
Job Order Taker and Job Order Responsible Staff 
 
When placing a job order on JobNet, be sure to update the Order Responsible Staff 
person, when appropriate.  The system pre-fills both fields with your name and contact 
information.  With Call Centers operating in some parts of the state, and with staff 
covering other offices, it is easy to forget to update the Order Responsible Staff field 
with the correct staff person's name.  This has become especially important recently, 
now that employers receive an email when a job order goes off JobNet.  The email 
notice includes the contact information for the Order Responsible Staff person.  To 
ensure phone calls and emails from the employer go directly to the correct staff person, 
please update the Order Responsible Staff field as appropriate. 
 
To update the Order Responsible Staff field, use the Change button to the right of the 
Staff Name field. 
 

 
 
The change will be tracked in the Event History. 
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