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The Business Services Team Process — Mission & Purpose

The mission of the Business Services Team is to connect businesses to a skilled workforce; offering and
providing comprehensive, integrated, system-wide, human resource services, including consultation,
recruitment, retention, and training for business and economic development. The Business Services Team
within the Missouri Career Center serves as a marketing link for a full range of products and services and
provides referrals through a seamless delivery system.

The Northeast Missouri Next Generation Career Center system strives to become a catalyst for economic
growth and development in the Northeast Region. If a business is starting up, expanding or experiencing a
period of decline, our Missouri Career Centers will be there to provide support and assistance.

Our goal is to make the Northeast Missouri Next Generation Career Center one-stop system the primary point
of contact for business services in Northeast Missouri. We want the business community to think of us first
when discovering a need. We will offer a full menu of products and services and market those products and
services to the business community.
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The Business Services Team Process — Job Description

Functional Responsibilities:

© N o ok

10.

11.

12.

13.

14.

15.
16.

Receives and records job orders from a variety of employers.

Assist local employers with their recruitment needs.

Market all Missouri Career Center products and services using both the local and statewide Product
Box as your guide. Work to inform employers, community organizations and other stakeholders of the
full menu of workforce development programs and services.

Assist with area career and resource fairs.

Classifies all job orders and job seeker qualifications using skill codes.

Contacts employers to identify their labor needs and problems; develops a plan of service.

Assists with solicitation and development of on-the-job training contracts.

Provides technical assistance to workforce development staff, service providers, employers and job
seekers regarding special employment issues, personnel problems and business needs.

Coordinates efforts to ensure that Missouri Career Center Team Members are responding to the needs
of employers and businesses in a timely and professional manner.

Plans, develops and coordinates efforts to improve business satisfaction using workforce development
employment and training programs.

Develops, coordinates and maintains effective working relationships with businesses, community
organizations, industrial education groups and business planning committees; initiates public relations
activities to promote and explain Missouri Career Center programs and services, to include Veteran
services.

Consults with the NEMO Workforce Investment Board and Missouri Career Center Functional Leader to
ensure that all career center programs and services are satisfactory; develops strategies to improve
services to employers.

Attend staff meetings, submit required reports and interpret program information for your local
Missouri Career Center. In addition, you must be well versed in the overall operation of the Center and
the local workforce system so that you can make policy and procedural recommendations to the
Regional Business Services Team on behalf of your local Career Center.

Contribute in their team role(s) to ensure Missouri Career Center performance standards are met
and/or exceeded, while ensuring compliance with the Federal, State, and NEMO Workforce Investment
Board rules and regulations.

Answer phone when necessary and serve as backup as needed.

Perform other related duties as assigned.

This is a generic job description and does not apply directly to full-time Veteran’s staff due to the restrictions

that Veteran staff cannot be in a position where non Veteran customers expect assistance from Veteran staff.
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Qualifications:

1.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.
20.

Prefer one year of customer service and professional work experience in the workforce development
system or related field.

Prefer completion of a recognized workforce certification training program within 1 year of hire date.
Knowledge of and the knowledge of how to obtain local labor market information, including jobs in
demand, employer skill expectations, and wages. Ability to organize and present this information to
groups of customers and/or to individuals.

Knowledge of state and federal laws and regulations governing workforce development programs and
activities.

Knowledge of current local employment conditions and business practices in the public and private
sectors.

Knowledge of public relations functions (for example releasing information to the media, connecting
with civic organizations such as Chamber of Commerce, etc.).

Knowledge of social, economic and community issues impacting area businesses and employment
opportunities.

Ability to provide technical assistance to businesses concerning the processing of tax credit
applications.

Knowledge of social, economic and community issues impacting area businesses and employment
opportunities.

Knowledge of the principles of organization and management underlying the workforce development
system and the applicable state and federal laws. (i.e. relationship/function of entities/organizations
involved in the Workforce System)

Knowledge of occupations and the qualifications required of workers in your area and the region.
Ability to maintain accurate and organized records in an automated case management system. Ability
to maintain these records in an on-line, real-time environment.

Ability to compile, analyze, and evaluate data, make determinations, and present findings in oral or
written form.

Ability to maintain confidentiality of customer information and records according to legislated and
policy requirements.

Ability to work alone with minimum supervision and work with others in a team environment. Ability
to work rapidly for long periods and work on several tasks at the same time, often under pressure.
Ability to meet deadlines for the completion of required activities.

Ability to effectively communicate orally and in writing with co-workers, other Missouri Career Center
teams, employers, service providers, customers, the public, and various community organizations and
other governmental, civic, labor and public groups, including being sensitive to professional ethics,
gender, cultural diversities and disability related issues.

Ability to competently serve the public with diplomacy and respect, including occasional encounters
with irate/hostile persons.

Working knowledge of Standard English grammar, spelling, and punctuation, and ability to conduct
public presentations and prepare detailed written reports as required.

Must possess high school diploma or GED.

Must be willing to submit and pass a drug/alcohol test.
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The Business Services Team Process — Business Customer Flow

Business Products & Services
. Customer
Business Contact
Customer
routed to
Business - ”
Services Hiring & Recruiting
Business Team Bl *Proceed with job order process in MCS
Customer eAssist with customer interviews in MOCC if appropriate

enters the

. t taff
MOCC system Job order entry by sta

Training

*Make contact with appropriate Team for services
. *Proctor tests/assessments if allowable and/or approrpriate
§ «Market and/or develop contracts for training programs operated thru MOCC

Reporting Layoff or Business Retention Needs
eRefer to WIB Rapid Response Coordinator

eContact DWD Regional Business Rep with any Business Retention needs

Technical Assistance

e Assist with MCS registration
e Assist with job orders
e Assist /update MCS access and reset of employer password

! Labor Market Information
e Assist with navigation of MERIC website
*Provide wage analysis, unemployment rates, labor cost analysis, related info.

eProvide regional business incentive info. & business climate comparison info.

Economic Development
*Make contacts & develop relationships. Answer Questions!
ePromote services & partner with EcDev to serve customers & promote events

*Provide welcome information, introduce self and services to new businesses

Hiring Incentives

eRefer and make contact with appropriate Team for services
*WOTC eShow-Me Heros eFederal Bonding
eUS DOL VETS *Work Experience eOJT

Business Outreach (Direct & Indirect Business Contacts)
eIntro self & MOCC services provide info  eAttend Chamber meetings, etc.
eInquire about hiring needs eConduct networking events such as MEC

eTargeted Outreach ¢Job Development

Follow-Up Services: The Business Services Team provides follow-up services to the Business Customer.
PLEASE NOTE: You must document ALL business contacts in ToolBox!
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The Business Services Team Process — Serving the Business Customer

Business Customer in the Missouri Career Center

A. Business Customer enters or calls Missouri Career Center
1. When business customer comes into or calls career center, send directly to business services
team
B. Customer routed to Business Services Team: Customers may be routed back by appropriate team or

they may be coming into the Missouri Career Center for a scheduled appointment.
1. Greet customer in a professional manner
2. Conduct a seated interview to determine needs of business customer
3. Update business information in Toolbox

B Toolbox 2 (Training} - Employer

File Edit Mavigation Options Wity wO Utility Window Help

 PARMBQFOHIVARSVSEHR BECKSB (v @

“'

S LI = AR L ui! EENIE]

Mmber: 660 FEIR | Retur
— Legal
Etripl il 5 Ul ic:
mployer Mame: . & Worksite
Hey Words: |Cor|tains Al - Status:| Active b " Both
FL Search Wk Accourt: Search Area
Shaw Me Hero Flag: | 1o - ® Office Statswide  © Region ]
Statusz Mame Address City Last Jok L FEIM WS (0

[

1

0

Recard: 1/1 =05C=

ToolBox Employer Screen/Employer Query Tab
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B Toolbox 2 (Training} - Employer.
File Edit

Emp Update J

Mext Corrtactl

UlD:[ozs008 | Worksite: [0 g MES-4433221 | Office:[HAMNBAL CAREER CENTE| Courty: [Marian
MNAICS:|561310  [EMPLOYMENT PLACEMENT AGENCIES loFCiL| | Show Me r Uniar: Status: | 1 EIUS:l _]
- Emblover Name snd Address Infortation Ul Term Ot: | Quwvniership: State Government 45| _]
ZEBRA, TEST EMPLOYER LEGAL MAME | .
Preferred ContactMethoct| | sizezonasa -
ZEBRA TEST HANMIBAL |
; Cortact Mame Phaone/Ext Contact Grau Email
Wiorksie Address: L_polictved ERAMDEMN FOVWLER 57 3)1555-6666 " fii]
GREENBERRY ROAD i -
CAREERSOURCE TEST (57301 23-4565 :I
HANNEAL [mc [53a01 -
p : i D
Mailing Address:
GREENBERRY ROAD Registers | + add
Y
=
= [elete
HANNBAL [mc 53401 [: = Dot |
Directary Mames
Wieh Addresses |_J Y o
Home Page vy professionatutors.com [% [; — Delete
it o Carrezpondence Groupings
Additional Infa: + Add
| @ [ = [izlete
Staff Assigned Info:
| E] Clone Employer l e @ Save l ¥ Cancel ]

Da

ToolBox Employer Screen/Employer Update Tab

C. Provide service or referral based on business needs. A variety of products and services are available
to the business customer. An overview or “menu” of these products and services can be viewed on
WorkSmart Missouri or MisssouriCareerSource.com as well as a full description of the Product Box and
all the products and services that are available to our customers. Please Note: You MUST document
ALL business contacts in ToolBox for any of the services that you provide to the business customer!

= Locate Employer Record
= C(Click on Notes (note pad with thumb tack icon)
= Click on “Add”
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Toolbox 2 (Training} - Employer |_||E

Eile

{)o B om |

X

i L] H
VGG veEFEG H
Emplo

Ermp Guery

Phone Mumber:|660 FEI| rRetum
[ Legal
Emplayer Mame: uno:
MPI0YEr MNarme; | & Worksite
Key Wiordls: |Cortainz 2l = Status:| Active ~  Buth
BL zearch Wik Accourt: Search Area
2 1 . .
Show he Hero Flag:| Mo - ® office O Statewide Region ]
Status Name Address City Last Job L ic FEIN LIS |0

F] | ,,,,,,,,,,,,,,,,,,,,,,,,,,,

1

Employer Query Screen in ToolBox 2.0

Toolbox 2 (Production} - Employer

File Edit Help

~ Search Crteria .
IEE ool = Clear < + add >
Counselor: 7
ZFE —_— Eam Seatch = Delete
GRE Ut 7 ; =
A Mote Categary | Purpose Subject Counselor Fliw-Up Dt ‘
S SHIRLEY Hy . &
L OVWNER UMKMNOWN SHIRLEY HASKING |
a |
- | )
I} 2%
I [
A |
-
-
IS 5
FLYER. Press Release - Career Marning &1
i =
Job i Select Al = Deselect All ‘@ Pririt B Close

Record: 11

Service Notes in the Employer's Record in ToolBox 2.0
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= Select “Contact Type” from the drop-down menu (once select a contact type the
“Purpose” field will appear on this screen)
= Enter subject of contact in “Subject” data field

Toolbox 2 (Training} - Employer
Eile Edit Help

-~ Search Criteria

Contact Type: -

Counselor: [

030210 *By: [ERANDI GLOVER IE:Hlﬁ:LE"T" S
> < jct: SHIRLEY HASKING
* Motes:

= |._.n..|]

T =T

goooooodoog

Fallove-Ly Date:.
B @ Save I ’B Close
[ Prirt on Save

O (LRt ]

-y Select A L Desslect &ll (L Print

~ Bearch Criteria

Contact Type: -

TEE Cuunselur.[

GRE

DAL Date |®* Contact Type:{In ST

2 @ Date:[0170/11 | @ By:[Cynci JOHNS -

02/06/0% Subject:| =S

* Notes:

Fallowe-up Date: B E
P % save |'@_ Close + Add = Delete

I Print an Save

FLYER

ST
SNELE N 2w S =
4
(4]

[l
L

|'j’::'.‘ Select All ”FL Deselect All ”% Print

topic for the note.

Creating an Employer Note in ToolBox 2.0 (continued)
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= Double click on “Purpose” area
= Move appropriate categories from left to right using arrows

Toolbox 2 (Production} - Employer

Eile Edit Help

"ENotes for Employer - ZEBRA TEST HANNIBAL (55-4433221)

~ Search Criteria

Contact Type: vl

E Counsplnr.[

GRE ate Mote for Emplo 1

AL Date * Contact Type: ® Purpose
— @ Date 1A/ @ Gy:[Cyndi JOHNS

02/06/0 Subject:|

* Motes:

Fallow-u Date‘l i 5
£ @ Save B Close. = Add = Delete.

I™ Print on Save

IFLYER.

& 11 [ [ [ [ .
RO ERC R A
— 1]
4]

[l

""{? Select All ”—"-‘ Deselect All H% Print

5] Close

opic for the note

Creating an Employer Note in ToolBox 2.0 (continued)

Toolbox 2 (Production} - Employer
File Edit Help

otes for Employer- ZEBRA TEST HANMBAL(55-44

- Search Criteria

Contact Type: v]

= Add

Counselor;

E I = Delete

GRE

o Counselor Fllw-Up Dt | :

Assist with Recruitrment
Develop Business Partnership
02/060¢ Develop OWT Cantract HIELEY HASKINS
Fallow-up on Complaint or lssue
Joh Order

Make Business Presentation

1B

Mational Emergency Grant Contact : E
Mext-Generation Jobs - Summer You -

£

I»
|+

Participate in Joh/Career Fair e
Participated in Workshop/Seminar/C
Provide Business Sewvices Informatio
Provide Event Information

Provide Labor Market Information
Provide Missouri Employer Committ
Provide alchemy training

Provide business retention assistanc

FLYER.

AT T N
R " e B B =B (W

4
) @I
=TT o W R SN W S |

Record: 11

Click on the purpose from the list to the left then use the arrow keys to move your selection to the right.

Business Service Team Procedures



= Write narrative in “Notes” section. Always make Service Notes clear and concise!
= Click on “Save” button

Toolbox 2 (Production} - Employer
Eile Edit Help
Hy
Notes for Employer - ZEBRA TEST HANNIBAL (55-4439221)

~ Search Criteria

ulip _ _ e kAl |

e CamactT}rpe:-‘| v F Clear F"L‘
Counselar: i

7EE . I ‘ @? Searc = [elete

& Create Nate for Employer - ZEBRA TEST HANMIBAL[S5-4433221)

* Contact T}rpe;[ln Persan 'I ® Purpose:|Develop OJT Caontract
i o Date:[01/10/11 | By:[Cyndi JOHNS Make Business Presentation
O2/0G/F Subject:|

® Motes: |

1 [if
L]
i
]
L]
(i}
1
m

5!

Follow-u Date:l § 3
p @ Save |'8 Close ‘ 4 add = Delete

™ Print on Save

%3 Select Al H"L Deselect All &3 Print 8 close

Write note (FF)
Record: 111

Adding a narrative in the "Notes" section of this screen completes the entry.

1. Hiring/Recruitment
a. Proceed with employer job order process in Missouri Career Source
b. Schedule interview room if business customer wants to conduct interviews in Missouri
Career Center as appropriate
c. Job Order Entry by Staff (job orders primarily entered by employment team or business
services team)
i. Job Order Short Form (DWD-5200) is available on WorkSmart Missouri.
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ii. Creating Optimal Job Orders in ToolBox 2.0 is a helpful PowerPoint presentation

available for review.
iii. Employer Query and Job Order Entry in TB2 (Detailed instructions found in the
Labor Exchange Job Orders Entered by Staff ToolBox 2.0 Desk Aid.

2. Training

a.

Business Service Team Members provide in-person assessments of individual business
workforce needs, providing recommendations and referrals to appropriate workforce
system resources.

Procter assessments/tests as requested by the business customer for employer
screening purposes.

Provide marketing and outreach (and/or develop contracts) for all training programs
found in the Product Box that are operated through the Missouri Career Center.

3. Reporting a Layoff or Business Retention Concerns

a.

Any information you receive of a company Layoff or Closure should be reported to the
NEMO WIB Rapid Response Coordinator IMMEDIATELY. Even if it is not confirmed
information, just suspected you should still notify ASAP.
Refer any information you receive on a company’s business retention needs to the DWD
Business Representative ASAP.
Always update/add Employer Contact person to the record in ToolBox when gathering
this information
i. Locate appropriate employer record
ii. Accessthe “Emp Update” tab to update employment information
iii. Click the small Rolodex icon that is located on the right side of the contact names
(a new screen will open)
iv. Click “Add” at the top of this screen
v. Enter information such as name, phone, address, email, etc.
vi. Make sure that the Primary Contact is noted for this employer. (Once the
Primary Contact box has been checked the primary contact will appear in blue.)
vii. Click “Save”
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1] ID:|3455?8 Worksite:

Emp Updlate

bG554

MNAICZ {61310 [EMPLOYMENT PLACEMENT AGENCIES

Mext Contact'

~_Employer MName and Address Information

TEST EMPLOYER

TEST EMPLOYER

Office: | JEFFERSON CITY CAREER | County:[Cole
| Showe|  Union|  Status (1 BUS:| ]

Warksite Acddress: [ Do Mat Mail

1 CHERRY LANE

| Ul Term Ct: | Ownership:l AS:l
|| referree Contact e size:
Contact Mame Phone/Ext Contact Group Emil
SHAME SCOTT (801)920-6572 \

JEFFERSOM CITY
Mailing Address:

[mc| [es101

(«I;Ii@

1

D

1 CHERRY LANE

Registers

\i‘
[~
o

JEFFERZOR CITY

[mc [5s101

Delete

ey

Directory Mames

WWieh Addresses

\i.
o
o

Additional Info:

EIEDY

Delete

L

Correspondence Groupings

Staff Azsigned Info:

Toolbox 2 [Training} - Employer,
File Edit H

] [}

Clone Employer ]

@ Save

(L]
I 4=
T | =
%Q

] 3 Cancel ]

Employer Update Screen

o Contect] |

I

>)E

!(4

= Add

[ Show Inactive
“ [ Primary Contact
[ Inactive
ZEEH | ‘
Whiork |
GREN | =
~* Contact Informeation Address
HAMN 123 AnNY WHERE
Mzilin
GRE| T Title: JEFFERSON CITY
Email:'
HAMN P
[ Do Mot Emil Contact Group
-~ PhoneFax
Home
* Phone 1: (573)123-4568
At Phaone 2
Fax:|
Staft -
Wz lD'lTESﬂNGEMP Q) Reset Password @ Save | 'B Cloze

= Delete

= Add

= [elete

= Add

= Delete

]

3 Cancel

of contact
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Adding Employer Contacts in ToolBox 2.0
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Toolbox 2 (Training} - Employer

File Edit Help

it Contact:

Contacts

[ Showy Inactive

CATHY ALLEMN-CWRER

:

[FizZE s00-999

= Add
= [elete

Etnizil

It
-

-~ ® Cortact Information Address
FirS‘tlBRANDEN 42000 EAST 48TH ROAD | _I]h:'
Mfailin Last:|Fow1_ER |
GREI | il KENNETT I [e3as - £
| e
[ Da Mat Ernail Contact Group
+ Al

m - PhonefFax

® Phore 1: (57 3)555-6666
Aiciit Phone 2 = Ao

= Delete

User 0| HE2000

!

3 Cancel

d: 171

Designating a Primary Contact for an Employer Record in ToolBox

Toolbox 2 (Training} - Employer

File Edit tions  Utility

UlD:jozsoos  Worksite: [01g

Ernp Update 1

et Cor‘dad:l

FEIN:|55-4433221

NAICS:{z61310  [EMPLOYMENT PLACEMENT AGENCIES

Office: HANMBAL CAREER CENTE| Caunty: [Warion
L ShowMe|  Union|  Stetusi[1 BUS:

- Employer Matne and Address Information

Ul Term Dt | Ownership:|8tate Government AS

TEERA TEST EMPLOYER LEGAL MAME | .
Preferred Contact Mahad::} Sizer| 500-999 -
ZEERA TEST HAMMIBAL |
’ =] aitne Contact Grou Ernail I
pidelitbl dah L pohictiol BRAMDEM FOWLER 573)558-6666 - Lﬁ\ﬁ
GREEMBERRY ROAD "y SR =
= MissouriCareers :|
CAREERSCOURCE TEST ||j5?3)1 23-4568
Faves T G a—rsa I —
Mailing Addregs:.
GREENBERRY ROAD Redisters | add
-
5
L: == [elete
HANMIB AL [mc [54m
Directary MNames
Wish Addresses L |Ir: = Add
i =
Horme Page ey professionatutors.com IC. — Delete

Additional Info:

Correspondence Groupings

Staff Azsigned Info:

B

4

17 |Page

SRR

] 3 Cancel

Clone Employer ]Q] @ Save

Updated Employer Record in ToolBox
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4. Technical Assistance
a. Assist business customer with registration on MissouriCareerSource.com
b. Assist business customer with inputting and maintaining job order into
MissouriCareerSource.com
c. Assist/update business with Missouri Career Source access
Reset employer password on Missouri Career Source (For more detailed information
view the Assisting Employers with Login Desk Aid available on WorkSmart.)

5. Labor Market Information
a. Assist business customers with navigating the Missouri Economic Research and
Information Center (MERIC). MERIC is easily accessed online at
www.MissouriEconomy.org, but if needed each region of the state has a staff liaison
assigned to assist with special projects.

i. Information targeted to businesses and economic developers is located at
http://missourieconomy.org/customer/bus ed.stm

ii. Provide wage analysis to business customers
http://www.missourieconomy.org/occupations/oeswage/?fips=2915000003
iii. Provide unemployment rates to business customers

http://missourieconomy.org/indicators/laus/default.aspx

iv. Provide labor cost analysis to business customers
http://www.missourieconomy.org/occupations/oeswage/?soc=131051
v. Provide business climate comparison

http://www.missourieconomy.org/indicators/bcc/index.stm
b. Missouri Connections is a web-based resource to help Missourians determine their
career interests, explore occupations, establish education plans, develop job search
strategies, and create resumes. MissouriConnections.org can also be used to access

labor market information for business customers.
c. University of Missouri Extension is another excellent resource for business and careers

information that is useful to businesses and workforce development professionals. To
locate the Business Development Specialist that serves your area of the Northeast
Region visit their locations online.
6. Economic Development
a. Contact and develop a relationship with economic developers
b. Promote services with economic developers to business customers
c. Partner with economic developers to promote job fairs, seminars
d. Answer questions regarding services offered at Missouri Career Center
7. Hiring Incentives: Refer and make contact with the appropriate team. More detailed
information on these products is available by viewing the Product Box on
MissouriCareerSource.com.
a. Work Opportunity Tax Credit (WOTC)
i. A Business Guide to the Work Opportunity Tax Credit Program
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ii. WOTC Information Flyer

iii. WOTC Frequently Asked Questions and Tax Forms
USDOL VETS (Veterans’ Employment & Training Service)
Show-Me Heroes

i. Show-Me Heroes Slide Show

The Federal Bonding Program

i.  Missouri Federal Bonding Program

Work Experience
i. Scope of Work for Title | WIA Work Experience/Internships for WIA Adults and
Dislocated Workers (NEMO WIB Issuance #01-10, Change 1)
On-the-Job Training
i. On-the-Job Training Guidelines (NEMO WIB Issuance #02-09, Change 1)
ii. Scope of Work for On-the-Job Training (NEMO WIB Issuance #01-10, Change 1)
iii. More Job Options OJT Flyer
iv. Regional OJT Brochure is available through the NEMO WIB
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The Business Services Team Process — Business Marketing and Outreach

Business Outreach

The Northeast Missouri Workforce Investment Board covers a sixteen e

county area in Northeast Missouri. There are four full-service Missouri O N R \E_\f

Career Centers throughout the Region (located in Hannibal, Warrenton, lorvaime ﬁfﬁ

Moberly, and Kirksville). Therefore, in addition to the DWD Business :]-\_ ' L
Representative for the Region, the Regional Business Services Team E!, - [\.

(comprised of representatives from each of the full-service Missouri ‘_; _ "'1 G ”""‘E’i':\

Career Centers) will be responsible for addressing the daily needs of T - ' ' 1‘_\1._;;.' . 1\ ax\

local businesses. It is important that Business Service Team Members —— {Mﬁ; - \\\
work hard to coordinate business contacts, marketing and outreach Lgl_c * ﬂ—i@ EI% \ﬁ
efforts with the DWD Business Representative to avoid any duplication. e '<
Business Services Team Members should be very familiar with their : o) : ,.__f”"‘]
local area and the Northeast Region. The NEMO WIB Strategic Plan L Wajronton™ |
2008-2013 explains the structure of the workforce system and gives N \‘"\I

details on the Board’s focus in this area.

Marketing our products and services to potential and existing customers is a necessary key ingredient to
growing our influence on the regional economy. Outreach marketing is a facet of marketing in which a
representative actively seeks out potential leads by meeting with local businesses or the public, speaking at
local events, or getting involved with the local civic organizations such as the chamber of commerce for
example. By networking and creating relationships doors are opened for our primary customers (businesses,
job seekers, and other stakeholders).

It is important that all outreach efforts work in conjunction with the overall philosophy of the Missouri
Department of Economic Development/Division of Workforce Development and the NEMO Workforce
Investment Board. Please visit the Department of Economic Development at www.ded.mo.gov/ and NEMO

WIB at www.nemowib.org for more information. The Department of Economic Development is the statewide

organization that oversees and promotes the economic development efforts in Missouri. The Northeast
Missouri (NEMO) Workforce Investment Board (WIB) is a business-led policy and oversight organization
responsible for creating a comprehensive, community-wide response to the challenges of building a highly
skilled workforce and a competitive regional economy. The organization is comprised of community leaders
and stakeholders and is governed both by the private sector as well as local governmental representation.

We are now in a new era where the market compels us to implement even more innovative workforce
solutions that support a more dynamic regional economy, foster profitable businesses, and provide rewarding
careers for Northeast Missourians.

It is important that you are aware of the goals we have set for the Region and have a clear understanding of
the performance milestones that the Region is required to meet. These are in place to ensure that we are
continually evolving and improving the high quality services that our customers have grown to expect here in
Northeast Missouri. All staff must be familiar with these goals and should receive guidance from their local
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supervisor, the Regional Performance and Outcomes Team, and DWD Issuance 08-2010 which discusses local

area incentives and sanctions in detail.

It is also vitally important that Business Services Team Members know the Products and Services available to
the customer. An overview or “menu” of the products and services we offer can be viewed online at

MissouriCareerSource.com as well as full description of the entire Product Box available to our customers.

A. Direct Business Contacts

1. Introduce self along with products and services of Missouri Career Center
Provide information to business (on initial visit)
Inquire about hiring needs and potential for development of job order
Provide contact information for Missouri Career Center

vk W

Target outreach to high-growth industries including green industries, healthcare, life sciences,

emerging technology and advanced manufacturing
6. Market skill development and skill verifications (example NCRC)

B. Indirect Business Contacts (Other activities such as career fairs, chamber of commerce, rotary, etc.)
1. Attend monthly meetings to promote Missouri Career Center services

Attend trainings, membership meetings, etc

Conduct job fairs and other networking events

Host Missouri Employer Committee seminars

vk wnN

Job development (For more detailed information please view the Labor Exchange ToolBox 2.0

Job Development Desk Aid on WorkSmart Missouri.

The Regional Business Services Team feels it is crucial to develop long-term relationships with our business
customers. To accomplish this, the business customer must be comfortable with system services and the staff
delivering the services. Becoming knowledgeable with economic trends and understanding labor market
information is the first step in building this trust with your customer base. To learn more about Northeast
Missouri’s economy and the type of high-growth industries we must target, you can visit the Missouri
Economic Research and Information Center (MERIC) at www.MissouriEconomy.org. MERIC is the research

division for the Missouri Department of Economic Development. They provide innovative analyses and
assistance to policymakers and the public, including studies of the state’s targeted industries and economic
development initiatives. Other MERIC research includes Economic Condition Reports, Economic Impact
Assessments, and Labor Market Information produced in cooperation with the U.S. Department of Labor.

The Northeast Region understands the need to streamline services to meet business needs by offering
innovation, responsiveness and flexibility in our service delivery. This should enable the business customer to
attract, hire, and keep talented individuals. Economic Developers throughout Northeast Missouri will often
tell you that a highly skilled workforce is one of their greatest economic development tools when targeting
potential companies. It is important that we work in an efficient manner to ensure high-quality products and
services to help build our workforce and fulfill our role in this. Use common sense when providing outreach
and remember that you are not alone and that you are working as part of a team to accomplish these goals.
All Team Members should utilize the ToolBox 2.0 Case Management System to reduce duplication with our
customers by always following these four easy steps:
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Check ToolBox for previous contacts or activity and plan accordingly.
Document business contacts made in ToolBox as soon as possible... never later than the next business
day.

3. Coordinate planned business contacts and other outreach with your local Business Services Team as
well as the DWD Regional Business Representative when possible.

4. Inform all staff of business activities by e-mail and personal or phone contact when needed; in addition
to documentation in ToolBox.

It is the expectation under the umbrella of the Next Generation Career Center theme that the Business
Services Team coordinate/collaborate with the Jobs Team (as well as the other Career Center teams). It is
extremely important that the Business Services Team share the information they obtain from the business
community in regards to hiring needs, recruitment projects, business trends, and other pertinent information
in order to facilitate meeting the needs of the employers in the Northeast Region.

As a member of the Business Services Team, it is also necessary to remember that we work closely with the
Welcome, Skills, and Employment Teams in the Career Centers to support our customers. In order to
accomplish this collaboration, it will be vital that the Business Services Team keep all Career Center staff
abreast (both at the local and/or regional level as needed) of business activities and job orders through
mail/phone/personal contact. Whenever a job order is obtained by the Jobs Team or Business Services Team,
it should be shared immediately with all Career Center staff via e-mail or whatever form is most appropriate.
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