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Required Job Services 
(RJS) 

 
 

DWD Issuance 16-2012 
Required Reemployment Services provided to UI claimants  

on their first time to report to a Missouri Career Center 
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Background of RJS 
 

DWD Issuance 16-2012 
 
 
 
 
 
 
 
 

 
• In the Middle Class Tax Relief and Job Creation Act ,  required Reemployment 

and Eligibility Assessments (REA) services were to be provided to UI claimants. 
• In conjunction with Emergency Unemployment Compensation (EUC), the Missouri 

Division of Workforce Development (DWD) and the Department of Labor and 
Industrial Relations (DOLIR) entered a joint effort to implement EUC in Missouri, in 
March of 2012. 

•  Due to the successful outcome of this program, UI claimants received enhanced 
services which allowed them to be better job candidates and return to work in a 
shorter time frame. 

•  DWD and DOLIR/DES with concurrence from the State’s WIB Directors decided 
to design a similar program known as RJS for UI claimants when they file an initial 
claim. 

 
•  RJS provides a defined set of required job services which provide UI claimants 

the opportunity to have the skills to compete for high-wage jobs in emerging 
industry sectors. 

 

 
 
 
 

Substance of RJS 
 

 
 

 
The following required services for RJS claimants include: 

• Orientation to Career Center Services 
• Assessment of Individual Skills through use of Career Ready 101 
• Provision of Labor Market Information 
• Review of job search activities and career information through use of “Its’ all About 

You” materials 

Contact for  

RJS 

Program Questions/Issues 

Robert Ruble 

573-751-3754 

robert.ruble@ded.mo.gov 
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RJS Call In Letter 
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Rescheduling RJS 
Appointments 
 If an RJS customer should need to reschedule 
their initial appointment, they should: 

1. Access http://www.moclaim.mo.gov/ 

2. Click on the link to Reschedule RJS 
Appointment 

3. Complete the automated form (pictured at 
right) 

4. Submit the reschedule form 

NOTE: the automated form allows the RJS 
customer to reschedule their appointment for 
the next Friday following their original 
appointment date. 

5. The customer may also reschedule 
their RJS appointment by calling the 
DES-UI Call Center. 

 

 

http://www.moclaim.mo.gov/
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RJS Customer Service Process 

(NOTE: if a customer has an RJS Possible 
and a UI Profile Possible Enrollment, both 
should be completed. The services for 
each enrollment that are identical need 
only be given once, but noted for both 
enrollments.) 

 
 Career Center Staff may serve an RJS customer anytime during the week 

that the customer is scheduled for their RJS appointment. 
 Career Center Staff must give the RJS enrollment to the RJS customer in 

Toolbox, provide them the four required services and note them in 
Toolbox, then close the RJS enrollment in Toolbox on the same day.    
(See pp. 11-19 of this desk aid) 

 

Orientation to                    
Career Center Services 

 

 
 Every RJS claimant should receive an orientation to the services available in the 

career center. 
 The orientation to services can be one-on-one or in a group setting. 
 A handout or flyer may be used to supplement the orientation to career center 

services. 

 

 

Skills Assessment 
 

 
 Every RJS claimant should complete a Career Ready 101         

                 “Initial”Assessment. 
 
 If the RJS claimant has completed a Career Ready 101 “Initial”Assessment, the 

results should be reviewed with them and a referral made for Career Ready online 
remediation, if appropriate. 

 

Labor Market Information 

 

 
 Claimants should be provided with the most current LMI. This should include a 

handout or flyer. 
 
 MERIC provides LMI that is region specific in Missouri. 
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Sample MERIC LMI Handout 
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Review of job search 
activities/ career 
information/use of      
“It’s All About You” 
Materials 

 

 

The final requirement for Career Center staff working with RJS customers is to review the 
customer’s career information and job search activities. 

The expectation is for staff to utilize the “It’s All About You” materials as their primary resource in 
achieving this requirement. 

NOTE: For Career Center staff only, a training video on the use of the “It’s All About You” materials 
is available on You Tube. The link: http://www.youtube.com/watch?v=ipeqDLHMtsg  

“It’s All About You” 

RJS Brochure 
This piece is designed to inform the 
RJS customer regarding the various 
services they have available through 
their Missouri Career Center. 

 

 

 

 

 

http://www.youtube.com/watch?v=ipeqDLHMtsg
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“It’s All About You” 

Career Path Discovery 
This piece is designed to engage the 
RJS customer in meaningful 
conversation regarding their education, 
experience, and interests. 
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“It’s All About You” 

Career Folder 
(At right is a sample of one of the 
folders.) 

There are six Career Folders which 
correspond to the six options on the 
Career Path Discovery. 
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Review of job search 
activities/ career 
information 

 

After Career Center staff have covered the “It’s All About You” information with the RJS customer, 
they should utilize this opportunity to engage the RJS customer in other Career Center services. 
Staff should encourage participation in: 

• Career Center Workshops 

• Resume Development 

• Staff Assisted Job Search activities 

• e-tools or other resources that would enhance the RJS customer’s skills 

• Other services that would benefit the RJS customer 
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Recording RJS information in Toolbox 2.0 

RJS Enrollment Process 
1. On the customer Seeker Info 

screen, note the RJS in 
Possible Enrollments. 

2. In the Options Bar, click on the 
Employment Plan/Enrollment 

icon:  

 

 

 
3. A Counselor Assignment pop 

up box will appear. Click on 
Yes in response to question 
regarding Primary Counselor. 

 

2 
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4. On the Enrollment tab, note 
that RJS is listed under 
Referral System Programs. 

5. Click on the box in front of RJS 
to produce the check mark. 

6. Click on the Enroll button. 

 

 
7. RJS will now appear as an 

Actual Enrollment. Click Save. 
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RJS Required Services 

1. Click Options on the 
Navigation Bar. Select Seeker 
Services and click on it. 

 

 

 
2. The Seeker Services Entry 

pop up box will appear. Notice 
the seeker’s SSN is blocked out 
except for the final four digits. 

3. Click on the Service Type drop 
down arrow for a listing of 
services. 
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4. From the drop down list, select 
the RJS Orientation service. 
Click Save. 

5. Continue this same procedure 
until all four RJS required 
services (RJS Orientation, RJS 
Assessment, RJS LMI Career 
Information, and RJS Job 
Search Review) have been 
noted in Toolbox. 

 

 

6. Returning to the Seeker Info 
screen. Note the RJS Required 
Services will be listed in the 
Services Provided area, lower 
right. 
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Closing the RJS 
Enrollment 

NOTE: failure to close the RJS 
enrollment on the same day will 
negatively impact the customer’s 
benefits. 

1. Click on the Employment Plan 
Enrollment icon                        
in the Options bar.  

 

2. On the Employment Plan 
screen, select the Closures 
tab. Click on the RJS 
enrollment line. Double click in 
the End date column. 
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3. The Date List of Values will 
pop up. Select the current date 
and click OK. 

 

 

4. Note the End date is populated. 

5. Double click in the Outcome 
column. 
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6. The Enrollment Outcomes 
pop up will appear. The default 
setting is for Completed. Then 
click on OK. 

 

 

 

7. Note the Outcome column 
now displays Completed. 
Click Save. 
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8. The Forms pop up box will 
appear. Click OK to the 
question regarding closures 
being permanent. 

 

 

9. A second Forms pop up will 
appear. Click OK to the 
question regarding the 
seeker’s case management 
status. 
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10. Returning to the Seeker Info 
screen, note the RJS 
indicator box. 

NOTE: if the blue RJS box is not 
activated on the Seeker Info page, 
the RJS enrollment process HAS 
NOT been completed. Staff should 
be sure that all four RJS services 
have been given and noted and 
that the Enrollment has been 
closed in Toolbox. 

 

 

Contact for  

RJS 

Program 
Questions/Issues 

Robert Ruble 

573-751-3754 

robert.ruble@ded.mo.gov 

 

 


