Handout A

Identifying Business Services
Being able to talk about the value of your services is the foundation for your employer communications, and can help build your confidence.  But before you do that, you need to know the Career Center’s ability to assist businesses.
Let’s take an inventory: 

1. Read the items listed in the column marked Career Center Services and check the services your organization provides or can access on behalf of your business client.

2. Then list additional available services.

3. In the next column identify who delivers the service: the Career Center or another organization in the community.  
	Business  Services
	Career Center

Delivers
	Partner Organization 
Delivers (specify organization)

	Collecting and reviewing resumes
	
	

	Refining job descriptions
	
	

	Prescreening candidates
	
	

	Scheduling interviews
	
	

	Job readiness training
	
	

	Basic Skills/ESL/GED Training
	
	

	Occupational Skills Enhancement
	
	

	Finding replacement workers
	
	

	Support Services for Employees
	
	

	Retention Services for Employers
	
	

	Supervisory Training on Diverse WF
	
	

	Resource brokering (tax-credit assistance, etc.)
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	Business Services
	Career Center

 Delivers
	Partner Organization

Delivers (specify organization)

	Providing HR Services
	
	

	Employee Background Checks
	
	

	Turnover Analysis
	
	

	Business Planning
	
	

	Marketing Assistance
	
	

	Export Assistance
	
	

	Government Procurement 
	
	

	Business Financing 
	
	

	Government Regulations (Safety, etc.) 
	
	

	Zoning
	
	

	Labor/Union Relations
	
	

	Other  Services
	
	

	
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
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