?

. Did you find or receive matches for jobs you had not previously
considered via Focus/Career?

®Yes O No

. Did you receive employer invitations or apply for any of the jobs to
which you were matched via Focus/Career?

®yes ONo

. Please update referral outcomes for the jobs below:

pmannel  jondispertawesr
Manager Inc
Close survey [EITo =001

responding. The default survey responses will not
register unless job seekers click “Submit results.”

Survey Philosophy

The default question text is targeted to obtain
information on match quality, transferable skills
awareness, and the use of employerinvitations for
job seekers to apply. Itisintended to be brief and
generic to increase user response rates and
intuitively lead them to provide referral outcomes,
which are traditionally difficult for workforce
agencies to obtain.

Pending Enhancements for Job Seeker Survey

Burning Glass plans to make the survey questions
client-configurable, but will require the response
format for each question to remain the same.
Clientswould not have the abilityto add additional

customerservice questions. Becausethe survey light box must adjust automatically to handle multiple job referrals, the additional space needed
is best prioritized for referral outcomes rather than an expanded question set, which may impact response rates negatively.
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Click the “Job Search” tab to display features available in Focus/Career.

home job search explore careers & education

YOUR RESUME | SEARCH JOBS

@ Create or upload a resume best bet for best matches

@ Search for jobs
=) See job recommendations based on my resume we'll help you build or upload your resume first
=) Start or continue a job search without a resume results are limited without a resume

When you select “Create or upload a resume,” the options below will display for three resume-building approaches.

YOUR RESUME | SEARCH JOBS

Your resume

The more information you provide on your resume, the better the matches we can provide
When you're done, you'll be able to choose which information to display to employers.

CREATE A RESUME UPLOAD A RESUME PASTE/TYPE YOUR RESUME
The resume builder will guide you through all the You may upload resumes in DOC, DOCX, RTF, or Paste or type your resume, and the resume
steps of creating a resume. On average, creating PDF formats. Your PDF must be text, not images — builder will help you format and enhance it.
a complete resume takes between 15-30 minutes, if you can search the PDF, it's text. After you've
depending on how much detail you wish to uploaded your resume, you'll have the
provide. You'll be able to save your work and opportunity to edit it.

return to it at any time.

0 words
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Create a Resume - Step 1: Add a Job

When “Start resume” button is clicked, the page below is displayed. Let’s build Julie’s Information Technology resume.

Title the resume and save the title.

Enter Employer name

A wnN e

field will retract.
5. Complete the remaining fields and click the “Save & Move to New Step” button.

Create a resume

Resume title » |IT Resume I m Preview resumee

WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS > PROFILE

1. Add a job 2. Job title details 3. Work activities 4. Job description

wWe'd like you to describe each of your recent work experiences. Go back 10-15 years if possible.
Include jobs you might not want to show on your resume — you'll have the opportunity to hide them later on.

1. Add a job « reguired fisids

Enter the Job title —type-ahead text will display under the field for selection of specificjob titles.

Enter Start Date. If the job seekeris currently employedin this position, check “I currently work here.” When box is ticked, the End Date

> PREFERENCES > REVIEW

Save & Move to Next Step >>

lob title « Computer Systems Analyst Standord job titles are provided for vour conwvenience. You may still use your own job title if it's not on our list.
If wou are o veteran or militony senvice member, enter your Militaory Occupotional Classification (AMOC) code to the
Jjob title field. We will populote yvour employer with the appropriate service branch and allow you to select your
Employer " Burning Glass Technologies rank. We also provide work stotements for many military occupotions to help you describe your skills ond duties
Sfor these jobs. This information will disploy on your resume and help us match yvou to civilian job openings where

wyour militarny skills will transfer.

Start date » 10/2010 mayyyy [ ] currently work here
End date « S Ay
Location « Frankfort
| Kentucky - |
| United States - |
Wages/pay unit |68,500.00 | Yearly -~ | The salary information yvou provide will not appear in yvour resume ond is collected only to help provide yvou with

matches.

Page 54

Save & Move to Next Step >>

Copyright©2015 — Proprietary and Confidential




Burning Glass Technologies

Create a Resume - Step 1: Special Instructions

Focus/Career’sresumebuilder provides excellent ways to help selected target populations find their transferable skill s. It helps veterans find

skills that transferfrom their Military Occupational Specialty to the civilian labor markets, and helps homemakers and caregivers capitalize on

the skillsthey build every day when they were not considered “labor force participants.” Forindividuals with f volunteer histories, showing these

as work history can create a solid skills base that translates well to the jobs that are also paid.

We'd like you to describe each of your recent wark experiences. Go back 10-13 years if possible.
Include jobs you might nat want to show on your resume - you'll Rave the opportunity to hide them later on.

° SPECIAL INSTRUCTIONS FOR VETERANS, HOMEMAKERS, VOLUNTEERS, OR THOSE WITHOUT J0B HISTORY

Veterans
If you have served in the military, we will ask you about your miliary occupation in the Profile area. ff you feel your military rank and service constitutes 3

sjgnificant partion of your work experience, you can st your rank and military occuption 25 & job on your resume. We wil try to find questions or text that
refate to civilian equivalents.

Homemakers
If you have experience as 2 homemaker, care giver or stay-at-home parent, please enter Homemaker', 'Care Giver' or ‘Home Manager' in the jobtitle field so

that we can further assist you in identifying transFerrable skills valuable to employers. {We sugzest you st the employer for the time you spent in such roles 2
IIEEIf”,)

Volunteer activities
Describe your volunteer activities in the Add-ns area. However, if intemships or volunteer wark make up a large part of your wark history, or their absence
Would create major time gaps in your resume, you may include them in work history.

Mo job history to enter?
Fallow this link to jump to the Contact area.
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Of critical importance with many job
seekers in these situations is a lack of
confidence due to absence from or
unfamiliarity with the recent civilian
labor market. With these features,
Focus helps them and you cut through
the fear of less desirable candidate or
completely unemployable.

If you work in a veterans’ services
position, this feature is excellent for
transitioning service members —many
of whom entered the military out of
high school and have no prior exposure
to the civilian labor force. Help them
make the most of the excellent skills
training and education they military
provided.

And don’t let “unpaid work” hamper
those volunteers or interns who need
or want to find income-based careers.
Just because they weren’t paid, doesn’t
mean they didn’t work!
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Create a Resume - Step 2: Job Title Details

Focus providesradio buttons forthe top job titles that most closely match the job title entered in Step 1. Select the title that works best. If an
appropriate title does not display, more selections are available from within the job families listed below. Open these panels to find a different
job title. When selection is made, click “Save & Move to Next Step.”

WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS > PROFILE > PREFERENCES > REVIEW

1. Addajob 2. lob title details 3. Work activities 4. Job description

Save & Move to Next Step »

Next, we're going to ask you about your job. To ask the right questions, we need to make sure we understand what your job was about.

2. Joh title details « required fields

Which of these titles best fits ) Computer and Information Systems Managers
your job? [ Computer Software Engineers, Systems Software
®  Computer Systems Analysts
Network and Computer Systems Administrators
Network Systems and Data Communications Analysts

If none of these titles fits,
select from the following list:

Architecture and Engineering
Arts, Design, Entertainment, Sports, and Media
Building and Grounds Cleaning and Maintenance

Business and Financial Operations

- -+

Community and Social Services
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Create a Resume - Step 3: Work Activities

Based on the jobtitle established in Step 2, Focus next displays a corresponding questionnaire on work activities. Job seekers may selectup to 12
itemsinthisstep.Ifa 13" itemisselected, awarningwill display, allowing job seekers to de-select any previous items and prioritize others. A
counter list captures all selections and provides an internal scroll bar for easy scanning.

Save & Move to Next Step »

3. Work activities

Choose the most appropriate answer under each of the following work activities to describe the tasks you carried out in your job as a Computer Systems Analyst at
Burning Glass Technologies.

Generic Job Title: Computer Systems Analysts

You may pick up to 12 statements.

Test, maintain, and monitor computer programs and systems
® Yes ' No

Coordinate program and systems installation
® Yes ' No

Expand systems
O Yes ® No

Modify systems
® Yes ' No

Alter systems to accommodate new uses
O Yes ® No

Alter systems to improve workflow
® Yesg ' No

Develop and revise
¥ system design procedures  # test procedures ¥ quality standards

Document systems procedures

® Yes “ No
Assist staff with computer problems Your selected statements you can edit these in the next step &

“ Yes ® No 8. Located and corrected code errors. -
Assist users with computer problems 9. Used database management software.

O Yes ® No 10. Used development software such as C++,DCOM softy

11. Used web development tools such as Allaire ColdFusi

Analyze computer performance indicators il 12. Used configuration management software such as Hyhd

® Yes ) No
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Create a Resume - Step 4: Job Description

In Step 4, all questionnaire selections display in the editable text box (below left). You may add new itemsin free text, add keywords associated
with the job, or add additional work statements. When adding keywords, all selections are grouped in a single statement that begins,
“Knowledge setsinclude:” followed by the selected keywords. After editing and adding to the job description text, click “Save & Move to Next
Step.” Otherfeaturesinclude “Save & Add AnotherlJob,” which returns you to Step 1 of the Work History; and “Preview resume,” which allows
you to evaluate the resume display at any point in the resume builder’s guided path.

Resume title « |Inf0rmat'|on Technology l m Preview resumee

WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS > PROFILE > PREFEREMCES > REVIEW

1. Add ajob 2. lob title details 3. Work activities 4. Job description

Save & Add Another Job >> EEVEE S GUEE GRS 1 -2

4. lob description « required ficlds

Edit your job description to personalize it. Your description will be even better if you add very

specific descriptions of what you did, initiatives you led, and your particular accomplishments
and contributions. To help you, we've included a list of keywords and statements you may Describe other job activities you performed.

select to add to your description.

Did you wear many hats at this job?

* Tested, maintained, and monitored computer programs and systems. Additional jobs details

* Coordinated program and systems installation. Other skills or knowledge sets for this job include:

* Modified systems. e e e e e e o
* Altered systems to improve workflow. c KEYWORDS

* Developed and revised system design procedures, test procedures, quality standards.
* Documented systems procedures.

* fccisted users with computer problems.

* Analyzed computer performance indicators.

| c++ developer
a

* Maintained technical knowledge with manuals. o
a
"
b
i

capability maturity model

clearcase

wWindows Installer. cleargquest
* Used development software such as C++, DC
* Used web development tools such as All; CeoldFusion, HTML, Javascript, Ruby on Rails.

* Tested, maintained, and monitored computer programs and systems, including coordinating the installation
of computer programs and systems.

* Prepared cost-benefit and return-on-investment analyses to aid in decisions on system implementation.

* Provided staff and users with assistance solving computer related problems, such as malfunctions and
programmed problems.

* Knowledge sets include: configuration management, software configuration management, softwWare Process. | || o o e e o o o o o o e e e e e e

configuration management
software configuration management

software process

CAdd
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When Job Seekers Wear Many Hats

Also in Step 4 of the Work History tab, notice the button
shown below. But what does it mean to Wear Many Hats
and to whom might it apply? We need only reference the
jobdescriptionthat ends with, “All other duties as assigned”
to identify to whom this feature might apply!

Did you wear many hats at this job?

Describe other job activities you performed.

It also considerssuch job titles as administrative or executive assistant/secretary, association executive, or program manager —where

Other job activities

Enter a job title that describes other activities you performed in this johb.

Basic Communications Instructor

Other job activities

Your selected statements you can edit these in the next step €

Choose the most appropriate answer under each of the
following work activities to describe the tasks you carried
out while performing a Basic Communications
Instructor’s duties in your job as a Homemaker at Self.

You may pick up to 12 statements.

6. Conducted classes, workshops, and demonstrations.
7. Established clear objectives for all lessons, units, and
8. Conducted educational goal setting.

9. Used software tools including: Microsoft Office suite, .
10. Language skills: Spanish

Provided educational instruction in: [What subject/topic areas did you teach?]

wisual triggers to maintain attention span and expand learning windows.

basic communications for developmentally disabled (autistic) child, resulting in design of computer application that uses musical and

A|

Prepare participants for Pre-GED and GED exams

' ¥Yes ® MNo
Develop individualized lesson plans
® Yes 2 Neo
Maintain accurate and complete documentation
‘= Yes Y MNo
Assign and grade classwork and homework
' Yes ‘= MNo
Prepare tests to gauge student performance
® Yes = No
Administer tests and issue grades
' ¥Yes ® MNo
Prepare routine progress reports on student performance
® Yes 2 Neo
Enforce student attendance policies
' Yes = MNo
Conduct classes, workshops, and demonstrations
® Yes ¥ No

Cancel Next: review your updated job description
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responsibilities cover a wide range of
specialties but don’t apply consistently
enoughtobe includedin their typical job
descriptions. Anyone engagedin extreme
multi-tasking can benefit from “Wear
Many Hats.” Simply click the button (at
top), and entera job title that represents

the activities orskill sets would routinely
fall.

Forinstance, if an executive assistant also
managed company travel arrangements —
enter travel agent. If a program manager
also compiled extensive reports, try
statistician, information analyst, or
demographer. If a former stay-at-home
parent raised an autistic child, he/she
may find great skill matches as a basic
communications instructor.

Possibilities are everywhere! Don’t miss
them.
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Encouraging Job Seekers to Be Complete

When job seekers click “Save & Move to Next Step” after providing only one history, Focus/Career displays the light box below to
encourage them to be as complete as possible. Certainly, some job seekers are only embarking on their careers and have no work
history to include, and others will have only one

You've only added one job to your job history. Did you want to add work history. While Focus does not require work
more? history to complete a resume, it includes steps to

N Y dd ther iob remind job seekers when they may not have
° ke S finished a process that would benefit their job

searches.

Create a Targeted Resume - Adding Military Job Histories

Returningto Step 1 of the Work History tab, add a military job history using a Military Occupational Specialty (MOS) code or a military job title.
Whenyou enterthe MOS inthe job title field, selectable, type-ahead options forjob titles will display below the field. When you enter or select
Trom the OPtioNal 1St the EMPIOYET ittt s et e et es e st e e s et £t e aE e e e eE s Ra e R £ Ao Rt £ Ao et £t ae e s nsement se s snatat et s narae e
field will pre-populate with the ° SPECIAL INSTRUCTIONS FOR VETERANS, HOMEMAKERS, VOLUNTEERS, OR THOSE WITHOUT JOB HISTORY

corresponding Military service branch.

Also, the Rank field will display ~ Velerans

If you have served in the military, we will ask you about your military occupation in the Profile area. If you feel your military rank and service constitutes a
significant portion of your work experience, you can list your rank and military occupation as a job on your resume. We will ry to find questions or text that
relate to civilian equivalents,

automatically with a corresponding
drop-down of ranks appropriate to
that branch of service.
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1. Add a job « required fields

Job title » 40AB - Data Network Technician
Employer ¥ United States Marine Corps
Rank | Second Lieutenant V|
Startdates 072004 em/my (| cumently work here
End date s 08/2010 mmfyyyy
Location « Quantico
| Virginia v|
| United States V|
Wages/pay unit |53,700.00 | Yearly v|

Standard job titles are provided for your convenience. You may still use your own job fitls if it's not on our list

If you are o veteran or military service member, enter your Military Occupational Classification (MOC) code to the
joh title field. We will populate your employer with the oppropriote service branch and allow you to select your
rank. We also provide work statements for many military occupations to help you describe your skills and duties
forthese jobs. This information will display on your resume and help us match you to civilian job openings where
your military skills will transfer

The salary information you provide will not appearin your resume and is collected only to help provide you with
matches.

When using the MOS for a Work
History entry, staff and job
seekers enable Focus/Career to
locate and match civilian labor
force jobs with corresponding
skills. Many specialties prepare
veterans for a wider range of
jobs and industry sectors than
even they may realize.

Seeing real options can be
extremely beneficial in reducing
transition tension. Because skill
relationships are not always
obvious, this feature saves
considerable research time for
both you and job seekers.

Keep in mind, however, that
other MOS codes may not
translate as easily — such as

front-line combat positions. Atthe other end of the spectrum, some military jobs may be so highly specialized that Veterans may have fewer
civilian opportunities to continue their career trajectory in certain labor markets. In these cases, Veteran case managers may find the Burning
Glass Labor/Insight application helpful in locating labor markets where such specialties are in greater demand. When Veteran job seekers are

willing to relocate, pointing them in the right directions can make a world of difference.
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In Step 2, Focus displays radio buttons for the most transferable job possibilities. These may span many job sectors, providing multiple pages of
listings. Be sure to explore all tofind those most closely related to the MOS or the direction that most interests the veteran. When you make a
selection, Focus will display the appropriate job questionnaire. The Veteran will continue the same Work History process as covered above.

2. Job title details « required fislds

Which of these jobs is most 12345
closely related to your military ‘' Database Administrators
experience? ‘= pMetwork and Computer Systems Administrators

' Telecommunications Specialists
Computer Support Specialists
Document Management Specialists
Computer Operators
Electricians
Helpers--Electricians
' Telecommunications Equipment Installers and Repairers, Except Line Installers
Electrical and Electronics Repairers, Commercial and Industrial Equipment

Create a Targeted Resume - Adding Homemaker/Caregiver Job Histories

Breaking backintothe laborforce can be especially challenging forthose who have stepped away for family responsibilities such as parenting or
caring foran elderly family member.

By entering such job titles as Homemakers

Homemaker, Home Manager, or [fyoy have experience as & homemaker,care giveror stay-at-home parent,please enter Homemaker', Care Giver'or Home Manager inthe job tte feld o

Care Giver, these jobseekersmay be at e v irher gsist you ndentfying ransfernable kil vluable o employers. We suggestyou st the employer forthe time you spent nsuch rles as
surprised by the number and range g H”]
ef,

of skills they’ve developed, not to
mention, how well they’ve positioned themselves foranew careerthat could require only some additional training or a certification to launch.
From healthcare to hospitality to housekeeping, a solid career path can be well within reach.
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Returning to Step 1 of the Work History tab, the usually unpaid, yet
very important work of managing a home and caring for children
presents numerous possible skills that can be included on a resume.
When adding “Homemaker” as the job title, notice that the
“Employer” field pre-populates as “Self.” Also, the “Wages” and “pay

1. Add a job « reguired fields

unit” fields are no longer required.

Job title « Homemaker

Employer « Self

Start date « 05/1998 mryevyy [ 1 currently work here

End date « 06,2004 T ey

Location « Frankfort
| Kentucky -~ |
| United States hd |

Wages/pay unit

In Step 2, a list of optionsidentifies job sectors where typical “homemaker” skills commonly are needed. Focus recommends that job seekers
select the two most relevant areas of greatest interest or where they believe their strongest skills reside.

4. Job description « required fields

Edit your job description to personalize it. Your description will be even better if you add very
specific descriptions of what you did, initiatives you led, and your particular accomplishments
and contributions. To help you, we've included a list of keywords and statements you may
select to add to your description.

* Prepared nutritious meals.

* Operated equipment used for preparing food products.
* Served and stored food.

* Cooked with others in team effort.

* Created recipes.

* Carried out proper food storage procedures such as wrapping, labeling, dating, stocking, storing, rotating.
* Managed immunization schedule.

* Practiced illness prevention.

* Balanced nutrition.

* Promoted family exercise routine.

* Managed medical crisis.

* Provided care to child.
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In Step 3, a questionnaire provides questions about work tasks and
responsibilities, while Step 4 (at left) presents the selected items for
editing or the addition of keywords and more work statements. Notice
that the skills represent those in both Food Preparation and Services, and
Health and Nursing categories.

Doesthat meanthat job seekerislimited only tothe skills gained in those
categories? Not at all! Focus is about options, and if any job required
people to “wear many hats,” parent must be at the top of the list!
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Section 11: Uploading/Pasting a Resume

You may access the resume Upload and Paste features from two locationsin Focus/Career-Explorer. From the home page, click “Create, edit, or

upload a resume” underthe “Find a job” feature (below). This will open the selection light box where you may select any of the resume options
— Create, Upload or Paste.

|ﬁ“d a job | m From the resume Reviewtab, click “Your Resume,” located at the middle left of the page
(shown below). This link also takes users to the three resume options, but provides
e Create, edit or upload a resume additional access to the “Create a new resume based on an existing one” feature.

YOUR RESUME ‘ SEARCH JOBS

When uploading a resume, Focus/Career-Explorer | Createaresume
provides a standard “browse” feature to upload resumes
from a computer desktop (shown below). After selecting

the resume document, the name of the document will WORK HISTORY ) CONTACT > EDUCATION > SUMMARY > ADDANS > PROFILE > PREFERENCES REVIEW
appear in the text box. The uploaded resume must be in

DOC, DOCX, RTF or PDF format.

Resume title |MyResume |m Prewewresumeg Delete resume

Click “Next step” to proceed. A brief processing time will elapse as the parser
UPLOAD A RESUME checks the resume to identify missing fields that are required in the resume’s

guided path. When such items are located, Focus will display a light box,
You y uploa resumes i DOC, DOCH, RTF, orPOF formts,Your POF must et notimages-ifyoucanseaththe. — promipting you to select or complete the fields.

PO, ' e, After you've upoade your restume,you'lhave the opportunity o edit

From there, users click “Continue.” This will navigate you to the Contact tab in the

Resume - Fvance . doc resume’s guided path. If any additional fields must be capture, indicators will

display (in red) for the fields needed before saving the tab. The users will then
proceed through the remaining tabs until each is completed and the resume

NBHtStEp d displays in the Review tab.

Page 64 Copyright©2015 — Proprietary and Confidential




Burning Glass Technologies

Atrightisthe Focuslight box that displays when an uploaded resume =
has not provided information that is required to save a job Seeke r's Your resume I:uas been.uploaded successfully. Howewver, we weren't able to identify

the following information:

record in Focus/Career-Explorer. Typically, this same information is S EElrmierre b ar ety -

Enrollment status « - select enrollment status - -

necessary for case-management data collection and will be passed to
the CMS via an Application Programming Interface (API).

Education level » Master's degree e ~

You can now review what we hawve extracted from your uploaded resume and add
some simple demographic information that we require along with your search

preferences.

The Uploaded Resume Display

Whenreaching the resume Review page,an uploaded resumewilldisplay inthe user’sformat and the “Resume style” drop-down selection will
be “Original” (shown below). By comparison, resumes build using the wizard will be displayed in the “Standard” resume style. When users wish
to retain their original formatting, the process is complete. They can save their resumes and view their matched. For those who want other

Resume style | Original v Resume order | Emphasize my experience ¥ Hide options § [ @ resume Styles, several are available
from the drop-down. You also can

~
SMITH revertan uploadedresume back to its

Phone: £ (516) 665-5665 | Email: mike smith@demo.com

|II

original style by selecting “origina

SUMMARY OF QUALIFICATIONS from the drop—down.

Accomplished and highly qualified Semor Finance Manager with 13+ vears of professional expenence and success. Adept at overseemng daily &x 1
forecasting and planmng, analvzing and improving processes, and leachn_g personnel through the completion of assigned tasks. Currently seekmg a m.amigenzl pnsmon m sz.nce Whmh
will effectively utilize all acquired skills, abilities, and areas of expertise as follows:

¢ Financial Management + Program Management + Business/Revenue Growth
+ Staff Training/Supervision + Process Analysis & + Budpeting/Forecasting .
& Brdfaamrres Erdieicen i ereen— e
& Coamerd Arrastiy ¢ Famemmeel Teomting ¢ Trrstres A PaStlng a Resume
Pasting a resume is the least
recommended resume option, but is
PROFESSIONAL PROFILE
Genzyme Corporation Jul. 2007 - Present provided fOf' those WhO feel more
Semior Finance Manager - Re>D Finance 7 o ) - ) “u H H ”
+ Accountable for managing over $300M in contract accounting for Clinical Operations and Functional Support (Regulatory Affairs, Clinical Operations, Compliance, Global Patient com fo rta b I e cuttin g an d pa stin g
Safety, Clinical Pharmacy and Biomedical Affairs) including accrual reconciliations and unbilled services review
+ Manages the month-end closing and reconciliation process for R & D Finance th eir docu ments. Pasti ngwo rks in th e

same manner as uploading, but users may experience some problems if a pasted resume is heavily formatted. The parsing may be more accurate
if the pasted resume is “straight text.” In either case, the features are easy-to-use and should not provide difficulty for less technical users.

Page 65 Copyright©2015 — Proprietary and Confidential




Burning Glass Technologies

Section 12: Completing the Guided Path

In the Focus/Careerresume builder, the Guided Path represents the required initial sequence that users follow when completing the default
resume. Fora resume to be complete, the user must complete all required fields in each tab, ending on the Review tab with the resume fully
displayed. From Review, the “Save Resume and View Matches” button triggers three actions.

First, it registers the default resume in o pstony ) CONTACT ) EDUCATION > SUMMARY > ADD-INS ) PROFILE ) PREFERENCES ) REVIEW
the Lens search engine and makes it

viewable to employers and staff as a
potential match to jobs. (NOTE: If users
electnotto make theirresumes searchable to interested employers (a selection on the Preferences tab), their resumes are still registered in
Lens and will return matches for job seekers to view. Those matches, however, will not be displayed to employers.)

1. Addajob 2. Jobtitle details 3. Work activities 4. Job description

Secondly, it creates and populates the Job seeker profile in Focus/Assist, establishing the Focus job seeker ID. This includes information that

appears in the profile, contact, and resume panels, as well as entries to appropriate logs (e.g., appropriate auto-generated activities). It also
triggers behind-the-scenes routines that flagjob seekerissuesrelated to resumes and system usage. Lastly, this “Save” action triggers the APl to

send appropriate information to the case-management system.

What happens when users stop before completing a resume? Thisdepends on where they stop. Notice above that the Work History tab
has foursteps. If you stop or time out during these four steps, you will lose all data entered in these steps. You must save on Step 4 to
preventthis. Once beyond this point, Focus/Career retains all entries that precede the last saved tab. If you sign-out or time-out, Focus
will return you to the same location where you stopped.

When adding other resumes (after creating the first one), does the last resume added become the new default resume? No. The first

) resume will remain the default resume unless you (job seeker or staff) select another
Allow employers to search this resume

resume as the defaulttoanotherresume. The default resume feature is found on job
esume . . .
Y seekers’ home page (at left). Whicheverresume is selected from the drop-down will
* My Resume B3 become the default and is the only resume that is searchable by employers at that
time.
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Unrestricted Path

After completing the guided path on each resume, the edit path for that resume becomes unrestricted. You may go to any tab and update
information. Following the tab sequence isnolongerrequired. Users need only click “Save and Move to Next Step” to apply the changes made
to that tab. All Saved information is sent to the case-management system based on the changes made in any individual tab.

WORK HISTORY > CONTACT EDUCATION > SUMMARY > ADD-INS > PROFILE > PREFERENCES > REVIEW
Save & Move to Next Step »

Managing Multiple Resumes

You may have upto five resumes, butonly one resume is searchable at a time. To add another, click “Create, edit or upload a resume” from the
home page to display the light box below. The scroll bar at the right allows users to find the action they prefer.

B | To start a completely new resume,

H " ” H
The more information you provide on your resume, the better the matches we can provide. When you're done, you'll be able to click “Start resume.” This restarts the
choose which information to display to employers. identical process used to create the

first resume.

. ~
® Create or edit a resume .
If you wish to use some of the
information from another resume,
CREATE A RESUME .

Focus/Career-Explorer also provides

The resume builder will guide you through all the steps of creating a resume. On average, creating a complete resume .

takes between 15-30 minutes, depending on how much detail you wish to provide. You'll be able to save your work and the option to create a new resume

return to it at any time. based on an existing resume. The

m existing resume may be any resume

previously created. A drop-down will
CREATE A NEW RESUME BASED ON AN EXISTING ONE d|sp|ay SO you can select from your

_ m own documents. Simply make you

selection and click “Start.”

EDIT A RESUME w
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When scrolling further down the light box, you may access the
S . Upload a resume
Upload and Paste resume features. Clicking either of these actions
will provide you with the same options originally presented when

creating your initial or default resume. @ Paste a resume
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Contact Tab - Anchoring the Resume
Information displayed in the Contact tab may be populated from various sources. New users will enter some of this information during
registration, but in cases where user accounts exist in the case-management or other legacy system, the Contact tab may populate from that
record to prevent duplicative accounts. When users upload resumes, someinformation for this tab will be parsed to populate the fields below,
but staff should be aware that uploaded resumes may not provide all required information for the Contact tab. When the upload feature

Create a resume

Resume title « |Informati0n Technology

WORK HISTORY

CONTACT >

» required fields

Preview resume 0 Delete resume

EDUCATION > SUMMARY > ADD-INS > PROFILE > PREFERENCES > REVIEW

Save & Move to Next Step »

First name » ulie

ZIP code « 40601

Address « 1622 West Wilkinson Avenue

Address

City + Frankfort

State « | Kentucky v|

Phone number+ |(502) 564-5969

Email address +  |iuliefhanson@staff.com
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Home V|

Middle initial |F Last name « |Hanson

County » | Franklin

Country « | United States

Additional phone number(s)

-

- select -V‘

+ Add another

LinkedIn profile /
Website

Save & Move to Next Step »

completes the initial parsing,
it identifies missing
information and asks the user
to make selection. However,
parsing is not 100 percent
accurate in all cases, and
users may be required to
complete a required field on
this tab.

The email
address on the Contact tab
will be populatedinitially with
the job seeker’s
username/email and will
display on resumes as show
on the Contact tab. If users
wish to entera different email
for their resumes, the new
email may be entered here
and will not change the

account’s username.
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Education Tab - Underpinning Experience with Education and Skills

When users build a resume using the Focus wizard, the education tab will be blank, except for the skills section, which will display the auto-
extracted skills that Focus identified in the users work histories. With uploaded resumes, some information on the Education tab will likely be
parsedintothistab, althoughitis possible thatthe parsercould notrecognize all information and determine where it should be placed. This is
often due to how the user has formatted a resume. Burning Glass recommends that users check all fields for any potentially absent data.

Enrollment status & education level « required ficlds

For uploaded resumes, Enrollment status « | Not attending school, H.S. Graduate v|

these reqt.llred fle|d5 Wl ” be Education level « | Bachelor’s degree or equivalent - |

captured in the parsing or by

. Degrees and diplomas « required fields
asking the user to select from

Enter 'General' or 'N/A' under Major/Subject if you did not have o major or would like to leave this field unspecified. You will be able to hide graduation dates when you complete your resume.

the same drop-downs when the

Bachelor of Computer Science (BCS) » +Addanotherdegree - Delete this degree
parse could not identify
reSponSES to these questions In Management Information Systems |« University of Kentucky e
resumes from the wizard, users | ‘xingen | Kentucky v [ United states M
must complete these fields on ® Completed »05/1997 mmfyyyy () Currently enrolled; expected completion dates _j mmyyyy
the Education tab Courses Honors GPA Activities

4 4 4

Required fields in this section High School Diploma + tAdd another degree - Delete this degree
become required |f data iS Information Technology * Highland Magnate for Science and Tex
entered to a single field. For | texingon | Kentucky v | | United States v

mstance, if the user shows a . Completed mm/yyyy () Currently enrolled; expected completion date«_ mm/yyyy

Bachelor's degree, they must
Courses Henors GPA Activities
also provide the subject/major, p p p

the institution, and the

completiondate. Forjob seekerswho are working toward adegree, an expected date of completion can be substituted forthe completion date.
This allows users to display degrees in progress on their resumes, but to indicate honestly to potential employers where they are in their
educational attainment. Courses, honors, GPA, and Activities fields are not required, but are available for users who wish to share this
information. When High School or General Education diplomas are included, “General” may be entered to the subject/majorfield for those who
did not pursue a specialized track of study.
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When providedinan uploaded resume, these fields will populate to the extent that parse information

was identifiable. At a minimum, the issue date is required if the Occupational license or certification field is populated.

Occupational licenses and certifications

For occupational licenses or certifications in progress, please enter the expected completion dote in the "lssue Date" column.

Occupational license or certification +Add -Delete
Issuing organization Issue date w_ mm/fyyyy
City | Kentucky V| | United States X

Driver's License « required fields

Driver's license»  State ofissue« Type of license « Endorsements (check all that apply)

| Yes Y| | Kentucky Y| | Regular Operator (Class D‘]'| Airbrakes [ Motorcycle

Doubles/Triples Pass transport

[ Display driver's license information on my resume.

Hazerdous materials [ School bus

Languages

Tank hazard

Tank vehicle

Indicate oll languages in which you are proficient.

Spanish +Add

Skills

We've identified certain skills from your resume. Please add other skills you would like employers to know you have.

skill +Add
cH Q-
clearcase ﬂD

cold fusion [ %]
computer networking [ %]

-
memFimiendiam e e e m

Save & Move to Next Step »

Users
must advise whether or
not they have a driver’s
license, andif so, the state
of issue and the type of
license. Endorsements are
optional but will vary by
state as required by motor
vehicle laws and
regulations.

Displaying driver’s license
information on resumes is
by user option, depending
on the check box entry
selected. However, if users
have multiple resumesand
wish to display the driver’s
license on only one
resume, the information
can be hidden onthe other
resumes by using the Hide
feature on the resume
Review tab.

While these are notrequiredfields, the Skills section will automatically list critical skills that were identified automatically
inthe Work History tab from eitheran uploaded orwizard-built resume. Since this may not list every skill the user provided, the Skills feature

allows them to add more. A pending enhancement for Languages is planned to capture user levels of proficiency.
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Summary Tab - Selling the Resume with Key Information

The resume Summary is auto-generated information captured by Focus from entries provided to the Work history and Education tabs. An
editable text box allows users to change/update this information, reformat the paragraphs, revert to the original summary display, or exclude
summaries from any of
their resumes.

Resume title « |Informat'|on Technology l m Preview resumeg Delete resume

WORK HISTORY > CONTACT > EDUCATION SUMMARY > ADD-INS > PROFILE > PREFERENCES > REVIEW
Currently, the Summary

doesnotre-generate when Save & Move to Next Step »

changes are made to the
initial resume AFTER the

guided path is completed.

As an examp|e when users | have 17 years of experience as a Computer Systems Analyst, & Data Network Technician and @ Homemaker in industries including Wholesale
’ Trade-Durable Goods, and Executive, Legislative, and General Government, Except Finance. Most recently, | have been working as a Computer
do not provide all of their ||Systems Analystat Burning Glass Technologies (October 2010 to May 2014].

We created this summary for you based on your resume so far. You may use it as is, edit it below, or omit a summary from your resume.

@® Use this summary ' Do not include a summary in my resume

work histories while in the My skills and experiences include: clearcase, cold fusion, computer networking, configuration management, illness prevention, immunizations,

guided path and then add java, javascript, lesson planning, network security, troubleshooting, and application development. | hold a Bachelor of Computer Science (BCS)
7

degree in Management Information Systems from the University of Kentucky. My High School Diploma in Information Technology is from Highland
another work history later ||Magnate for Science and Technology in Lexington, Kentucky.

while inthe restricted path,
the years of experience and
the related industries from
the additional work history
will not be updated. These
corrections must be made
manually.

Revert to original summary

Save & Move to Next Step »
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Add-ins Tab - Rounding out the Job Seeker’s Achievements & Interest
The Add-intab allows users to create optional sections fortheirresumes. By ticking the check boxes for the desired sections, free text boxes will
display to enter information. Before saving this tab, users must delete any text boxes they did not use by clicking “Delete section.”

WORK HISTORY > CONTACT > EDUCATION > SUMMARY ADD-INS > PROFILE > PREFERENCES > REVIEW

Save & Move to Next Step »
Add optional sections to your resume.
O Affiliations 0 Internships [ Professional Development [ Technical skills
¥ Honors [ Objective ¥ Publications O Volunteer Activities
[ Interests [ Personal Information ) References
Add sections
Honors - Delete section
2003 Education Development Achievement fward; American Autism Foundation
%
Publications - Delete section
"Redirect-Connect! - A Learning Explosion for the Autistic Child," software and curricula planning for parents and educators; Ashcraft Educational
Publishing, 15BN 67-85446
P
Save & Move to Next Step »

When counseling job seekers on
resume building, staff may wish
to offer the tips below.

Don’t be redundant! Some Add-
ins may duplicate items already
captured in their resumes.
Technical skills may already be
captured from the Skills section
on the Education tab, and some
of those skills may be technical
or specialized. If Honors are
related to educational
achievements, they may be best
added from the Degrees and
diplomas features

Summary or Objective? One,
but not both! In today’s labor
market, most employers prefera

Summary because it creates a concise snapshot or profile of both experience and education. Since busy hiring managers often read a small
portion of each resume to determine who they’ll interview, the summary choice highlights what they’re looking for and could make the

difference in further consideration.

Internships —Add-ins or Work History? Even unpaid internships can be viable work histories where good experience was obtained, particularly
for younger job seekers just staring their careers without a lot of paid experience. Other factors to consider might be how long ago the
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internship/s occurred; are they related to the seeker’s current field of interest, most recent paid work history, or the types of jobs they’re now
seeking; and where should they display in the resumes to get the appropriate visibility from a busy hiring manager?

Just how “personal” is “Personal Information?” Many job seekers use personal information effectively, while others can get carried away with
more informationthan employers need to know. Job seekers should avoid disclosing medical conditions or information of an extremely private
nature. Nolife stories, please! A brieflist of hobbies may give employers anideaof how one spends theirfree time, but caution is advised with
“fringe” or high-risk activities that might concern a more conservative reviewer. Hobbies also could be included as Interests; a section that may

Ill

sound a little less...”persona

Affiliations and Volunteer Activities may or may not be sensitive, depending on their relevance to a particular position. Some affiliations or
activities could raise red flags forreviewers, while others could work in a job seeker’s favor. Some advance research into employers (via their
websites, news articles, or contacts within the company) might provide insight to similarand different themes or shared affiliations. Volunteer
activities may also be viable work history, best shown in that resume section. Longtime volunteers typically pick up many skills that are easily
transferable to skills an employer might need. Again, consider relevance and choose accordingly.

Professional Development —is this a certification? Actually, it’s probably best to think of professional development as work-related training,
seminars, or workshopsthatdid not resultin a certificate or certification, which may require re -certification and documented educational hours
over specified time periods and are better suited to the Licensing and Certification sections on the Education tab. Professional devel opment
often addresses “soft skills” such as written communications, team building, time management, or leadership or organizational skills.

References—sometimeslessis more! A list of references may be lengthy enough to make a resume unwieldy, so thisadd-in could be best suited
to a single statement: References available upon request. Many job seekers preferto have theirlistof referenceto present during an interview
—somethingasaparting reminderto “check me out with these individuals.” If an employer has not specifically requested references in the job
description, it might be best to get the interview first and leave the follow-up for later. In either case, be sure to provide a balanced list of
references —heavy on relevant professional references; light on personal contacts.
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Profile Tab - Capturing Key Demographics for Workforce Case Management

Capturing demographics that is necessary for case-management is critical to every public workforce agency. And because it’s so critical, this
might presentthe question: Why don’t we capture thissoonerinthe resume building process? The position of this tab displ ays deeperinto the
guided pathfora very goodreason. To a job seeker, providing demographics about themselves can feel so “government and big brother.” The
Burning Glass philosophy tries to reverse that mindset by showing job seekers the product they’re gettingand you’re providing—up front. That’s

their resume — something
custom-built just for them
and something that isn’t
focused on demographics
they “must” provide. Not to
worry! Focus/Career Explorer
will get the demographics
and the guided path will lead
job seekers right to the
Profile tab but only after
they’re  comfortable and
willing to be led.

The Profile fields are easily
recognizable by any
workforce staff, so little
explanationisneeded for this
tab. For the job seeker, the
most important statement
appears at the top of this
page: None of the
information you supply will
display onyour resume other
than military service.
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Resume title |InformationTechnologv |m Previewresumeg Delete resume

WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS PROFILE > PREFERENCES ) REVIEW

Save & Move to Next Step »

We are required to ask a few demographic questions for faderal reporting purposes. None of the information you supply will display on your resume other than
military service. (You may hide military service on your resume when the resume is complated.)

required fislds
Date of birth + 05/14/1975 mm/dd/yyyy
Employment status « ‘ Employed v
Gender s ‘ Female v|
Ethnicity/heritage + ® Hispanic or Latino ) Not Disclosed
() Non Hispanic or Latino
Race s [ Alaskan or American Indian [ Black or African American ¥ White
[ Asian [ Hawaiian or Pacific Islander () Not Disclosed
U.5. citizen ® Yas U No
To apply for jobs, you must be a U.S. citizen, o permanent resident
alien, or outhorized to work in the U5,
Disability » Disabled ¥/ | Physical Impairment v
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Military Service — Honoring Veterans with Priority of Service and a Special Resume Section

Burning Glass is constantly in contact with state veteran representatives, LVERS, and DVOPS to gather input on new features and changing Title

38 regulations. Considerable changes will be comingto thissectionin future releases toincorporate recent changes and feature requests. Since
the majority of job seekers will not have military career, most will never select the “Yes” radio button that opens the light box below. An

Military service » ® Yes

Please tell us about your military service.

U No

Type of veteran + | Veteran

Employment status «

Transitioning type «

mm/ddfyyyy

mm/dd/yyyy

Service duty start date « 07/01/2004
Service duty end date « 08/01/2010
Military discharge | Honorable
Campaign veteran UvYes @
Areyou currently homeless? L) Yes @

Have you attended a Transition '® Yes
Assistance Program course
within the last three years?

No

No

U No

Do you have a service-connected
disability? +

Branch of service «
Rank «
Military accupation title/specialty

Unit, Affiliation, and Honors

| Disabled (Up to 20%) v

| United States Marine Corps V|

| Second Lieutenant V|

4068 - Data Network Technician

examples: Regiment, Brigade,
Command, Fleet, or Sguadron i

Save & Move to Next Step »

important step that veterans staff can take is to
ensure that all veterans capture this
information in Focus/Career Explorer, rather
than skip this section and all it only to be
captured in case-management. Why? Because
without self-disclosing as a veterans, many of
the Focus features for veterans will not be
accessible to them or capture them in ad hoc
reporting. No other job seeker group receives
as much “priority” as our veterans, so what
will they miss?

Their resumes will not have a customized
section, highlighting their military service. For
those with concerns about service dates in the
distant past, they can hide the dates on the
resume.

Job matching against their Military Occupational Specialties cannot be used to find a wider ranges of jobs for which they may qualify —a very
valuable feature for transitioning service members.

They will notbe includedin Veteran Priority of Service job alerts and the 24-hour advance access to apply for jobs will not be available to them.

They will not be flagged in search results as Veterans, and employers searching for veteran job seekers wil | not find them in search results. In
addition, when employers want to hire vets for a potential tax credit, they won’t be flagged for consideration.
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Veteran staff will not be able to locate or filter their records in Focus/Assist for messages, list management, and other case-management
communications and reports. Clicking “yes” to Military services does much more than a veteran job seeker might notice.

Pending enhancements to the Military Service section:

e Features to capture multiple military service periods will be added.

e “Type of Veteran” field will be updated to include Eligible spouses and Reservists/Guards
Reserves and National Guard categories will be added to “Branch of service” and “Rank” fields.

e Continuous improvement of MOS matching and upgrades for transferable skills.

Preferences Tab - Identifying the Job Seeker’s Objectives
Otherthan findinganew career, job seekers have any number of preferences they wantto be considered. The Preferencestabiswhere they tell
us. Salary objective, willingness to work overtime or relocate, preferred work week, duration, and availability are critical factors. Location

preferences te” us how far they WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS > PROFILE PREFERENCES > REVIEW
want to commute and search for

jobs, which are critical to | myereferences «rmouiredsinios

Your name and contact info will not be displayed —employers will only be

matching. But perhaps the mOSt Make my resume searchable to qualified employers « ®  Yes 2 No ble te etk you by comfidemtiol el
important selection on the Wegss/pay untts |steasly T e ot hats arooids vow wth matenan o " YOuT rEeume and 12
) “ Are you willing to work overtime? « LCd Yes MNo
PrEferences tab IS Make my Are you willing to relocate? « ®  Yes @ No
resume searchable to qualified | werkwsex. ((Fall time =
employe rS.” Duration » | Full Time, Regular - |
shift availability « O any
X ¥ First (day) [ Rotating
What happens when a resume is B second (evening) O spiit
[ Third (night) [ varies
nOt SearChabIe? Employers WI” Location preferences « rsquirsd fislds
not see the jobseeker’s resume in | © search within this ares of 21P code «
search results, but the job seeker | © seercnthisstate/eny Kentucly ~AQFEITECEE |

. . [ only show in-state jobs
will see job matches. o o
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Review Tab - Finalizing the Resume’s Presentation
Remember Julie, our job seeker from a few pages back? Below is her resume. Let’s see what she can do with it from this tab!

WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS > PROFILE > PREFEREMCES

Resume style I Standard Format - Resume order I Emphasize my experience -

Julie F Hanson

(502) 564-5969 (Home}

1622 West Wilkinson Avenue

Frankfort. K 40601

juliefhanson@staff.com

Summary

| have 17 years of experience as a Computer Systems Analyst, a Data Metwork Technician and a Homemaker in industries including Wholesale Trade-Durable Goods, and Executive, Legislative,
and General Government, Except Finance. Most recently, | have been working as a Computer Systems Analyst at Burning Glass Technoleogies (October 2010 to May 2014).

My skills and experiences include: clearcase, cold fusion, computer networking, configuration management, illness prevention, immunizations, java, javascript, lesson planning, network
security, troubleshooting, and application development. | hold a Bachelor of Computer Science (BCS) degree in Management Information Systems from the University of Kentucky. My High
School Diplema in Information Technology is from Highland Magnate for Science and Technology in Lexington, Kentucky.

Experience
Burning Glass Technologies, Frankfort, Ky Oct. 2010 to Present [0
Computer Systems Analyst

Tested, maintained, and monitored computer programs and systems. Coordinated program and systems installation. Modified systems. Altered systems to improve workflow. Developed and
revised system design procedures, test procedures, quality standards. Documented systems procedures. Assisted users with computer problems. Analyzed computer performance indicators
Maintained technical knowledge with manuals. Used configuration mansgement software such as HyperSpace software, IBM Rational ClearCase, Wise for Windows Installer. Used
development software such as C++, DCOM software, lava. Used web development tools such as Allaire ColdFusion, HTML, JavaScript, Ruby on Rails. Tested, maintained, and monitored
computer programs and systems, including coordinating the installation of computer programs and systems. Prepared cost-benefit and return-on-investment analyses to aid in decisions on
system implementation. Provided staff and users with assistance solving computer related problems, such as malfunctions and programmed problems. Knowledge sets include: configuration
management, software configuration management, software process.

United States Marine Corps. Quantico, WA duly 2004 to Aug. 2010
Data Network Technician

Managed computer and network systems. Controlled multiple networks. Maintained network hardware, systems software. Provided support for WARN, Internet system. Maintained network
hardware. Maintained network software. Monitored network problems. Provided troubleshooting of hardware problems, software problems, network problems, systems problems. Replaced
defective components. Performed emergency recovery operations. Coordinated network security. Maintained virus protection software. Monitored network performance to determine whether
adjustments need to be made, and to determine where changes will need to be made in the future. Operated master consoles to monitored the performance of computer systems and networks,
and to coordinated computer network access and use. Planned, coordinated, and implemented network security measures to protect data, software, and hardware. Analyzed equipment -

Frankfort. K™ May 1998 to June 2004 -
Homemaker

Prepared nutritious meals. Operated equipment used for preparing food products. Served and stored food. Cooked with others in team effort. Created recipes. Carried out proper food storage
procedures such as wrapping, labeling, dating, stocking, storing, rotating. Managed immunization schedule. Practiced illness prevention. Balanced nutrition. Promoted family exercise routine.

mManaged medical crisis. Prowvided care to child. Provided educational instruction in: basic communications for developmentally disakled (autistic) child, resulting in design of computer
application that uses musical and visual triggers to maintain attention span and expand learning windows. Developed individualized lesson plans. Maintained accurate and complete
documentation. Prepared tests to gauge student performance. Prepared routine progress reports on student performance. Conducted classes, workshops, and demonstrations. Established
clear objectives for all lessons, units, and projects. Conducted educational goal setting. Used software tools including: Microsoft Office suite, Apple Garage Band, and warious Flash
applications. Language skills: Spanish

Military Serwvice

Second Lieutenant. Data MNetwork Technician Jduly 2004 to Aug. 2010
United States Marine Corps

wveteran Discharge : Honorable

Skills

C++, Clearcase, Cold Fusion, Computer Metworking, Configuration Management, Distributed Component Object Modelidcom), Iliness Prevention, Immunizations, Jawva, Javascript, Labeling,
Lesson Planning, Microsoft Office, Microsoft Windows, Network Security, Planning Skills, Progress Reports, Ruby On Rails, System Design, System Implementation, Troubleshooting, Web Site
Dewvelopment, Wide Area Networkiwan), Workshops

Education
1997 University of Kentucky. Lexington, KXY
Bachelor of Computer Science (BCs): Management Information Systems

1993 Highland Magnate for Science and Technology. Lexington. K
High School Diploma: Information Technology

Publications
"Redirect-Connect! - & Learning Explosion for the Autistic Child,” software and curricula planning for parents and educators; Ashcraft Educational Publishing, ISBM 67-85446
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Resume Tool 1 - Format Options

The resume style drop-down allows selection of six styles. The “Original” format will only display for uploaded resumes, bringing the
total to seven when applicable.

159 Resume wizard - Google Chrome T e

[ stage-kentucky.focus-career.com/careerexplorer/resume/Review
Create a resume .

Resume title |Information Technelogy I m Preview resumeo Delete resume

WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS > PROFILE > PREFERENCES > REVIEW
Save Resume & View Job Postings »

Resume style ‘ Standard Format A Resume order | Emphasize my experience ¥ Hide aptions  § B ﬁ

Standard Format
Julie F Hang( chronological Format =
(502) 564-5964H Classic Format
1622 West Wil contemporary Format
Frankfort, KY

juliefhanson@g

L
I have 17 years of experience as a Computer Systems Analyst, a Data Network Technician and a Homemaker in industries including Wholesale Trade-Durable Geods, and Executive, Legis|ative,
and General Government, Except Finance. Most recently, | have been working as a Computer Systems Analyst at Burning Glass Technologies (October 2010 to May 2014).

My skills and experiences include: clearcase, cold fusion, computer networking, configuration management, illness prevention, immunizations, java, javascript, lesson planning, network
security, troubleshooting, and application development. | hold a Bachelor of Computer Science (BCS) degree in Management Information Systems from the University of Kentucky. My High
schoel Diploma in Information Techneology is from Highland Magnate for Science and Technology in Lexington, Kentucky.

Experience
Bumning Glass Technolagies. Frankfort, KY Oct. 2010 to Present [
Computer Systems Analyst

Tested, maintained, and menitored computer programs and systems. Coerdinated program and systems installation. Modified systems. Altered systems to improve workflow. Developed and
revised system design procedures, test procedures, quality standards. Documented systems procedures. Assisted users with computer problems. Analyzed computer performance indicators.
Maintained technical knowledge with manuals. Used configuration management software such as HyperSpace software, 1BM Raticnal ClearCase, Wise for Windows Installer. Used
development software such as C++, DCOM software, Java. Used web development tools such as Allaire ColdFusion, HTML, JavaScript, Ruby on Rails. Tested, maintained, and monitored
computer programs and systems, including coordinating the installation of computer programs and systems. Prepared cost-benefit and return-on-investment analyses to aid in decisions on
system implementation. Provided staff and users with assistance solving computer related problems, such as malfunctions and programmed problems. Knowledge sets include: configuration
management, software configuration management, software process.

United States Marine Corps. Quantica, VA July 2004 to Aug. 2010
Data Network Technician

Managed computer and network systems. Controlled multiple networks. Maintained network hardware, systems software. Provided support for WAN, Internet system. Maintained network
hardware. Maintained network software. Monitored network problems. Provided troubleshooting of hardware problems, software problems, network problems, systems problems. Replaced
defective components. Performed emergency recovery operations. Coordinated network security. Maintained virus protection software. Monitored network performance to determine whether
adjustments need to be made, and to determine where changes will need to be made in the future. Operated master consoles to monitored the performance of computer systems and networks,
and to coordinated computer network access and use. Planned, coordinated, and implemented network security measures to protect data, software, and hardware. Anzlyzed equipment +

Save Resume &
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Resume Tool 2 - Emphasis Options

The Resume orderdrop-down allows users to change the emphasis of aresume by shifting the order of the sections. Need a functional
resume for job seekers who are short on experience? Highlight their skills by moving them to the top. If education tops their
qualifications, emphasize degrees. If job experience is their best selling point, use the default to “Emphasize my experience.”

12 R - g v " -
[y stage-kentucky.focus-career.com/careerexplorer/resume/Review
Create a resume “

Resume title » |Infwmati:m Technology | m Preview resumee Delete resume

WORK HISTORY > CONTACT > EDUCATION > SUMMARY > ADD-INS >

Resume style | Standard Format o Resume order | Emphasize my experience - Hide options l H ﬁ
Emphasize my experience
Julie F Hanson Emphasize my education -

(502) 564-5969 (Home)

1622 West Wilkinson Avenue
Frankfort, KY 40601
juliefhanson@staff.com
Summary

| have 17 years of experience as a Computer Systems Analyst, 8 Data Network Technician and @ Homemaker in industries including Wholesale Trade-Durable Goods, and Executive, Legislative,
and General Government, Except Finance. Most recently, | have been working as a Computer Systems Analyst at Burning Glass Technologies (October 2010 to May 2014)

Emphasize my skills

My skills and experiences include: clearcase, cold fusion, computer networking, configuration management, illness prevention, immunizations, java, javascript, lesson planning, network
security, troubleshooting, and application development. | hold a Bachelor of Computer Science (BCS) degree in Management Information Systems from the University of Kentucky. My High
School Diploma in Information Technology is from Highland Magnate for Science and Technology in Lexington, Kentucky.

Experience
Buming Glass Technologies, Frankfort, KY Oct. 2010 to Present [
Computer Systems Analyst

Tested, maintained, and monitored computer programs and systems. Coordinated program and systems installation. Medified systems. Altered systems to improve workflow. Developed and
revised system design procedures, test procedures, quality standards. Documented systems procedures. Assisted users with computer problems. Analyzed computer performance indicators.
Maintained technical knowledge with manuals. Used configuration management software such as HyperSpace software, 1BM Rational ClearCase, Wise for Windows Installer. Used
development software such as C++, DCOM software, Java. Used web development tools such as Allaire ColdFusion, HTML, JavaScript, Ruby on Rails. Tested, maintained, and monitored
computer programs and systems, including coordinating the installation of computer programs and systems. Prepared cost-benefit and return-on-investment analyses to aid in decisions on
system implementation. Provided staff and users with assistance solving computer related problems, such as malfunctions and programmed problems. Knowledge sets include: configuration
management, software configuration management, software process.

United States Marine Corps, Quantico, VA July 2004 to Aug. 2010
Data Network Technician

Managed computer and network systems. Controlled multiple networks. Maintained network hardware, systems software. Provided support for WAN, Internet system. Maintained network
hardware. Maintained network software. Monitered network problems. Provided troubleshooting of hardware problems, software problems, network problems, systems problems. Replaced
defective components. Performed emergency recovery operations. Coordinated network security. Maintained virus protection software. Monitored network performance to determine whether
adjustments need to be made, and to determine where changes will need to be made in the future. Operated master consoles ta monitored the performance of computer systems and netwarks,
and to coordinated computer network access and use. Planned, coordinated, and implemented network security measures to protect data, software, and hardware. Analyzed equipment «

Save Resume & View Job Pos

g5 »
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Page 81

Resume Tool 3 - Hide Options

Users who wish to hide information on any resume have numerous options to disclose selectively only what is most important or

relevant to any job to which they apply. Fourteen hide options, which can be changed easily on any resume put control in the user’s

hands.

Hide options =3

Hide sections of my resume

Hide all dates

Hide education dates

Hide military service dates
Hide work history dates
Hide mvy contact information
Hide mvy mname

Hide mvy email address

ofoCooo

Hide the job(s) below

|

Computer Systems Analyst - Burning Glass Technologies
Data Metwork Technician - United States WMarine Corps
Homemakesar - Self

To select multiple iterms, press aond hold CTRL while highlighting the iterms
oL v

Hide sections of my resume
T

[ Hide home phone number

[ Hide occupational license and certification
J Hide honors

[ Hide languages

[ Hide military service

[ Hide publications

[ Hide skills

That interesting job as a bartender may have kept the
lights on during the economic downturn, but some
transitional employment strategies might not be too
appealingto certain employers. Hide that work history if it
might raise eyebrows.

Concerned thatage might reduce the chances for securing
an initial interview? Remove dates on selected items or
remove all dates.

Preferto be contacted by email? Hide the phone number,
or hide the email and keep the phone number.

Want to keep those academic achievements handy, but
perhaps they’re overkillwith some employers? Tuck away
the honors on one resume distribution and bring them
front and center for another.

Being multi-lingual is a great asset, but is it relevant to
every job? Hide the language proficiency and opt to
highlight other skills.
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Resume Tool 4 - Download

For job seekerswho wanttheirresume/s available from a personal computer, the down load feature is available. Select from two file
formats, change the style and order, and keep or release those hidden items —all from the download light box.

Download your resume

Resume style
Resume order

File format

Apply hide options

Resume Tool 5 - Email

|- Standard Format

|- Emphasize my experience

- RTF (Word), to edit
@

PDF, to send or publish

@ Mo

Email a resume to one or to several addresses. Make format changes as needed.

Email vour resume

Resume style
Resume order

File format

Apply hide options

|- Standard Format

|’ Emphasize my expeaerieance

000

@.

im message body
as RTF {(wWord) attachment
as PDF attachment

Yes L&) No

Separate ermail addresses with o semicolon ond do not use o spacs.

To:

Subject:
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Resume Tool 6 - Print
Need to print a resume? The print menu options will display based on the printer installed to the computer of use.

o =T
. snamn o
Print
Julie F Hanson

Total: 2 sheets of paper (BL7) 554 E08 i)

- juliefhanson@staf.com
Il | Cancel |

Summary

| e 17 years of experience as a Computer Systems Analyst, a Data Hetwork Technician and a Homemaker in

industries. including Wholesale Trads.Durable Goods, and Executive, Legestative, and Genersl Gavemment, Excent

Finance. Most recently, | hase been working &s a Compuier Systems Analyst at Buming Glass Technologies
tober 2010 io 2014

Destination [ EPSOM WorkForce 545 ... e Ma 014k

o My skills and expenences include: clearcase, uddfu:u‘.m i ent, illness

prevention, immunizations, j@a, jaescipt, lesson planning, network senmr,- um.nn;h:uurg and application

ch development. | hold a Bachelor of Computer Scisnce [BCS) dagrae in from the
ange. | Unireity of Kantucky. by High School Diploma in Infermation Technelogy |-l'-ncnl-l|5h|-nd Ibr'wl-‘b(Sﬂm

and Technology in Lexingtan, Kentucky.

ME e T =

Ot 2010 to Present

]
;
i
%
i
1
3

Pages = All Computer Systems Analyst
Tested, maintained, and montored computer programs and sysiems. Coordinated program and  systems
i ; i workfiow. Develaped and reised system design

§
|
;
!
i

configuration management

Irstaller. Used devslopment software such as C++, DCOM software, Jaa. Used web desslopment fools such as

Alaire ColdFusion, HTML, JraSoipt, Ruby on Rais. Tested, intai and i Computer pe

systems, nchding coosrdnating the installation of computer programs ard sysiems. Prepared castbenelilt and
1 relumeoreimestment analyses (o aid in decsions on system implementation. Prosdded staf and users with

CDpiES 1 + — assistance sohing computer related problems, such as malfunctions and programmed prablems. Knowledge sets
| irchude: canfiguralion management, sotware corfiguration management, sofware process.

Wom e e

United States Marine Cormps, Quantica, Vi duly 2004 to fug. 2090
/ Data Network Technician
il _ . Managed computer and network systems. Contralled multiple networks. Maintained netwark handwars, systems
La)rout = Portrait software. Provided suppart for WAN, Internet system. Maintained network handware. Maintained network softwane.
E PMoritorsd network Pravided aoting of Er reatwerk proskemes,
4 - systems R e cam Perfarmed emergency racancey & Dpuﬁi:mi. Coordinated
Landscape network security. Mairtained s netwark ine whether
3 sdjustments need io be mads, sﬂmdmmmd-ungu:wlruﬂilnbum“mcum Opersted mastar
consches to monitored the perdormance of computer systems and networks, and o coordinated computer network
il access and use. Planned, coordinated, and implemented network security measures. to prolect data, sofwere, and
harctaare. Analyzed equipment periormance records: i determine the nesd for repaired and replscemant. Configured,
Color ®*! Color monitonsd, and mairtained smal ions and virus ]

- . Frankioet, KY May 1998 to June 2004
Black and white Homemaker
Pm-dmvmrruds Dp-mduqmmedhpemrgi:ndmudm S-udu—udnnmdhud Cooked

Mmoo

Margins Default - irc basic communications for desslopmentally disabled (autistich child, rsndu—g in design of computer application S
that uses musical and «sual tigges 1o maintain attenlion sgan and expand leaming windows. Developed
indnidualized besson plans. Maintained accurate and complete documentation. Prepared tests bo gauge student

Ly

Options Headers and footers

o W e = e
i1

SME0Ns

. . mmmmmsmmwmmmmmw

| | Two-sided der = fes for all lessons, unils, and projects. Conducled educalional goal
MsﬂmmhlﬂﬂmM:mDhmem-ﬂmthwm

me;uh&am

B Background celors and images
| Military Service

¢ Second Lisutenant, Data Metwork Technician by 2004 ta Aug. 200
United States Marine Corps

Print using system dialog... (Ctrl+ Shift+P) Vetaran Discharge = Honorbla

Skilla
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Section 13: Job Matching and Related Features
From the resume Reviewtab, users can access the “Save Resume & View Job Posting”

button (at right). Afterapplying styles, emphasis, and hide features, it’s probably time

to look for jobs that match the resume.

Match results table

Save Resume & View Job Postings »

Hide options & =

Users are takento the Job searchresults below. The results table displays jobs by the highest to lowest star match to the resume, giving
jobsfromthe Focus/Talent (statewide) feed priority over jobs from the spidered feeds. Column 2 provides the job posting date, while
Jobtitles are hyperlinked to openthe posting for review, and the table is completed by columns for Employer, job location, and actions.

Unknown: When employers display as “Unknown,” this does not mean the job is poorly sourced or a likely scam. Given Burning Glass’s
rigorous monitoring of job sourcesit spiders, these “unknown” references are more likely to be legitimate sources where the employer
name is located atthe second layer of the website —requiring users to click an action or sign into the website to get more information.
Spider robots cannot take these actions or access an interior layer.

YOUR RESUME | SEARCH J1OBS
Job search results

These results are based on your search criteria. Review & change criteria.

[Fde werds o search for Y Arvwhee  ~ N Go »]
LOCATION: within of ziP code: [

Sawe This Search & MNotify Me of New Jobs »

Widen your net: see matches
statewide

Don't see what yvou're looking for?

Showing 1-10 of 75 jobs | io - |jobs per page

RATING & DATE JOB TITLE
e T May 02, 2014 Systems Administrator
e e e T May 10, 2014 Condition Acquisition And Reporting Systems

Cars Administrator

e e il MMay 05, 2014 Condition Acquisition And Reporting Svystems
e e Apr 22, 2014 Linux Systems Administrator

EMPLOYER

Herox

Morthrop Grumman

Morthrop Grumman

Science Applications
International Corporation

Page(s) « previous 1 2345 ... next »
JOB LOCATIOMN ACTIONS
LONDOMN, KY Am | a good match?

Find more jobs like this
Do not display this job again

FRAMKFORT, KY Am | a good match?

Find more jobs like this
Do not display this job again

FRAMKFORT, KY Am |l a good match?
Find more jobs like this
Do not display this job again

FORT KNOX, KY Am |l a good match?
Find more jobs like this
Do not display this job again
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How to Apply

To apply for ajob, usersmust click the jobtitle hyperlink to view the posting. Inthe screenshot below, a job displays from the spidered
job feed. When users are interested in applying for jobs, they click the “How to apply for this job” button to obtain additional

information. In this example, « Job results

Job seekers may self-referto | 2 Resources Generalist
any SpiderEd jObr regardless Customer Job 1D na

of their star match. This | JobID20140521 13E15E3ACD354ADFB536442A6E87BF42

action is logged as an How to apply for this job »

interstate job referral.
Am | a good match? ‘ Find more jobs like this | Do not display this job again
When users c||ck how to This job hos been viewed 0 times

lBOOKMARKTH\SINFO =

apply from the Focus/Talent
(state-wide) job feed, the
action is logged as a (regular)

AdministativeJOBS *BEJOND

The CAREERNETWORK
referral Resources

Job seekers may not always
receive an employer’s contact

information from this action. Human Resource Generalist
University of Louisville Physicians - Louisville, KY

Depending on the workforce _ _
Job via CareerBuilder ©

client’s Focus suite settings or ob Number 156527810
employer preferences for T
how theirjob postings will be I sue
managed, job seekers may be Job Description
required to contact staff to JOB SUMMARY:
obtain information or be Providing Generalist Human Resources services for a multi-specialty physician practice group, the HR
) Generalist serves as a business partner by providing guidance and HR expertise to employees, managers
screened for a ppropri ate and leaders throughout the organization. This position exists to deliver high level customer service to staff,

qualifications.

Join Now | Signn  (allll:i)

Human Resource Generalist

jobs in Louisville, KY

Loading..

University of Louisville
Physicians News SEE ORE

Loading..

fa]
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Search Criteria and Saved Searches

The default job search criteria for all job seekers are established in Focus/Career-Explorer through a combination of elements. Skills,
education, and experiencefrom the default resume are weighted for job matchingand star rankings; location preferences are captured
fromthe Preferences tab; while other preference elements are factored into a robust profile of what job seekers want and what they

bringto the table. This criteria populates the “Search job postings for (an individual job seeker),” which staff accesses from the “Finds

jobs for seeker” feature via the Job seeker dashboard’s Action drop-down.

These results are based on your search criteria. Beview & change criteria.

LocaTION: within (B IRG of 7P code:

When staff tailors criteria to narrow or broaden
search results for job seekers, these changes do
not alter the default criteria established by job
seekersin Focus/Career-Explorer. It remainsinthe
background and staff changesreverttothe default
settings. Staff clicks the “Review & change criteria”
link (at left) to display the search criteria page.

Three additional features complementthe search criteria available to both staff and job seekers. These also display on the search results

page for quick access.

“Save this Search & Notify Me of New Jobs” creates job alerts that may be set for
daily or weekly delivery.

“Widen your net: see matches statewide” expands any search criteria with
location settings by ZIP code and radius parameters or only specific cities/MSAs.

“Don’t see what you’re looking for?” opens a light box where guidance on setting
search criteriais available.

Page 86

Save This Search & Notify Me of New lobs »

Widen your net: see matches
statewide

3

Don’'t see what you're locking for?

—~3
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Page 87

Online Help with Search Strategies
When staff or job seekers don’t receive the search results they expect, “Don’t see what you’re looking for?” offers resolutions to the

most common search-related problems individuals report. Focus tracks the number of times job seekers referto the online help feature.

Location:

Job type and industry:

senior/junior, wrong salary level)

Experience and education level:

Job results are out-of-date

Job posting date:

Don't see what you're looking for?

Here's how to fix the most common problems people have with their search results.

Job results are in the wrong location

Kentucky
Change the location for this search only

Not the type of job you're looking for

Based on your job history

Limit your search to a specific occupation, indust
Use keywords to find a specific job title

Hide one or more of your previous jobs when searching

and/or emerging sector

Job results aren't at the right level (e.g., higher/lower education level, licenses/certificates not taken into account, too

Based on your job history
Change the education level for this search only
Use keywords to find a specific qualification

More than 30 days
Limit the posting date for this search only

Cancel

The countisshownin the Job
profile’s
Summary. A high count might
suggest that
having difficulty obtaining
expected search results, or

seeker Activity

seekers are

possibly, just experimenting
with search strategies.

On items with hyperlinked
text,
specific Focus features to try
search changes
related to their questions

users are taken to

criteria

Copyright©2015 — Proprietary and Confidential




Burning Glass Technologies

Analyzing Gaps - Am I a good match for this job?
Both staff and job seekers will gain much insight by accessing “Am | a good match for this job?” For job seekers, the information
provided in panels 1-4 can be a reality check not only about their own skills, but also about the skills that other job seekers typically

possess when placing into the same jobs. As a counseling tool that easily pivots the from search results table, this feature provides a
natural segue into career exploration, awareness of educational and experience needs, and where skill gaps exist.

Case in point: A long-experienced executive assistant fora small company is suddenly unemployed after many years of service
when the firm closes. She builds a solid resume, packed with the skills that have served her well, but is dismayed and
disappointed when her resume matches her to executive assistant positions rank with only 2- and 3-star matches. How could
thisbe? These jobs are the same title. Butin today’s rapidly changing labor market, the demands for an executive assistant also
have changed, particularly the specialized and software skills needed. Ina small company with tenured staff, keeping pace with
new methods and applications may not have been a priority for her former employer or the nature of the company’s business
needs. Whatever the circumstances, Focus places priority on the skills that are missing from the resume but needed in the
workplace. The Potential gapsidentified in Panel5simplify the process and steer this job seekertoward new learning objectives.

YOUR RESUME | SEARCH 10BS

& Job results

Am | a good match for this job?

People who have placed into the Network / Systems Administrator job typically have the following characteristics. We've identified any gaps in your resume and
skill set, and provided you with recommendations for addressing them.

1 Common skills SHOW
2 Education, certificates, and licenses SHOW
3 Level of experience SHOW
4 Common career paths SHOW
5 Potential gaps SHOW
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Targeting Ideal Jobs - Find more jobs like this
“I'reallylike thisjob,” he said, “but a 3-hour commute one way is more than | can handle.” No worries. Find more jobs like this! Cloning
technology gives the Focus suite several features that ferret out similar possibilities, which may be more amenable to job se eker needs

and circumstances. In this search equation, Lens is matching one job to a body of similar jobs and ranking the star matches against the
cloned job, rather than the job against a resume. More possibilities, more options!

Showing 1-10 of 200 jobs 0 - jobs per page Page(s) « previous 12345 ..next»
RATING e DATE JOB TITLE EMPLOYER JOB LOCATION ACTIOMNS
ook May 02, 2014  Systems Administrator Xerox LONDON, KY Am | a3 good match?

Find more jobs like this
Do not display this job again

8.0 8 8 ¢ May 10, 2014  Information Technology Systems Administrator UNKNOWN STANFORD, KY Am | a good match?
Find more jobs like this
Do not display this job again

ek May 11, 2014  Information Technology Systems Administrator Mapi LEXINGTON, KY Am | a good match?
Find more jobs like this
Do not display this job again

ek Apr 30, 2014 Systems Administrator Vision Information GEQRGETOWN, KY Am | a good match?
Technologies, Inc Find more jobs like this

Do not display this job again

. 2.8.8 8. May 02, 2014  Systems Administrator UNKNOWN GEORGETOWN, KY Am | a good match?
Find more jobs like this
Do not display this job again

Already checked out some possibilities and know they aren’t for you? Click “Do notdisplay thisjob again” to remove it from the
search results. This feature only affects the search results for the seeker account where the action was taken.
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Section 14: Focus/Explorer - Finding Pathways through an Ever-Changing Labor Market

Behind the “Explorer careers & education” tab on the Focus/Career-Explorerhome page, an ocean of user-friendly data awaits those job seekers
who needsolutions or strategicguidance tolaunch new career, seta different trajectory, or revive that long-ago pursuit of a dream career that
slipped away. It’s not the path you take, it’s the journey.

Explorer begins its journey
with four paths, many doors
and countless ways to open
them. It all depends on what
job seekers need and which
path leads to their doors for
opportunity.

Explore my career and
internship options leads to a
deepdiveintodemand —the
jobs, careers, employers,
skills, degrees & certificates,
and internships —that drove
the labor market for the last
12 months.

Select the path, select the
state, and choose the areas
(MSAs) you wish to explore

home job search explore careers & education

Search careers and education m

%24 Explore my career and internship options
e‘ Research a specific program of study, career or employer
@ See what | can study to get ahead

@ See where my experience can take me

— or perhaps all MSAs statewide will provide the bigger picture into focus. Click Go!
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Explore my career and internship options

The Explorer In-demand filters default to “Jobs in All Career Areas for Any/No Degree,” based on All Employers in the location
of user’s choice. Below are the Top 10 jobs with hiring demand identified and salary rates by $ icons. All hyperlinked items
launch light boxes with targeted data about the item selected. Icons throughout the application provide handy tooltip text to
may define data sources, benchmarks, ranking, and other presentations.

IBUOKMF\RK THIS INFO Search careers and education @

In-demand _ in ST hd for Any/No Degree -
Employer: | All Employers LI H Kentucky, All Areas b4 Number of results: | 10 b4 |

J0B HIRING DEMAND + SALARY
1 Registered Nurse Very High $%%
2. Tractor-Trailer Truck Driver Very High $$
3. Retail Sales Associate Very High $$
4. Customer Service Representative Very High 59
5. Sales Representative Very High $58$
6. Physician Very High $3%
Fi5 Office / Administrative Assistant Very High $$
8. Software Developer / Engineer Very High $$$
S. Laborer / Material Handler Very High $$
1o. Retail Supervisor Very High 33
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The In-Demand Filters

In-Demand data can be displayed in various ways by selecting items from each of the navy blue drop-down bars. main filters

filtered in various ways by

The In-Demand Filter

Career Areas
Employers
Degrees/Certificates
Skills

Internships

N Career Moves

The Education Filter

EDUCATION ¢ |

Currently: Any/MNo Degree
Show results for
[ Any/Mo Degree -

@) this specific degree or certification

Certificate or Associate al

type a degree or certification

Go »
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The Career Areas Filter

CAREER AREAS 2}

® Select an area

All Career Areas -

) or enter a job title
type a job title
' or enter a military occupational classification

Type an MOC code

The Location Filter

LOCATION %]

1 | Kentucky hdl

1 |- select area -

Kentucky, All Areas

Cincinnati Metro Area, KY

Evansville Metro Area, KY

JFrankfort Metro Area, KY :
Lexington Metro Area, KY

Louisville Metro Area, KY !
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The Jobs Light Box
The Jobs Light box displays when users click on any hyperlinked job title. It includes
seven accordian panel with show/hide controls (as shown below).

The easy-to-follow data and simple graphic presentations are self-explanatory with
most information spanning the last 12 months. Salary ranges include geographically
specificdatafromthe US Bureau of Labor Statistics, compared with nationwide salary
averages from Burning Glass real-time analytics. A search feature connects users to
the current job postings from the workforce agency’s statewide and spidered job
feeds.

Access to other lightbox is provided from some panels:

Employers light box from In-demand employers
e Skills light box from Required skills
e Degree/Certification light box from Typlical edcuation required
e Jobs light box from Jobs with similar education and/or skilll

Registered Nurse
Filters: Kentucky, All Areas B

Provides medical care and treatment, educates patients about their conditions, and
provides emotional support to patients and families. Works in hospitals, schools,
clinics or community health centers, Works under the supervision of  physician or
other specialist, and serves as the primary point of care for patients in a hospital
setting. May specialize in emergency room work, or treatment for a particular
condition, or specialize in working with infants, the lderly or other patient groups.
May work as an advanced practice specialists and prescribe medications in addition
to offering specialty care.
Common titles:  OR Registered Nurse, ER Registered Nurse, Staff Registered Nurse, Staff
Nurse, Case Manager

1 Salary & hiring trends HDE
Salary and hiring trends provide an overview of salary and hiring demand,
nationally and by geographic area, for this occupation — as well as the

available positions in the selected area over the last 12 months.

Hiring demand: Very High
LOW MEDIUM HIGH VERY HIGH

1 salary & hiring trends

2 In-demand employers

3 Required skills: specialized, software, foundation

4 Typical education required

5 Level of experience

6 Jobs with similar education and/or skills

7 Explore common career paths
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Positions available in the past 12 .
5,205 positions
months: 2P m
SHowW Ready to make a move?
SHOW
See current postings for
SHOW - -
this job »
SHOW
SHOW
SHOW
SHOW
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The Career Area light box

The CareerArea light box displays when users click on any hyperlinked
career area. It includes two accordion panels for Hiring demand and
Required skills —specialized, software, and foundation. Skills lists can be
viewed independently by clicking on their grouped links.

As with all Explorer display, signed-in users may make bookmark light
boxestosave information forfuture reference. An email feature also is
provided to share data with friends.

Access to other lightbox is provided from some panels:

e Jobs light box from Hiring demand
e Skills light box from Required skills
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Filters: Kentucky, All Areas B

Healthcare including Nursing Career Area

l BOOKMARK THIS INFO

1 Hiring demand over the last 12 months

SHOW

2 Required skills: specialized, software, foundation

Show: specialized skills software skills foundation skills

HIDE

SPECIALIZED SKILLS 0
1. Patient Care

2. Treatment Planning
3. Therapy

4. Advanced Cardiac Life
Support (ACLS

5. Patient/Family Education

and Instruction

6. Physical Therapy

7. Patient Direction

11

12,

13.

14,

15.

le.

17.

18.

Acute Care

Clinical Experience
Rehabilitation

Surgery

Vital Signs Measurement
Phlebotomy

Critical Care

Medical Coding
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The Employer Light Box

The Employerlight box displays when users click on any hyperlinked
employer. Itincludes two accordion panels for Hiringdemand and In-
demand skills.

Access to other lightbox is provided from some panels:

e Jobs light box from Hiring demand
e Skills light box from Required skills
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Norton Healthcare
Filters: Kentucky, All Areas B

1 Hiring demand for the last 12 months

SHOW

2 In-demand skills required by this employer

Show: specialized skills software skills foundation skills

HIDE

SPECIALIZED SKILLS 0
1. Patient Care 11. Clinical Experience
2. Treatment Planning 12. Anatomy

3, Interaction With Patients / 13. Physiology
Medical Personnel

14. Radiology
4. Administrative Support

15. Patient Evaluation
5, Aseptic Technique

16. Staff Development
6. Spreadsheets

17. American Registry of

I BOOKMARK THIS INFO B ﬁ m
A
Ready to make a move?
See current postings for
this employer »
7. Hospital Experience Radiologic Technologists (ARRT)
v
8. Scheduling 18. Oneology
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The Degrees/Certification Light Box
The Degree/Certification light box displays when users click on
any hyperlinked degree or certification. It includes three

accordion panels for Hiring demand, In-demand skills, and In-
demand employers.

Access to other lightbox is provided from some panels:

e Jobs light box from Hiring demand
e Skills light box from In-demand skills
e Employers light box from In-demand employers

I BOOKMARK THIS INFO B ﬁ m

Associate's Degree - Computer Networking Specialization
Filters: Kentucky, All Areas B

1 Hiring demand for the last 12 months e

Specific to your program of study May be related to your studies

108 HIRING DEMAND ¥  SALARY

1. Network / Systems Administrator @ " $88

2. Network / Systems Support Specialist @  Vedium 385

1
2 In-demand skills SHow
3 In-demand employers sHow
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The skills light box displays when users click on any hyperlinked I“OO“M“R“H'S'”FO X X]

skill. Itincludestwo accordion panelsforJobs requiring this skill . .
S tHindd W 'onp quiring this s Microsoft Office

with hiring demand and In-demand employers. Ftrs: ety Al s

1 Jobs requiring this skil: hiring demand for the last 12 months

2 In-demand employers ol

Access to other lightbox is provided from some panels:

e Jobs light box from Jobs requiring this skill; Hiring
demand
e Employers light box from In-demand employers
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The Internship Light Box

The Internship light box displays when users click on any
hyperlinked internship. It includes three accordion panels
for In-demand skills, In-demand employers, and Top types
of (specified) Internships nationwide.

Access to other lightbox is provided from some
panels:

e Skills light box from In-demand skills
e Employer light box from In-demand employers

l BOOKMARKTHIS INFO E @ B

Communications, Marketing, and Social Media Internships
Filters: Kentucky, All Areas B

1 In-demand skills: specialized, software, foundation sHow lRQady to make a move?

2 In-demand employers sow

See current postings for

Top Types of Communications, Marketing, and Social Media SHOW ——

Internships Nationwide
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Section 15: Change Log

05.16.2014 Training Document Created & Released, Assist Part 1 (Draft1) GBH-BGT
3.07 05.28.2014 Training Document Updated, Assist Part 1 GBH-BGT
3.26 02.01.2015 Training Document Updated, Assist Part 2 (re-ordered series) GBH-BGT
3.30 04.21.2015 Training Document Updated, Assist Part 2 (re-ordered series) GBH-BGT
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