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JERSEY JOB CLUBS 
Procedures Handbook
I. Introduction
Jersey Job Clubs (“JJC”) are the outgrowth of the former Professional Services Groups (“PSGs”) located throughout the state. While building on of the PSG’s best practices, JJCs seeks to expand its services to a greater number of unemployed jobseekers and reach out to all potential participants regardless of occupation and skill level. Jersey Job Clubs will be led by JJC Leaders who are trained to conduct workshops and lead networking events by using the public facilities of both the One Stop Career Centers and community partners.
II. Mission Statement
Jersey Job Clubs’ main mission and goal is to help unemployed jobseekers secure a job quickly. JJC Leaders will use the most current and up-to-date 21st Century job search and training information to create a supportive atmosphere for JJC participants. This free program will help individuals focus more on the job search and provide them with the necessary resources to help them get back to work. 
III. Jersey Job Club Participant Responsibilities
The main goal for JJC participants is to find a job quickly. 
The main requirement for JJC participants is to post their resumes on Jobs4Jersey.com through the use of the OnRamp tool. To assist JJC participants fulfill the requirement of posting their resumes on Jobs4Jersey.com, JJC participants are provided three core workshops ((1) Orientation, (2) Job Search Skills, and (3) Resume Writing – Basic and Advanced), in addition to the many enrichment workshops that will equip JJC participants with invaluable knowledge for their job search.
A. Eligibility
A JJC participant…
· Must be an active job seeker - a person actively seeking a job who can benefit from job search activities;
· Can be A U.S. resident of any state;
· Does not have to be a recipient of unemployment insurance or other forms of State in-kind benefits/services; and
· Has not previously completed 6 consecutive months of participation in any JJC.
B. Rules of JJC Participation
1. JJC Participant Registration
An active job seeker can register on Jobs4Jersey.com either at home or with a representative at any of the 24 One Stop Career Centers that have JJCs. Registration information includes the participant’s name, street address, email address, and home and/or mobile phone number. The participant may only enroll once and their active registration in the program may be inactivated by the JJC Leader upon a participant’s violation of the rules of participation in the JJC Leader Tool.
2. JJC Participants “Dos and Don’ts”
JJC Participants are permitted:

· To share successful and unsuccessful experiences;
· To give networking information to other JJC participants; and
· To suggest feedback for improvement to JJC Leaders about JJC resources and workshops.
JJC Participants are prohibited:

· From taking charge and leading the JJC and its workshops;
· From viewing other JJC participants’ personal private information;
· From assigning titles to themselves and creating additional bylaws;
· From loading personal software on One Stop Career Centers’ computers or networks;
· From obtaining administrator rights on One Stop Career Centers’ computers or networks;
· From forming separate subcommittees and other groups that resemble these;
· From identifying JJC participation time as employment on a resume;
· From outreaching to employers for job order development (this right is reserved for Department of Labor & Workforce Development Business Reps only);
· From volunteering to teach material;
· From becoming  JJC participant and a speaker/volunteer at the same time; and 
· From attending JJCs as an active participant for more than 6 consecutive months or becoming an active participant again upon completing the JJC participant requirements.
3. Types of JJC Participants

a. Active JJC Participant: A JJC participant who post his/her resume on Jobs4Jersey.com and completes at least 1 activity per month.
b. Inactive JJC Participant: A JJC participant who has not posted his/her resume on Jobs4Jersey.com and/or has not completed 1 activity per month.  
JJC leaders must contact (via telephone or e-mail) those inactive JJC participants as determined by the Inactive Participant List form printable from the JJC Leader Tool. Time must be set aside weekly to accomplish this required task.  

JJC leaders should encourage a member to return or to determine the reason of their departure (withdrawal employed or withdrawal other). Upon determining the reason and the JJC leader is unable to persuade the individual to continue to participate, the JJC Leader may decide to inactivate the JJC participant’s registration in the JJC Leader Tool. This data will then be included on the required monthly JJC Leaders Dashboards.  

Reasons for inactivity:

i. Withdrawn Employed:  A JJC participant who is no longer active because they became employed before the completion of the 6th month time requirement.  JJC Leaders should encourage participants to notify the One Stop Career Centers of their discontinuation of participation in the JJC. 

ii. Withdrawn Other: A JJC Participant who is no longer active because of other reasons besides becoming employed before the completion of the sixth month time requirement. Reasons can include but are not exhaustive: failure to attend, lost interest, childcare issues and etc.

iii. Completed Participant: A JJC participant who has completed 6 months of active participation in the JJC.
C. JJC Participant Club Achievement Plan
The JJC Participant Club Achievement Plan is a simple goal chart used personally by JJC participants to motivate and focus their job search. It is designed for weekly updating. JJC participants can set goals such as:  the number of workshops and events they want to attend, the number of job postings for which they wish to apply, and the number of job interviews they want to schedule. After each goal, the JJC participant can list the success they had in reaching that particular goal. While JJC Leaders should encourage the use of this achievement plan, it is only meant for JJC participants’ personal use and it is not to be tracked by JJC Leaders.

D. Self-Assessments
Each JJC participant is encouraged to complete a self-assessment of job skills.  The JJC Leaders will provide handout materials to JJC participants with website information for self-assessment tools for the participants to consult on their own.  These handout materials will be provided by the Jersey Job Clubs Central Office Coordinator at the Department of Labor and Workforce Development.
IV. Jersey Job Club Leader Responsibilities

JJC Leaders’ main priority is to equip JJC participants with job search skills to get them to employment quickly. Therefore, the main focus of JJC Leaders is to make sure JJC participants fulfill their main requirement of posting their resume on Job4Jersey.com through the OnRamp tool. To assist JJC participants in fulfilling this main requirement, JJC participants may have to attend 3 core workshops before posting their resume: (1) Orientation, (3) Job Search and (3) Resume Writing – Basic or Advanced. 

If JJC participants require non job search specific services for local community mental healthcare, food stamps, housing assistance, transportation assistance, childcare or legal aid, JJC Leaders will direct JJC participants to www.nj211.org or www.njhelp.org .  If JJC participants are looking for more job club opportunities, JJC Leaders will direct them to a comprehensive list located on Jobs4Jersey.com.

A. JJC Leaders “Dos and Don’ts”

JJC Leaders are permitted:

· To use available technology such as the Jobs4Jersey.com, OnRamp tool and other approved social networking sites;
· To be attentive to the needs of the JJC participants when scheduling workshops and speaker events;
· To drive and control JJC activities and events;
· To refer JJC participants for intensive services to One Stop Career Center staff as often as possible and when appropriate; and
· To be creative and innovative within the JJC framework established within this handbook.
JJC Leaders are prohibited:

· From excluding unemployed job seekers from participating based on industry experience, expertise or level of skills;
· From restructuring activities by creating “participant leaders” and other sub-committees; and
· From distributing JJC participants’ personal identification.

B. JJC Leaders Requirements
JJC Leaders are required to:
· Lead and take charge of JJC activities;
· Encourage, motivate and inspire JJC participants; 
· Show compassion through listening skills and attentiveness to JJC participants;
· Remain committed to the goals of JJC participants,  One Stop Career Centers and the Department of Labor & Workforce Development; and
· Model professionalism through speech and dress.
C. Recruitment of JJC Participants

All One Stop Career Centers’ customers should be recommended to join the JJCs regardless of skill level or type of industry. Marketing and promotional material provided by the Jersey Job Clubs Central Office Coordinator at the Department of Labor and Workforce Development and on the JJC website home page should be utilized by One Stop Career Center personnel in their recruitment of job seekers to join the JJCs. Additionally, recruitment of JJC participants will be encouraged by advertisement on the online re-employment orientation, Jobs4Jersey.com, Unemployment Insurance telephone hold line, and press events.
D. Monthly Calendar of JJC Activities

It is the JJC Leaders responsibility to schedule workshops and other speaker events at the most appropriate times while keeping in mind that their main responsibility is to encourage JJC participants to utilize free time for their job search.   
For each week of the JJC month calendars, there must be 2 workshops and/or speaker events on Thursday and Fridays.  And, there must be at least 6 workshops and/or speaker events per week.  JJC Leaders must submit the monthly calendar of JJC activities for the next month on the 15th of the current month to the Jersey Job Club Central Office Coordinator at the Department of Labor and Workforce Development.  
E. Facilities Coordination 
It is the responsibility of the JJC Leaders to locate space and maximize the use of all resources within the One Stop Career Centers.  Public access rooms should be utilized including available computers, copiers, fax machines and other technologies.

In the event that space is unavailable or not appropriate to accommodate JJC participant volume within the One Stop Career Centers, JJC Leaders are expected to coordinate with their Community Partners such as County Colleges to secure facilities for JJC activities. If such coordination is problematic, JJC Leaders should contact their Jersey Job Club Central Office Coordinator at the Department of Labor and Workforce Development for further instruction and assistance.

F. Tracking JJC Participant Activity
JJC Leaders must track the main requirement of JJC participants to post their resumes on Jobs4Jersey.com, as well as the core and enrichment workshops JJC participants attend.  JJC Leaders may track JJC participants’ activities by utilizing the “Participant Activity Tracker” form within the JJC Leader Tool.  The Participant Activity Tracker may be printed from the JJC Leader Tool to monitor and track the workshops and other events that JJC participants attend. The workshops and other events attended by JJC participants and listed on the Participant Activity Tracker must be logged onto the required monthly JJC Leaders Dashboards at least by the time the JJC Participant completes the 6 month enrollment in the JJC.
1. Completed JJC Participants: Those participants who are not successful in obtaining employment within 6 months after enrolling in the JJC are recommended to continue with intensive services to assess their barriers to employment by other One Stop Career Center staff. All participants who have attended the JJC for 6 months must be recorded accordingly in the JJC Leaders Dashboards and such participants’ enrollment in the JJC must be inactivated in the JJC Leader Tool. Re-enrollment into a JJC will not be permitted for completed JJC participants.

G. JJC Leaders Dashboards 

All activities listed on the JJC Participant Activity Tracker must be tallied and listed on the JJC Leaders Dashboards for performance measurement reporting. Data must be sent by the 1st Wednesday of every month to the Jersey Job Club Central Office Coordinator at the Department of Labor and Workforce Development. Please consult the JJC Leaders Dashboards instructions.
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H. JJC Participant Feedback Surveys
At the end of each workshop and speaker events, JJC participants are given a survey form to provide the JJC Leader feedback about the workshops and events. The surveys will ask JJC participants what they thought was successful and what could be improved. JJC Leaders are required to provide a report highlighting the findings on the 1st Wednesday of every month. This report must be sent to the Jersey Job Club Central Office Coordinator at the Department of Labor and Workforce Development.
V. Workshop Leadership
All JJC workshops and speaker events are to be directly facilitated by JJC Leaders and/or their backups. Workshops may include guest speakers and outside vendors to provide industry specific information, including Talent Network speakers.  Please see the pre-approval procedures for guest speakers below.  Also, please consult the Guide to Obtain Expert Speakers.
At a minimum, JJC Leaders must schedule 6 workshops per week permitting 1.5 hours for each workshop. Each core workshop should be given weekly. All workshops must be posted on the JJC month calendar by the 15th of the prior month. 
At the end of each workshop or speaker event, JJC Leaders should give ample time for networking as well as for JJC participants to share stories and ask questions.  Surveys are to be administered at the end of JJC activities (discussed above).
A. JJC Workshops
	Core Workshops
	Enrichment Workshops

	Orientation (Core)

Job Search Skills (Core)

Resume Writing/Jobs 4 Jersey – Basic (Core)

Resume Writing/Jobs 4 Jersey – Advanced (Core)


	Interview Skills – Day 1

Interview Skills – Day 2

Networking Skills – Day 1

Networking Skills – Day 2

Skills Based Volunteering

The Changing Employment Landscape

Industry Specific Speakers and Talent Network Speakers


B. Pre-Approval Procedures for Guest Speakers
JJC Leaders must recruit guest speakers to provide additional networking opportunities and experienced/expert based knowledge for JJC participants. Ideally, JJC Leaders should schedule guest speakers at least 6 months in advance. Guest speakers must be approved by the Jersey Jobs Club Central Office Coordinator at the Department of Labor and Workforce Development. A description of the topic to be discussed, an outline of the presentation, and the qualifications of the speaker must be submitted for approval before the event is placed on the JJC month activities calendar. The coordinator will have 2 days to review and either approve or deny submitted requests. 

1. Talent Networks
The Talent Networks have committed to speaking at each One Stop Career Center 2 times per year.  Talent Network Coordinators should be contacted and scheduled 6 months in advance to speak on the latest trends in their industries, whenever possible. For a complete list of the talent networks and their contact information, please contact the coordinator for more information.
Disclaimer

The rules and procedures set forth in this handbook are subject to change at any time. Updates will be provided by the Jersey Job Club Central Office Coordinator from the Department of Labor and Workforce Development when necessary as the program grows and succeeds.
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