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United States Department of Agriculture

Research, Education and Economics

Agricultural Research Service

August 31, 2005

SUBJECT:  Employer Assistance & Recruiting Network

            TO:  MWA Supervisors

      FROM:   Terry Nelsen, Assistant Director, MWA /s/

         Marie Bishop, Area Equal Employment Manager /s/
As supervisors, it is our responsibility--not Human Resources Division--to announce our own vacancies to disability-serving organizations.  This has now become much easier!  In the past, supervisors needed to contact each individual organization; but now there is a “one-stop shop” to make the contacts for you.  

With the advent of  the Employer Assistance & Recruiting Network (EARN) by the U.S. Department of Labor, a supervisor just posts the vacancy with EARN; and EARN does all of the work, reaching out to find qualified candidates at colleges and universities, state vocational and rehabilitation agencies, non-profit organizations, and professional associations.  Attached is a brochure describing EARN’s free services.

It’s quite easy to sign-up for and participate in EARN.  Supervisors should:

- Go to www.earnworks.com 

- In the bottom left blue box under “Employers – Federal,” click on “Sign up”

- On the next screen, fill in the few blocks (it takes less than 5 minutes); and click “Submit Employer Enrollment.”  NOTE:  There is NOT one enrollment for all of ARS; for EARN’s purposes each supervisor is considered an individual employer.

- Within 48 hours, you will receive your “Employer Identification Number” and the electronic “Job Posting Criteria” Form.

- Then when you have a vacancy, you should complete and submit the Job Posting Criteria Form for your vacancy.  NOTE:  The “Essential Duties and Responsibilities” as well as the “Position Qualifications” can be copied from your Vacancy Announcement.  In addition, you can include a link to the full Vacancy Announcement.

EARN will then forward your Job Posting Criteria Form to a network of employment service providers who work with people with disabilities so you don’t have to contact each individual 
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organization.  If a qualified applicant is unfamiliar with the Federal application process, the service provider will assist the applicant with ARS’ application process.  

If you haven’t already signed up for EARN, please do so today so you can use their services with your next opening.  Your participation in using EARN as a recruitment resource will show your commitment to supporting ARS’ equal opportunity program, increasing awareness of ARS, and expanding the applicant pool for your vacancies.

Attachment
cc:

L. Parks, HRD, WSB w/Attachment
J. Woodward-Greene, Recruitment Office w/Attachment
Area Equal Opportunity Advisory Committee w/Attachment
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Office of the Director, Midwest Area 

1815 North University St., Peoria, IL 61604 

Phone: 309-681-6602 $ Fax: 309-681-6684

An Equal Opportunity Employer
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