Returning Job Seeker Process

Receptionist greet
job seeker
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Receptionist will determine the job
seeker's needs
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Receptionist will scan membership card to
determine enrollment and team status
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Is job seeker
enrolled?

Is job seeker
scheduled for
workshop?
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Receptionist will complete the
Request for Service Form (RSF)

Is job seeker
assigned to Team
of the Day or from
another center?

YES

———|Refer to appropriate room

Receptionist will place the RSF into the staff
intake box

A
Job seeker can utilize resources

Refer to Welcome Process

Receptionist will contact appropriate Team
to meet with job seeker

until appropriate team meets with [«
them

A

Appropriate team will meet with the job
seeker in order of receipt, and inquire if their
employment needs have changed and/or

been met

A team member will scan all appropriate
bar code activates in SMARTware for all
staff assisted services provided to the job
seeker.




