Jobspeaker Work Experience - Employer User Guide

Overview
As an employer or worksite supervisor, you support students by reviewing
objectives, approving timesheets (if required), and completing evaluations.

If you already have a Jobspeaker account, you will gain access to a student’s
record once the student adds you as their supervisor. If you are new to
Jobspeaker, an account will be created automatically when your emailis
added, and you will receive sign-in details from news@jobspeaker.com.

1. Objective Review

When a student’s objectives are ready for review, you will receive an email
notification. Navigate to Work Experience in the menu, locate your assigned
student record, and select it to complete the review.
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The record is in Objective Review status, scroll to the Objectives section.
You have two options:

« Approve: Review the objectives and select Agree. The record will move
to Tracking.



 Request Changes: Enter your feedback in the notes box and select
Send Back. The record will return to Objective Set so the student can
update and resubmit.
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Assignments

Review and complete the following activities.
Completed?

On-line Form Yes

1. Demonstrate ability to operate machinery and power tools used in carpentry business
2. Assist in planning and designing furniture for residential and commercial purposes

3. Assist experienced carpenters in framing houses and building furniture

SEND BACK AGREE

Timesheets

Date/Task(s) Total Hours
Jan 11,2021 - Jan 17, 2021 [ 4 Ask me anything... <
Held plumb bobs and sighting rods for fixing reference points and lines of sight 25.00
.
2. Timesheet Approval

If timesheet approval is required, you may approve timesheets weekly or wait
until the Evaluation stage. You will receive a notification when timesheets are
ready for review.

To approve time sheets:

e Openthe student’s record and scroll to the Timesheet section.
e Review each time entry, check the box to approve,
e Click Save once all applicable entries are selected.
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Reason for denying timesheet

Jan 20, 2026

+ Accepted by Faber College:Kathy Webb at Jan 20, 2026 10:31:43 AM
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Total Earned: 25.00
SAVE

3. Completing an Evaluation

Once arecord enters Evaluation status, you will receive an email from
news@jobspeaker.com with a direct link to the student’s evaluation page

(no login required). You can also access the record from your Work
Experience menu.

To complete the evaluation:
« Openthe student’s record and scroll down to the evaluation part
« Complete all required fields in the Evaluation section
« Verify the hours and dates, then sign and submit

Submitting the evaluation will close the student’s record.
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Habits

Job Competence Attitude

Job Progress Promptness
Working with others Job Interest
Dependability Self Confidence

4= Excellent 3= Above Average 2= Average 1=Below Average 0=Not Applicable
Strengths
e~

Weaknesses

Overall
r

Will this student be offered employment? O Yes O No

1 have evaluated Gary Neville and certify that this student worked 25 hour(s) from 2026-0121 10
2026-01-19

@ Paid O Unpaid (Volunteer)

Enter your Full Name SUBMIT EVALUATION

4. Notifications & Reminders

Employer Notifications: You may receive email notifications for the following
events:

« Anewemployer account has been created for you
o Arecordisready for Objective Review
o Avrecordis ready for Evaluation
Reminder Emails
« Reminder emails are sent if required actions are not completed.

« Reminders are triggered based on course end dates set by the
administrator.



