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[bookmark: _Toc446608939]1.1 DEFINITION OF TERMS

Employer is a legal person based in the territory of Georgia or a physical person with a permanent residence permit in Republic of Georgia, and who employs at least one physical person on working contract or similar type of contracted employment.

Employability can be defined as the combination of factors which enable individuals to progress towards or get into employment, to stay in employment and to progress during career.

Employment counselling is a process, which focuses mainly on assessment and on developing and implementing an agreed action plan focused mainly on a pathway for rapid labour market integration. (EC DG EMPL, P2P Analytical Paper, Borbely-Pecze-Watts, 2011)

Employment mediation is a process of assisted job search, where third party (for example employment counsellor) selected by jobseeker acts on behalf of jobseeker in an effort of finding a suitable employment for jobseeker. Employment mediation service includes several steps conducted on behalf of a client/jobseeker. It involves search of a suitable vacancies, referring suitable vacancies to jobseeker, referring jobseeker to job interviews and mediating information flows between jobseeker and employer.                                                                              

Personal file is a folder which contains client´s personal information, the records of the employment support services and all documents or forms completed with the client (see Annex 3 for more details).

Referral to the interview form is a hard copy document that is handed over to a registered jobseeker by his/her employment counsellors when registered jobseeker is sent for interview to an employer. 

Mass interview is an event that is organised either at the premises of the RC/LC or at the premises of employer (depending on the wish of employer) where whole pool of suitable candidates is invited at special date and hour to meet with employer (with support of officer responsible for this employer). At this event, employer interviews one by one all invited candidates in order to pick the right one for filling of his/her vacancy.

Vacancy – a free, unoccupied job position, newly created or existing, for which an employer wants to hire employee. 

WorkNet (www.worknet.gov.ge”) is the users-free web portal established to provide information and support to job seekers and employers and serves also to the needs of internal management processes and procedures. WorkNet has been designed to function as the Labour Market Information Management System (hereinafter: LMIMS). 
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The purpose of these Methodological guidelines is to:

· Provide professional approaches and procedures for the uniformed implementation of services to jobseekers across Georgia;
· Ensure greater quality and accessibility of the ESS/SSA services to jobseekers;
· Ensure the development and transfer of good practices in working with jobseekers;
· Provide clear instructions for implementation of services which will provide more efficient and effective work with jobseekers;
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In working with its clients (jobseekers and employers) the SSA/ESS applies the following principles:

The principle of effectiveness
The ESS and its units (RC and LC) provide timely and quality services for employers and jobseekers with efficient utilisation of human resources, programming, financial and material resources.

The partnership principle
The ESS and its units (RC and LC)  for its operation establish partnerships with all stakeholders. The relationship of partnership means a mutual cooperation and respect in planning, implementation and development of services.

The principle of professionalism and accountability
This principles implies to the ESS staff professional responsibility to clients to the extent of the powers it has and it’s responsibility for the transparency and the results of its work.

The principle of the development and continuous improvement of quality, reliability and accessibility of services
 The ESS (DESS) provides monitoring upon the work processes in order to ensure a continuous improvement and increasing access to services and the search for more efficient and effective working methods, including the introduction of new services and the use of modern technologies.

The principle of protection of personal and other data
 The ESS provides privacy in obtaining information, and on-going familiarisation of clients with the records, allows customers access to their own data, and collects, uses, discloses and protects information in accordance with the laws, regulations and internal regulations.

In addition, in working with jobseekers the SSA/ESS applies also the following principles:

The principle of respect and equality
All contacts and communication with the jobseekers must take place in circumstances, and in a way that tells a respectful and non-discriminatory behaviour of the ESS/SSA staff to every client, regardless of nationality, race, sex, language, religion, political or other beliefs, financial status, age, education, social status, disability or any other personal circumstance.

The principle of client orientation and a holistic approach
 Treatment and services to  jobseekers arise from the situation of unemployed persons and the opportunities and obstacles the unemployed person/jobseeker faces in his/her pathway towards employment. All forms of assistance that can be provided by the ESS itself, have to be provided to unemployed persons, and if needed also in cooperation with other relevant institutions in Georgia. 

Individual action plan emerges and develops in the process of partnership between the unemployed person and the ESS/SSA.

The principle of planned, preventive approach and focus on actions 
Employment counsellors plan and carry out procedures to support jobseeker in his faster employment and involve them in active employment policy measures according to their needs with a view to increasing the effectiveness of job-search and getting employment/ job faster.

The principle of the autonomy of unemployed persons and the respect of individual decisions Employment counsellors conduct the counselling process by providing information and advice so that clients can recognize their own needs, set realistic and achievable employment goals and develop an effective plan to achieve the goals. Jobseeker makes a decision on the extent of the employment support services autonomously and shall bear sole responsibility for their actions and decisions.

The principle of an individual approach
Employment counsellors shall adjust the employment counselling process its contents, the intensity, the choice of procedures and measures, taking into account individual client's personal characteristics, needs and abilities. In this process the ESS/SSA staff shall adapt its mode of transmission of information, and other content to the comprehension skills of unemployed persons/jobseekers, and check the actual understanding of the information supplied and the agreements concluded.
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SSA/ESS concretely the employment counsellor at the Local Centres carries out the following activities for jobseekers:

· Provides a support to jobseekers in registration in the WorkNet;

· Provides information about the WorkNet and the vacancies;

· Provides information about the SSA/ESS services and active labour market measures to jobseekers;

· Implements employment mediation services and refers the unemployed jobseekers who meet the vacancy requirements to employers;

· Implements employment counselling;

· Refers the unemployed persons into the active labour market measures in line with entry criteria defined by each ALMPM and upon the concluded Individual Action Plan;


SSA/ESS provides the aforementioned activities in line with the New Service Model described below.
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NEW SERVICE MODEL (NSM) INTERVENTION LOGIC
(JOBSEEKERS)
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The New Service Model (NSM) is a client orientated approach to provision of the SSA/ESS services to jobseekers. This means a provision of the services customised to the needs of different groups of jobseekers. 

The NSM is based on the assumption that all jobseekers neither need the same level and scope of employment support services to become more competitive on the labour market nor the SSA/ESS can due to its limited resources provide the same level and scope of such support to all jobseekers. In order to develop and implement employment support services that will be adjusted to the needs of different group of jobseekers on the labour market client segmentation is proposed.
[bookmark: _Toc446507373][bookmark: _Toc446507526][bookmark: _Toc446608944]3.1 CLIENT SEGMENTATION

Jobseekers are not a coherent group. In the WorkNet there are jobseekers that are employed but want to change their job and have registered themselves in this online job search platform with a purpose to find information about new job or employment opportunities. 

Another, much bigger group is represented by the unemployed persons who are searching for a job or employment. Also the unemployed are not a coherent group. Their characteristics vary depending on their level of education attainment, qualification background, age, gender, duration of unemployment, their employment goals, barriers they may face with on the labour market, etc. Therefore, the assistance they need for finding a job differs depending on their individual characteristics. 

First segmentation 

The first segmentation is done upon information and data provided by jobseekers about their employment/unemployment status in the WorkNet. According to that there are two groups of jobseekers:


UNEMPLOYED JOBSEEKERS

EMPLOYED JOBSEEKERS
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Employed jobseekers are mostly interested in getting information about the vacancies as they want to change their job. They can get this information on the WorkNet. This means that the SSA/ESS provides additional services to the employed jobseeker only upon his/her request.

· When registering in the WorkNet a jobseeker publishes his/her profile and CV on this online job matching platform to which employers also have an access;

· The employed jobseekers have access to the vacancies published on the WorkNet and can submit their CV to the employers;

· The jobseekers are offered suitable vacancy through automatized job matching process
(Detailed instructions are provided in the WorkNet User’s Manual)

If the employed jobseeker is searching for a support directly from the local centre the employment counsellor:

· Provides information about the WorkNet and its functioning;

· Provides a support to jobseeker in his/her  registration in the WorkNet and in filling in information and data about his/her profile (according to the process and steps described in the WorkNet User’s Manual);

· Provides information on how to search for vacancies;

· Provide information about suitable vacancies;

· The employment counsellor may provide additional services in terms of employment counselling on the request of the jobseeker. In this case, the employed jobseeker signs a Request for provision of employment services (see Annex 1). This agreement will be kept in a hard copy in the client’s personal file.

Second segmentation relates to the group of unemployed persons 

The priority in provision of the SSA/ESS services is given to unemployed jobseekers. However, the unemployed persons should not be considered as a coherent group as they differ in terms of their employability (competitiveness) on the labour market, or saying in another way, they differ according to their distance from the world of work. 

Therefore, further differentiation is needed in order to:

· Identify the needs of the unemployed persons; 
· Determine what kind or type and scope of employment support services are needed for different groups of unemployed persons;
· Determine what kind and quantity of service can be provided to the unemployed considering the SSA/ESS available resources.

The New Service Model anticipates that the unemployed persons can be further segmented into three (3) broaden groups: 


UNEMPLOYED JOBSEEKERS




GROUP 2

Unemployed jobseekers who possess knowledge, occupation and skills that are in demand on the labour market.
GROUP 3

Unemployed jobseekers who have certain competences and ability for work but they need additional skills, re-qualification or work experience to become more competitive on the labour market. 

GROUP 4
Unemployed jobseekers who due to their characteristics face different barriers on the labour market (disabled persons, the long-term unemployed, lower educated, etc.) and who need a substantial support in terms of special counselling or/and ALMPMs to become employed. These unemployed persons are also called disadvantaged or “hard-to-employ” unemployed.





















Map of services to jobseekers 

Map of services for unemployed and employed jobseekers according to the New Service Model:

	
	Employed jobseekers 


GROUP 1
	Unemployed jobseekers

	
	
	
GROUP 2
	
GROUP 3
	
GROUP 4

	· Registration (in the WorkNet)                                                           
	If requested
	x
	x
	x

	· Profiling
	
	x
	x
	x

	· Information 
	
	
	
	

	· About work with WorkNet
	x
	x
	x
	x

	· About the SSA services/ALLMs
	
	x
	x
	x

	
	
	
	
	

	· About suitable vacancies
	x
	x
	x
	          x

	· Employment mediation services                               
	
	
	
	

	· Job matching 
	If requested
	x
	x
	          x

	· Referring client to self-service and online tools
	x
	x
	x
	

	· Inviting clients to selection procedure-interviews
	
	x
	x
	          x

	
	

	
	
	

	· Employment Counselling 
	If requested
	
	
	

	· Individual Counselling
	
	If requested
	x
	x

	· Group counselling
	
	
	x
	x

	· Individual Action Plan (IAP)

	
	
	x
	x

	· Referral into ALMMs

	
	
	x
	         x
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A jobseeker who wants and needs the support of ESS have to be registered in the WorkNet.

When registering in the WorkNet the jobseekers have to create their profile, which means filling in information about their characteristics, general information (date of birth, gender, ID number, address), their education background, work experience, skills, professions in which they search for a job, preferred working time arrangement and work place and also if they are the first-time jobseekers or if they are disabled persons (See more in the WorkNet User’s Manual)

Information provided in the WorkNet profile serves for automatic job matching, therefore for automatized process of matching the vacancy requirements with the characteristics of the jobseekers. 

A priority in provision of SSA/ESS services is given to unemployed persons. The type and quantity of employment support services provided to the unemployed person depend on the level of employability of the unemployed person and identified needs as well as the available resource of the SSA/ESS (staff assigned to these tasks, ALMMs, possibility for specialised counselling services, etc.).

Employment counsellors at the local centre primarily work with unemployed persons who are interested in such cooperation and provides support according to the client’ needs.


· The unemployed persons registered in the WorkNet who expressed their interest or need for employment support service

The unemployed persons who indicated in the WorkNet that they want/need employment support services will be invited to the local centre according to their place of residence.

In case of a smaller number of unemployed persons who want employment support services, each person can be invited individually by phone, preferably not later than 3 days after he/she has indicated such interest in the WorkNet.

· Employment counsellor invites the unemployed person on the interview, explains the purpose of the interview and agrees with the client a date and venue of the interview.

· The unemployed person attending to interview signs a Request for provision of employment services.  (see Annex 1). This agreement/Request is kept in the client personal file (hard copy).

In case that greater number of unemployed persons (more than 20 per day) expresses the interest for ESS a group information seminar can be organised, in prior agreement with the Central office,  with the purpose to:

· Inform the unemployed persons about the employment support services, the WorkNet functions, labour market situation, etc.;

· Check their interest to attend to the interview which will be conducted with the purpose to assess the needs of unemployed person and agree on the type of services to be provided. 

In case that the unemployed person is interested in SSA´s employment support services:

· The unemployed person signs a Request for provision of employment services (see Annex 1). The agreement is kept in the client personal file (hard copy).

· The unemployed person receives information about the date and venue of the interview.

Organisation of information session

This information seminar can be organised on weekly basis, for at least 10 and not more than 20 unemployed persons. The information seminar should not last more than 1 hour. 

The unemployed persons are invited to the information session by SMS with the following content:
“Thank you for your interest in our services. We are kindly inviting you to attend to the information seminar which will be held at ……………(venue, room) on ….…..(day)…………..at……………(timing). Please confirm your attendance…….”  


· The unemployed persons who expressed their interest or need for employment support service but not yet registered in the WorkNet


In case that the unemployed person searches for a support directly from the local centre the employment counsellor should:

· Check if the unemployed person is registered in the WorkNet or he/she needs a  support in filling in the registration form;

· Fill in the registration form (profile) on behalf of the unemployed person, if needed;

· Provide information about  functioning of the WorkNet, including on how to search for vacancies;

· Provide information about suitable vacancies;

· Check if the unemployed person wants an additional support in job searching, therefore employment support services;

· In case that the unemployed person expresses an interest for employment support services the client is asked to sign a Request for provision of employment services (see Annex 1). This agreement/Request is kept in the client personal file (hard copy).


Main preconditions: Employment counsellors should receive notification about newly registered unemployed persons who expressed an interest for employment services from the WorkNet.
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First interview is conducted with the purpose to collect any additional information about the unemployed person’s profile that are needed to be able to establish the type and scope of the employment support services.

Why is it needed?

Information provided in the WorkNet profile serve for automatic job matching therefore for automatized process of  matching the vacancy requirements with the characteristics of the jobseekers, which might not necessarily capture those who are further from the labour market. The profile on the WorkNet does not always provide sufficient information about the personal characteristics of unemployed persons and the type and scope of employment support services the unemployed person may need.  Therefore more personalised approach to profiling and assessment of the needs of unemployed persons is needed to be able to establish what kind of employment support can be offered to unemployed persons in order to support them to become more competitive (employable) on the labour market.

How additional information can be gathered?

Information about the unemployed person additional to those provided in the WorkNet profile can be collected during the face-to-face interview conducted by the employment counsellor.

In order to customise employment support services to the needs of unemployed persons a profiling is needed in order to identify what kind of support can be offered to unemployed persons (second segmentation).
	
In planning interviews it should be taken into consideration that an interview lasts approximately 30 minutes.

PROFILING

This further segmentation of unemployed jobseekers can be done by applying a profiling.
Profiling is a tool which broken down the jobseekers into different customer segments. 
As a diagnosis tool profiling is applied with the following purposes:
· to determine the adequate service, 
· to deploy resources and programmes efficiently and 
· to select the right type of profiles for job matching.

Profiling is also described as a method of allocating employment services to clients in which a systematic process based upon client characteristics is used to identify the most appropriate provision of services for any particular client.[footnoteRef:1] [1:  Regina Konle-Seidl, PROFILING SYSTEMS FOR EFFECTIVE LABOUR MARKET INTEGRATION, Use of profiling for resource allocation, action planning and matching, The European Commission Mutual Learning Programme for Public Employment Services, DG Employment, Social Affairs and Inclusion, May 2011] 


ASSESSMENT OF EMPLOYABILITY

In order to identify the needs of unemployed person and determine what type and scope of services the unemployed persons need,  the client’s employability has to be assessed.

Employability can be defined as the combination of factors which enable individuals to progress towards or get into employment, to stay in employment and to progress during career. The employability of individuals depends on:
       (a) their personal attributes (including adequacy of knowledge and skills); 
       (b) how these personal attributes are presented on the labour market; 
       (c) the environmental and social contexts (i.e. incentives and opportunities offered to      
            update and validate their knowledge and skills); and 
       (d) the economic context.[footnoteRef:2]
 [2:  http://www.cedefop.europa.eu/EN/publications/13125.aspx
] 

According to the client’s profile and assessment of his/her employability the employment counsellor has to determine in cooperation with the client the type and scope of employment support services, which differ in dependence of the client’s needs. Tasks of the employment counsellors in provision of employment support service also differ in dependence of the client needs. The employment counsellor tasks are in detailed described below.
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In case that the unemployed person possess knowledge, occupation and skills that are in demand on the labour market, the client can be considered as  “easy-to-employ persons” and can therefore be immediately included in the employment mediation process. 

Tasks of the employment counsellor:

· In this case the employment counsellor agrees with the client that he/she will actively search for a job in the following period (up to 3 months);

· Provides information and advice about job searching (source of information about vacancies, preparation of CV, etc.);

· Agrees with the client that he/she will be included in the employment mediation  process and how the client will be informed about the employment possibilities;

· Agrees with the client about the next meeting which will be conducted with the purpose to evaluate the client’s job searching experience and any other employment related support that the client may need.
[bookmark: _Toc446507377][bookmark: _Toc446507530]

[bookmark: _Toc446608949]3.5 EMPLOYMENT SUPPORT SERVICES FOR GROUP 3

In case that the unemployed person has some competences and ability for work but would need additional skills, re-qualification or work experience to become more competitive on the labour market he/she will be included in the employment counselling process. 

Tasks of the employment counsellor:

· Conducts an interview with the client with purpose to collect additional information about his/her profile and  employment related interest or barriers, if needed;

· Assess his/her level of employability;

· Provides to the client information about the active labour market measures implemented by the SSA/ESS or/and training opportunities provided by other institutions relevant to the client’s needs;

· Agrees with the client that he/she will be included in the employment mediation process and referred to the employers in case of suitable vacancies;

· Provides information and advice about job searching (source of information about vacancies, preparation of CV, etc.);

· The employment counsellor agrees with the client timing for the next meeting. 

· During this process an Individual Action Plan (IAP) is prepared in close cooperation with the client, if so agreed. Further employment support service or ALMM suitable for the candidate will be recorded in the IAP.  The employment counsellor also agrees with the client how and when he /she will be informed about the possibility to participate in the ALMMs or any other employment support services. Agreed timing for the next counselling will be recorded in the IAP. The IAP is prepared in hard copy, signed by both the client and the employment counsellor. One copy of IAP is kept in the client’s personal file.

[bookmark: _Toc446507378][bookmark: _Toc446507531]
[bookmark: _Toc446608950]3.6 EMPLOYMENT SUPPORT SERVICES FOR GROUP 4  

Unemployed person, who due to his/her characteristics faces different barriers on the labour market (disabled persons, the long-term unemployed, lower educated, etc.), will most likely need a substantial support in terms of employment counselling, special counselling or/and ALMPMs to become employed. This client can be considered as a “hard-to-employ” person.

Tasks of the employment counsellor:

· Conducts an interview with the client with purpose to collect additional information about his/her profile and  employment related interest or barriers, if needed;

· Assess his/her level of employability;

· Provides to the client information about the active labour market measures implemented by the SSA/ESS or/and training opportunities provided by other institutions relevant to the client’s needs;

· Agrees with the client that he/she will be included in the employment mediation process and referred to the employers in case of suitable vacancies;

· Provides information and advice about job searching (source of information about vacancies, preparation of CV, etc);

· The employment counsellor agrees with the client timing for the next meeting; 

· During this process an Individual Action Plan (IAP) is prepared in close cooperation with the client, if so agreed. Further employment support service or ALMM suitable for the candidate will be recorded in the IAP.  The employment counsellor also agrees with the client how and when he /she will be informed about the possibility to participate in the ALMMs or any other employment support services. Agreed timing for the next counselling will be recorded in the IAP. The IAP is prepared in hard copy, signed by both the client and the employment counsellor. One copy of IAP is kept in the client’s personal file.
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Basic responsibility of employment counsellors is looking for suitable job vacancies, matching vacancies with suitable jobseekers. Employment counsellor is taking into consideration suitability of employment according to the Suitable employment offer chapter of this guideline.
  
Employment mediation is a service that is provided to a jobseeker at a voluntary basis. Employment counsellor cannot binds a jobseeker to any kind of activity against jobseeker´s will.  

Therefore, employment counsellors are working only with clients who are interested in the SSA´ employment mediation services.

Employment mediation services belong amongst basic and core employment services, and therefore these are provided at the full extent at all regional and local centres by employment counsellors.
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Intervention logic

Individual employment mediation services are provided to jobseekers who are unemployed; have registered their profiles at the WorkNet and have created their personal files (in hard copy) with employment counsellor. Individual job mediation services are provided to them with the following intervention logic: 
 
The group 2: The unemployed job-seekers are immediately included in the employment mediation process and information about the vacancies for which they meet the requirements are provided to them.  It can be agreed between jobseeker and employment counsellor that for a period of 1 - 3 months jobseeker will search for the job independently and report to employment counsellor after the agreed period expires. As this client group is highly motivated and easy to employ with no barrier to enter labour market, they will be self – active and highly independent in their job search.
   
The group 3:  In most cases these unemployed jobseekers will enter into the new system of work, starting with interview and counselling, but will remain included in the employment mediation system. Group 3 clients are employable, but they have some specific barrier for entering the labour market (e.g. might need some specific retraining of counselling on how to act on interview, etc.). However, job mediation process should still be integral part of service provision for this group. Therefore, whenever employment mediation services will be suitable, they should be provided to this client category.

The group 4:  is less likely to be competitive on the labour market, and will therefore need substantial counselling and support in employment through ALMMs. This group of clients belongs to group of disadvantaged jobseekers and possess often multiple barriers for entering the labour market. Therefore job mediation services will not be most important services provided for this group, but possible job matching should still play a role where possible. 

Employment mediation procedure

Employment counsellor conducts an interview with a client, with a purpose of finding out client´s knowledge, skills, capabilities, strengths, weaknesses and preferred field of work/professions, so that the mentioned would be then reflected in an offer of suitable employment.      

For job seeking, employment counsellor uses primarily database of job vacancies registered in the WorkNet. Employment counsellor seeks the database according to client´s preferences and his/her personal profile. 

In a case there is no suitable vacancy registered within a WorkNet, employment counsellor advises to jobseeker: 

· From Group 2 to search individually at the web portals of private employment agencies and at WorkNet for agreed period of time and according to mutual agreement between the jobseeker and the employment counsellor they set next appointment of the client for employment mediation services from 1 to 3 months from the last one. However, it is still duty of employment counsellor to screen labour market opportunities for a client and inform him/her actively, whenever relevant job offer pops up at the labour market (is published at the WorkNet). Employment counsellor invites the jobseeker also to use self-service zone in the SSA premises for the purposes of job search.

· For Group 3 and 4 jobseekers, employment mediation services are part of wider services package (counselling, individual action planning, trainings, ALMP measures, etc.), therefore in case of no suitable employment opportunity, employment counsellors carry on with providing other determined services for a client, and will get back to provision of employment mediation in a proper time (e.g. when some barrier of a client for entering labour market would be removed). 

In a case there is a suitable vacancy, 

· Employment counsellor recommends the jobseeker to an employer with suitable job offer by issuing of the Referral to the interview to a jobseeker. Employment counsellor issues two copies of this form, one is handed to a jobseeker for presenting it to an employer, another one is put to jobseeker´s personal file (for statistical purposes, and as a prove of a mediation service provision). 
Before issuing of Referral to the interview form (Annex 2), employment counsellor investigates all information on conditions of offered employment (also transportation connections, accommodation, etc.) and individually considers suitability of respective employment for a specific employer. Employment counsellor informs client on documents he/she have to bring to an interview (CV, motivation letter, certificates, etc.) and prints out advertised job offer for a jobseeker, if possible. 

Tracking the outcome of the employment mediation process

· Employment counsellor is responsible to track the outcome of the employment mediation process. Employment counsellor therefore informs a client, when handing him/her a Referral to the interview, on the means of feed-back information provision on the outcome of the referral to an employer (and in case of refusal of the client also reasons for a refusal). It is up to the employment counsellor to agree on the mean of interview outcome information provision. It can be provided from the jobseeker´s side by phone, email or personal visit. If jobseeker will not contact employment counsellor after mutually agreed time period, employment counsellor is obliged to contact jobseeker actively by phone or email, and find out outcome of job interview.  

· Employment counsellor is then obliged to note the outcome of the interview to the jobseeker´s personal file.

· In a case that employment counsellor provides to client employment mediation services, but no jobs can be matched according to profile and requests of the client, employment counsellor is also obliged to note to the jobseeker´s personal file that employment mediation services were provided.
	
Suitable employment offer

Offer of the suitable employment has to be fully in line with a health condition of jobseeker; it has to follow qualification of the jobseeker, his/her professional skills, or already achieved professional experiences in previous employment contracts. 

· In job mediation of suitable employment, employment counsellor proceeds from the offers corresponding to the highest achieved education of the client to the lower achieved qualifications.

· Employment counsellor follows individual preferences of the jobseeker, which does not necessarily mean that this has to be fully in line with achieved education and professional skills. If an employer requests from jobseeker some specific skills, and commit to provide adequate training, employment counsellor can recommend to jobseeker also an employment with lower required education than jobseeker achieved, if employment counsellor on the basis of personal interactions with jobseeker comes to a conclusion that job offer will be fit to jobseeker and will interest him/her.

As suitable employment is also considered an employment that is offered not in a place of the residence of the jobseeker, if:

a. Jobseeker defines another geographical area as place of interest for work (e.g. A client lives in Kutaisi, but wishes to work in Tbilisi. Therefore, employment mediation services will be provided at the SSA office in Kutaisi, but employment counsellor will search for suitable vacancies for this client in Tbilisi).

b. Employment counsellor is taking into an account a suitable means of transportation between the place of residence and the place of work. Employment counsellor considers each case individually, and takes into a consideration also qualification of a jobseeker, his/her social status and requirements of the employer. In a case, when employment counsellor comes to a conclusion that such a vacancy is suitable for a jobseeker, he/she can offer this vacancy with necessary commuting to a client as a suitable job offer.
   
[bookmark: _Toc446507534][bookmark: _Toc446608953]3.7.2 Employment mediation in mass interviews 

Employment counsellors receive an information on upcoming mass interview organised for an employer in his/her region from the staff member responsible for services to employers alongside with a precise description of a vacancy (- ies), which will be subject to filling at the mass interview. 

· Responsibility of the employment counsellor is to search in his/her database of jobseekers  and extract those, whose profiles correspond to a given vacancy (- ies).

· Employment counsellor informs suitable selected jobseekers on the upcoming mass interview and informs them on the job offer, the employer and possibility to take part in mass interview organized by the office. 

· Employment counsellor issues to his/her jobseekers who will participate at the mass interview a Referral to the interview form (See Annex 2). Employment counsellor issues two copies of this form, one is handed to a jobseeker in order to present it to an employer (purpose of this is justification to the employer that this client was referred by SSA, and therefore meets employer´s requirements), another one is put to jobseeker´s personal file (for justification of the employment mediation service provided to jobseeker).

· Employment counsellor gathers feed-backs from suitable jobseekers that are interested in participating at the mass interview, collects their profiles/CVs and send this information to staff member responsible for services to employer who is responsible for organisation of the mass interview. 

· When venue, date and time of the mass interview is set, employment counsellor is informed about this fact by the staff member responsible for organising mass interview. Employment counsellor is then responsible for informing clients selected for the mass interview, who accepted an invitation, about a venue, date and time of the selection mass interview. 

· Employment counsellor also inform clients on envisaged logistic of the day, time frame of the event and additional requirements of the employer on the invited jobseekers, e.g. to bring a printed CV, motivational letter, etc. Employment counsellor also informs clients to bring identification card for personal identification.

· After finalisation of the selection mass interview, employment counsellor receives information from the staff member responsible for services to employers who organised a mass interview on outcome of the interview and results for all participating jobseekers. 

· Employment counsellor is responsible for informing his/her jobseekers who were not selected by the employer for a job. Jobseekers selected by an employer will be informed directly by employer.   

[bookmark: _Toc446507535][bookmark: _Toc446608954]3.7.3 Employment mediation in job fairs organisation

Tasks of the employment counsellor:

· Employment counsellor is responsible for referral of suitable jobseekers to visit a job fair that is organised at the regional level by respective regional SSA centre and in this respect inform them to register in the job fair portal. 

· Employment counsellor is responsible to track employers who enrolled to participate at a job fair; he/she is responsible to check the vacancies that will be offered by these employers at the job fair.

· Employment counsellor is then responsible to search database of jobseekers within his/her area whose profiles are suitable for offered vacancies. He/she then actively engages with these jobseekers by phone or email, informing them on job fair and participating employers, and advises these clients to visit a job fair, in case that they have not registered in the job fair portal.  

· Employment counsellor inform clients that it is desirable to take to a job fair several copies of their CVs, which they can drop at employer´s stands, and also a motivational letter in a case of specific interest about participating employer.

· Employment counsellor is also responsible to promote regional job fair to all jobseekers to whom he/she provides personal mediation services in the office.


[bookmark: _Toc446507536][bookmark: _Toc446608955]3.7.4 Reporting of employment mediation

Employment counsellor is obliged to track on monthly basis the number of issued referrals (by a number of issued Referral to the interview form), number of jobs successfully mediated with the outcome of employed jobseeker. 

Employment counsellor is obliged to track the number of referred clients for all mass interviews organised within each month by the collecting of issued Referral to the interview form.

Employment counsellor track number of referrals of his/her clients for job fair participation by number of issued Referral to the interview form

Employment counsellor  reports on employment mediation activities in line with the instructions provided by  the Central office. 





THE PROCESS OF DELIVERY OF EMPLOYMENT SERVICES TO UNEMPLOYED PERSONS
UNEMPLOYED PERSONS REGISTERED IN THE WORKNET

INTEREST FOR ESS




GROUP INFORMATION SESSION  
Invitation

                                            SMS

            Phone call
OFFERED SERVICES
· Information about vacancies
· Information about job searching
· Employment mediation and referral to employers
AGREEMENT 
He/she will actively search for a job in the agreed period; 
ESS will provide employment mediation if there will be adequate vacancies
If still unemployed he/she can be included in the employment counselling process

FIRST INDIVIDUAL INTERVIEW:
Collect additional information about the unemployed person during the interview and assess his/her employability 







GROUP 2: EASY-to EMPLOY PERSONS

OFFERED SERVICES
· Information about vacancies
· Information about job searching
· Employment  mediation and referral to employers
· Employment counselling
Elaborate INDIVIDUAL ACTION PLAN in partnership
Periodical employment counselling
Referral into ALMMs
After ALMMs: job searching and employment mediation



GROUP 3: »EMPLOYABLE« PERSONS  BUT MAY NEED ADDITIONAL SUPPORT




OFFERED SERVICES
· Employment counselling
· Information about specialised support provided either by SSA or others
· Employment mediation






Elaborate INDIVIDUAL ACTION PLAN in partnership
Periodical employment counselling
Referral into ALMMs
Referral to employer (supported  employment)

GROUP 4: »HARD-to-EMPLOY« PERSONS WHO NEED SUBSTATIONAL SUPPORT
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	Name of jobseeker

	

	Address:

	

	Date of birth:
	

	Marital status:
	

	Nationality: 
	

	Phone:
	E-mail:




	Request for provision of employment services

	

	Information services
	  YES    NO

	Employment mediation services
	  YES    NO

	Employment counselling services
	  YES    NO

	Career counselling services
	  YES    NO



Employment/unemployment status:

· I am searching a  new job
· I am unemployed

By signing this request I declare that all information submitted in this request are truthful.

By signing this request I declare that I will actively cooperate with SSA in all above defined activities related to the provision of employment services which will be suggested to me by employment counsellor.

By signing this request I agree that my personal information provided in this request and in WorkNet can be during the duration of my registration with SSA´s services shared with third parties for the purpose of employment mediation.

Date of request submission:..............................   Signature of jobseeker:................................................


Name and signature of responsible employment counsellor:...................................................................
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Annex 2:  REFERRAL TO THE INTERVIEW
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Annex 3: CLIENT’S PERSONAL FILE


A personal file is a folder which contains the records of the employment support services and all documents or forms completed with the client.

	
An employment counsellor keeps a personal file for each of his/her client. 

The client personal file should contains the following documents:
· Request of jobseeker for provision of employment
· Records of all meetings held with the client and the short description of the purpose and outcomes
· Client’s CV printed from the WorkNet
· Referral to employer (interview) form 
· Individual Action Plan, if elaborated, etc
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· Records of all meetings held with the client and the short description of the purpose and outcomes

The employment regularly keeps the records of all meetings and employment support services. A simple form presented below can be used for that purpose. We propose that this form is kept in hard copy so that the client can sign the record.  

	
	Date and timing
	Purpose
	Outcomes/Agreement
	Client’s signature

	1.
	xx.yy.zzzz
	First interview
	Next steps agreed
	

	2.
	xx.yy.zzzz
	Employment mediation
	Referral to employers
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	
	
	
	
	

	
	
	
	
	



The employment counsellor also keeps the records in the electronic form (Excel). These records will serve as a basis for reporting on implementation of the employment support services.


See for more information in the Employment Counselling Handbook.
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