
 

MENU OF JOB SEEKER SERVICES PROCEDURE 

EFFECTIVE DATE:  January 30, 2012 

REFERENCE:       State Policy #1015 and Local One Stop Guidance 10-05 

PURPOSE:  To ensure that a minimum set of comprehensive, quality services that 

accommodates the needs of diverse populations is available to job seeker customers of 

WorkSource.  All appropriate staff will be knowledgeable about internal and external services 

and be able to direct customers to the most appropriate service. 

PROCEDURE: 

 

• WorkSource Customers receive information about available Center services in a variety 
of ways.  

o A list of One Stop Partners, Center Services runs continuously on the resource 
area monitor and is also available in print. A menu of community services is 
available to all customers and is located on our Information Board in the 
WorkSource resource library. 

o Customers attending Orientation are given a list of Center services.  They view 
the North Central One Stop Partner video at Orientation, or are directed to view it 
on a resource library computer.  The video gives a comprehensive  overview of 
all services available throughout the local One Stop system. 

o Customers attending the Assessment for Career Employment (ACE) workshop 
view a power point presentation that includes information about WorkSource 
services and all partners in the Center and throughout the community.  

• A menu of seeker and community services is also provided in Spanish.  

• Customers attending the Division of Vocational Rehabilitation (DVR) Orientation are 
given a list of community services.  Customers are informed individually about other 
WorkSource Center services as their needs are identified. 

• Staff will direct customers to the most appropriate Center or partner service that will help 
them achieve their goals of employment, training, job retention or increased earnings. 

• All WorkSource partners are listed on the WorkSource Okanogan County website at 
 www.wa.gov/esd/okanogan  

 
TRAINING: 
WorkSource staff will be trained on the WorkSource Menu of Job Seeker Services procedure by 
the Center Manager, the respective supervisors or by a designated appointee using the 
following: 
 

• Copy of Job Seeker Services LOG 10-05 and State Policy #1015 

• Copy of WorkSource Menu of Center Services, Brochure of Community Services and 
North Central One Stop Video  

• WorkSource Okanogan County Website  www.wa.gov/esd/okanogan 
 
The WorkSource Center manager and/or supervisors will document staff trainings with 
meeting agenda and minutes indicating staff members present at training. 
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WorkSource Okanogan County is an equal opportunity partnership of organizations that provides employment and training services. 

Auxiliary aids and services are available upon request to persons with disabilities. 
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• Module One:   Orientation To WorkSource Services 
  Increase your knowledge of WorkSource and local community services.  
 

• Module Two:   Skills And Abilities Analysis   
  Identify your interests and compatible work environment.  
 

• Module Three: Job Search Strategies 
  A look at the most effective methods of seeking work. 
 

• Module Four: Perfecting Applications 
  Learn how to complete an application that will lead to more interviews.  
 

• Module Five: Effective Resumes and Cover Letters 
  Your resume must quickly convey that you are capable and competent to do the job. 
 

• Module Six:  Interviewing Techniques 
 With so much at stake, you want to be prepared!  
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Access to the offerings and services are contingent upon the availability of funding and may require 

customers meet program eligibility requirements. 
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