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Guideline checklist of good practices in job development with companies

	Analysing the entrepreneurial structure:
	YES
	NO

	· Organise the information bearing in mind proximity, size and sector of activity.
	
	

	· Identify work opportunities (offers, self-employment…).
	
	

	· Evaluate short-term and structural variables of the job market.
	
	

	Contacting employers:
	
	

	· Learn about employer’s needs and its business.
	
	

	· Offer solutions.
	
	

	· Communicate by means of clear, concise messages
	
	

	· Leave written information in the form of advertising materials.
	
	

	· Present concrete cases (strengths, competences…), not the group and the difficulties it faces.
	
	

	· Keep the relationship going through frequent contact, proposals, follow-up, etc.
	
	

	· Ensure the company is aware of the availability.
	
	

	Managing job offers:
	
	

	· Gather all the available data on the offer with the maximum amount of detail (description of the post, company preferences, conditions, etc.).
	
	

	· Become familiar with the work context in-situ, functions and tasks to be performed, work environment, the results the employer wishes to achieve through this post...
	
	

	· Present clients who fit the required profile.
	
	

	· Carry out follow-up of all the clients who go through the selection process with the company.
	
	

	· Liaise with other agencies if the service does not have suitable candidates or if they are not selected (networking).
	
	

	· Assess satisfaction with the handling of the offer (whether candidate recruited or not).
	
	

	Post-placement follow-up:
	
	

	· Find out who is the company's contact person (person responsible, supervisor).
	
	

	· Establish frequency and channel of communication with the contact person at the company.
	
	

	· Ask open-ended questions about the worker and his/her performance.
	
	

	· Give assurances to the company about the person recruited.
	
	

	· Respond when difficulties and conflict situations arise: mediation.
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