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Aims and Objectives

This topic aims to provide you with the skills and knowledge to be able to discuss the use of Universal
Jobmatch with a claimant and to be able to update WSP to show the claimant has set up a Universal
Jobmatch account and, if so, if they have granted DWP access.

By the end of this topic, with the aid of any reference material, you will be able to:

effectively advise and encourage claimants to set up and use Universal Jobmatch

encourage claimants to allow the Department access to their Universal Jobmatch account.

update WSP to show that the claimant has set up a Universal Jobmatch account.

update WSP to indicate whether or not access has been granted to a Universal Jobmatch
account

explain to the claimant the benefits of allowing DWP access to their Universal Jobmatch
account

explain the implications of not allowing DWP access to their Universal Jobmatch account



Aims and Objectives (cont)

- advise the claimant how to grant DWP access to their Universal Jobmatch account

determine if the claimant agrees, or not, to allow DWP access to their Universal Jobmatch
account

internet experience, including supported use of the Internet Access Device

set a task to review DWP access to the claimant’s Universal Jobmatch account; and

_ explain the help and support available to claimants who do not have internet access and/or

update WSP with the claimant’s Universal Jobmatch status.



Initial Work Search Interview — Universal Jobmatch

Discuss Universal
Jobmatch with the claimant
at the Initial Work Search

Interview. Advise claimants who do not

already hold a Universal
Jobmatch account of the
requirement to set one up

Issue the Cookies fact sheet
to claimants so they are
able to make an informed
decision about their choices
relating to cookies



Universal Jobmatch

Universal Credit is available to all people looking for work whether they are claiming benefits or in work

As part of the work preparation requirement of the Claimant Commitment a claimant must create, where
they are able, a profile and CV on Universal Jobmatch.




Benefits of creating a profile and public CV in Universal

Jobmatch

The messages you should be including in your conversation with claimants are:

Instruction regarding
how to use
Universal Jobmatch are
available

Uses latest job search
and matching technology
to help find jobs

that are right for you

Access 24 hrs a day,
7 days a week

and it's free

Universal Jobmatch will
make
job search quicker
and easier

Create and manage
Account Online, tailoring
preferences to suit the
job you are looking for




Benefits of creating a profile and public CV in Universal

Jobmatch (cont)

(cont)

Available in Welsh

(if required).

Apply for most jobs

online, giving more time
You can also record

to spend on the actual details about other

o job searches you do
applications.




Benefits to claimants of allowing DWP access to view

thelr account

Benefits of allowing DWP access to claimants Universal Jobmatch (UJ) accounts include:

« making it easier for the Work Coach/Assistant Work Coach to give claimants extra help to
Improve their chances of being matched to a job.

For example the Work Coach/ Assistant Work Coach can help claimants:

* improve the matches they get by reviewing their profile or public CV

» identify any skills gap and/or training needs

» discuss how they can refine their public CV

» with job search if they are identified as requiring additional support to enable them to use
DWP services




Benefits to claimants of allowing DWP access to view

their account (Cont’d)

You can also tell the claimant:

they will not have to provide evidence of their jobsearch activity on Universal Jobmatch when
they attend their Work Search Review as DWP will be able to view all this activity online

if they allow DWP access, they can change it back at any time to not allow DWP access




Claimant Agrees to Create Universal Jobmatch Account

You should advise claimants who do not have a Universal Jobmatch account to register for a
Government Gateway Account via GOV.UK and create a profile and CV on Universal Jobmatch.

If the jobseeker already has a Government Gateway account all they need to do is access
www.gov.uk/jobsearch and select the ‘Login to Universal Jobmatch’ link which will launch the ‘Universal
Jobmatch Login’ page. The jobseeker then simply enters their ‘User ID’ and ‘Password’ and selects
‘Log in’.

Universal Jobmatch can be accessed via GOV.UK using an internet enabled computer or smart-phone
although access via the mobile app will only enable claimants to run anonymous job searches.

10



Next Steps — Agreeing a Target Date

You should agree with the claimant a
target date for them to create their
Universal Jobmatch account

It is important that you explain to the
claimant the consequences of not doing
this — not doing so could lead to the
claimant being sanctioned.

Once this date is agreed you should
update WSP with the agreed date.

11



Universal Jobmatch

You will now have the opportunity to practice Updating WSP with the agreed date . You
are starting from the claimant’s record within WSP.

Select ‘See It for a demonstration, ‘Try It!" for a guided walkthrough, or ‘Know It!" to
practice on your own.

x | $2>

Know It




Booking Follow Up Appointment

Once you have agreed a date with the claimant and you have updated WSP, you need to make an
appointment with the claimant to ensure all the agreed follow-up action has been taken.

You should explain to the claimant that if they fail to meet the requirements by the date specified a low
level sanction will apply. This means the sanction will comprise of an open-ended period (which runs
until they meet the requirement) followed by a fixed period of up to twenty eight days.
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Objections to Setting up Universal Jobmatch Account

For the majority of claimants, creating a profile
and CV in Universal Jobmatch
will be an
important part
of improving their employment prospects.
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Extra Support to Access and/or Use Universal Jobmatch
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Extra Support to Access and/or Use Universal Jobmatch

(Cont’d)

Where the claimant is inexperienced in the use of the internet and requires extra support you will either:

Book the claimant
onto suitable
Universal Jobmatch
support provision,
where this is
available

You will need to set a task on Work Services Platform (WSP) to review the progress on the actions you
set.

It is suggested that you book the first IAD appointment(s) clerically using local arrangements, making
sure a member of staff will be available to coach the claimant.
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Discuss Objections with the Claimant

There may also be occasions where a claimant will not willingly create a profile and CV
in Universal Jobmatch.

Discuss the claimant’s objections and where possible look for solutions.

A claimant may not be willing to create a profile and CV in Universal Jobmatch as

they do not have their own computer

Explain to the claimant the consequences of not creating a profile and CV in
Universal Jobmatch, could lead to the claimant being sanctioned
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Universal Jobmatch not suitable for Claimant

After taking consideration of the reasons a claimant is unable to create a profile and CV on Universal
Jobmatch you may make the decision that a Universal Jobmatch account is not suitable. In this case

you must update the claimant’'s WSP record.

You may record for example, “Claimant not using Universal Jobmatch — English as a second language”
on WSP.
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Implications of Not Allowing DWP Access

When a Universal Jobmatch account is suitable you should explain the implications of not allowing
DWP access to their Universal Jobmatch account.

The consequences of not allowing DWP access to a Universal Jobmatch account may include
consideration of More Frequent Attendance (MFA) and supplying clerical evidence of in-depth work
search activity.
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Granting DWP Access and Notifying DWP

You need to explain to the claimant that if they wish to grant DWP access to their Universal Jobmatch
account, how they can do so.

To grant DWP access to a claimant’'s Universal Jobmatch account the claimant must:

Log on to their Universal Jobmatch account

Select profile from the top menu

Tick the check box against "l authorise DWP to view my accounts
including my job search activity, feedback and notes*

Save the changes
20 \/




Updating WSP with Universal Jobmatch Detalls

When a claimant has granted DWP access to their Universal Jobmatch account you must update WSP.
To update WSP you will need the claimants Universal Jobmatch ID Number (UJ ID Number).

You can find a claimants UJ ID Number by accessing their Universal Jobmatch Account and searching
for the claimant’s account using:

» Claimant’'s email address
= Claimant’'s Phone number
= Surname
=  First name
Further guidance on Accessing Universal Jobmatch can be found in:

Operational Guidance >>Universal Jobmatch Toolkit >>Chapter 03 — Using Universal Jobmatch
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Updating WSP with Universal Jobmatch Detalls cont’'d

To record that a claimant has granted DWP access to their Universal Jobmatch account you must
update the TLMS field located in the Claimant screen, with the Personal tab expanded.
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Updating WSP with Universal Jobmatch Account Number

To record that a claimant has granted DWP access to their Universal Jobmatch account you must
update the TLMS User ID field.
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Universal Jobmatch Account Detalils Updated - Save

Once the claimant’s WSP account has been updated with the claimant’'s Universal Jobmatch account
number save and close the WSP account. The Save and Close button can be found at the top left hand side
of the Claimant screen, with the Personal Tab Expanded.
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Access to Universal Jobmatch Account Not Given

There may be occasions when a claimant does not grant DWP access to their Universal Jobmatch
account.

Explain that because the claimant does not wish to allow DWP access to their account, each time they
attend in the future they will be required to produce evidence of their job search.

Remember - you cannot mandate a claimant to give us access to their account, this is their decision
not ours.

Update the WSP TLMS status drop down to
“Has account but refuses to give access to DWP”

and the reasons for refusal in Notes
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Access to Universal Jobmatch Account Not Given (Cont'd)
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In this topic you have learned how to:
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effectively advise and encourage claimants to set up and use Universal Jobmatch
encourage claimants to allow the Department access to their Universal Jobmatch account
update WSP to show that the claimant has set up a Universal Jobmatch account

update WSP to indicate whether or not access has been granted to a Universal Jobmatch
account

access the claimant’s Universal Jobmatch account to review their Job search

the benefits of allowing DWP access to their Universal Jobmatch account

the implications of not allowing DWP access to their Universal Jobmatch account
advise the claimant how to grant DWP access to their Universal Jobmatch account

advise the claimant how to notify DWP of their Universal Jobmatch ID number when they
grant DWP access to their Universal Jobmatch account

determine if the claimant agrees, or not, to allow DWP access to their Universal Jobmatch
account



Summary (Cont’'d)

It In this topic you have learned how to:

= explain the help and support available to claimants who do not have internet access and/or
internet experience, including supported use of the Internet Access Device

= set a task to review DWP access to the claimant’s Universal Jobmatch account

» update WSP with the claimant’s Universal Jobmatch status
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