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	Job Order Number:
	[bookmark: Text6]     
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	Local Office:
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	Employer:
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	Job Title:
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	ONLY COMPLETE THE COMMENTS SECTION WHEN POINTS HAVE BEEN DEDUCTED.



	1.  Job Description
	Total Points:
	[bookmark: Text12]     

	
O*NET classification category and its description were used for the job description and duties in the job order or it was documented that the employer provided the company’s job description. Three to five O*NET task statements for the classification were stated in the job order and were written in sentence structure form. 
	
  0 = Incorrect

10 = Correct O*NET classification

10 = Correct O*NET summary and tasks were
        used or employer’s job description was
        used in lieu of O*NET summary and
        tasks and documented in Staff Notes 

	Comments:
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	2. Specific Skills/Essential Functions
	Total Points:
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Education, license/certifications, experience, benefits, etc. were listed properly on the job order. Information listed in the job order does not violate labor laws or agency policies, and non-discriminatory remarks or subjective terminology were not listed. Bona-fide occupational qualifications are related to the required qualifications needed to actually perform the job effectively.
	
  0 = Incorrect

15 = Correct
	

	Comments:
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	3. Referral Instructions
	Total Points:
	[bookmark: Text18]     

	
The instructions for referring or applying were:

· Clear to both job seeker and staff, and
· Compliant with procedures.



	 
0 = Not clear; has contradictory instructions
 
0 = Not compliant with procedures

15 = Instructions (including special instructions) were clear, concise and compliant with procedures

	Comments:
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	4. Employer Information
	Total Points:
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Check Employer Account Information ensuring all form fields are complete including e-mail address and employer information listed on OJL screen. Description of the company is listed correctly in the job order.
	
 0 = Incorrect
  
 5 = Employer Account Information correct
 
 5 = Description of the company correct

	Comments:
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	5. Spelling, Punctuation and Grammar
	Total Points:
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The job order is to be free of spelling and grammatical errors.
	
  5 = No spelling errors or repetitive use of
        abbreviations
  
  5 = No grammatical errors, capitalization
        errors, or incorrect punctuation

	Comments:
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	6. Documentation
	Total Points:
	[bookmark: Text27]     

	
Public-Limited Job Orders

  5 = Completed verification letter contact with
        the employer and stated as being approved
        as written or modified as requested or recorded that
        employer did not wish to receive verification.

10 = Documentation that search list was
        generated to meet veteran priority of
        service requirements (AUTOMATIC
        FAILURE IF NOT COMPLETED)

  5 = Made follow-up contact with employer
        within 72 hours of job posting

  5 = Made follow-up contact with employer 1
        week after job posting on a weekly basis

  5 = Made follow-up contact with employer 30
        days after job posting to determine if job
        order should be rewritten or closed.
	
Public Job Orders

 30 = Completed verification letter contact with
         the employer and stated as being
         approved as written or modified as
         requested or recorded that employer did
         not wish to receive verification.



	Comments:
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