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Subject: Job Order email template for employer
Date: Friday, May 20, 2022 at 9:15:08 AM Eastern Daylight Time
From: PrewiE, Tonia M (Labor)
To: Sarah, Kara, Erika Easter, Barker, Cylenna (Labor), Conner, DesNny P (Labor), Draucker, Catherine

(Labor), Fraley, Heather R (Labor), Fuda, Deloris (Labor), Harris, Brenda (Labor), Henderson, Sophia
(Labor), Jones, Steffan K (Labor), Laudermilt, Tara L (Labor), McCue, Jeanie (Labor), McGuire, Jody
(Labor), Medved, AusNn V (Labor), Nickell, Amy L (Labor), Porter, John W (Labor), ROBERTSON,
WHITNEY (Labor), ScoE, Ashley (Labor), Skeans, Allison L (Labor), SNdham, Karie A (Labor),
TRAUTMANN, LEIGAH (Labor), UEerback, BriEany N (Labor)

CC: SuEles, JusNn (FIVCO), Jeremy Faulkner, Denise Dials, PrewiE, Tonia M (Labor)
Priority: High

Here is an email template for you to use when corresponding with an employer. Please
use it, plugging in the employer informaNon as applicable. Good and professional
communicaNon is KEY when communicaNng with our Business Community.
 
PLEASE be certain you are maintaining relaNonships by uNlizing the 2 week follow up
on EVERY job order and ensuring that FOCUS is user friendly by closing out old orders.
Make sure ALL contact is noted in KIBES or given to a member of the BST to do so.
 
 
 
Hello  ________,
 
Thank you for choosing the Kentucky Career Center.  Focus Talent is Kentucky’s job posNng portal available
free to employers. It allows employers to post job adverNsements and quick and easy access to relevant
talent to search for resumes.  Unlike tradiNonal job-match systems, the Focus Talent/Career job-match system
casts a much wider net to find the skills your job requires. Resumes will automaNcally be matched to the job
and candidates are ranked from one to five stars based on how well they qualify for your job. 
 
Now that your job order has been placed if you would like to review its status the Job ID number is listed
below along with the web address, your user name and password.  Please contact us once the job posiNon
has been filled with the name of the person hired and their starNng salary.  
 
*For direct access go to www.Focustalent.ky.gov
 
*Your job order number is: ____________
 
*Your username is your email address: ______________
 
*Your password is: ______________
 
 
We offer a variety of services, in which all at no cost, as your tax dollars have already paid for them.  If you
would like assistance with a Job Fair or scheduling interviews please let us know.   We look forward to
working with you as we serve our community together.
 

http://www.focustalent.ky.gov/
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Services:  hEps://kcc.ky.gov .
On this website you will find a whole host of useful tools to include:
Welcome video
Business Services
Unemployment Insurance
UI SIDES
NaNonal Career Readiness CerNficate
Job PosNng
Labor Market InformaNon
Tax Credits
Tax Appeals
Focus Talent
Business Downsizing Assistance – WARN
 
Thank you,
 
 
Kentucky Career Center
Staff Name and contact info

https://kcc.ky.gov/

