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Coordinator Workflow – for Connectees and Connectors


Connectees

· Reaches out to be involved in the program through email or web form.
· Coordinator reviews resume and books an in-take meeting.
· In-take assessment occurs, if Connectee is successful, matching occurs.
· If applicable, send the Connectee the Terms of Agreement to sign.
· Coordinator creates a match with a Connector.
· Email Connector so they have first right of refusal for a Connectee. 
· Once the Connector accepts a match, email the Connectee, with the Connectee CC’d and ask the Connectee to follow up with the Connector and book a meeting.
· Connectee and Connector meet.
· Follow up with the Connectee a week or so after to ensure the meeting went well.

Remember to keep in touch with the Connectee and invite them to various activities you are planning for job seekers.

If applicable, follow up every reporting period to see if the Connectees found meaningful employment. You can also use LinkedIn for this purpose. Be sure to track these carefully for reporting and auditing purposes.

You should always collect the following data: 
· First Name 
· Last Name 
· Email 
· Date joined 
· Location stream
· Referral partner 
· Sectors 
· Industries
· Skills 
· Seniority 
· Languages 
· Resume










Connectors 

· Coordinator meets with potential Connector and asks for an in-take meeting.
· In-take meeting occurs, if successful, the Connector’s information is taken and added into the system.
· Send the Connector an email welcoming them to the program.
· If applicable, send the Connector the Terms of Agreement to sign. 
· If you have a match for the Connector, email them first to see if they are interested or have the time to meet with a Connectee. 
· When the Connector says yes, connect them with the Connectee via an email. Make sure the Connectee knows to follow up with the Connector. 
· Connector and Connectee meet – the Connector should provide the Connectee with three referrals. 
· Follow up with the Connector to see how the meeting went and when they would like to meet with a Connectee again. Note this in your system. 

Remember to engage with the Connector on a regular basis so they stay interested in the program. Invite them to regular events, such as Connector Appreciation, Annual General Meetings, or ask for their expertise in Connectee events such as bootcamps, speed interviews or speed networking.

You should always collect the following data: 
· First Name 
· Last Name 
· Email 
· Date joined 
· Location 
· Organization 
· Title
· Phone number
· Sectors 
· Industries
· Skills
· Seniority
· Languages. 
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