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/ŀǊŜŜǊ 5ƛǎŎƻǾŜǊȅΥ aȅ DǳƛŘŜ ǘƻ aȅ /ŀǊŜŜǊ 

/ƻƴƎǊŀǘǳƭŀǝƻƴǎΗ .ȅ ǇƛŎƪƛƴƎ ǳǇ ǘƘƛǎ ƎǳƛŘŜ ȅƻǳ ŀǊŜ ƻƴ ȅƻǳǊ ǿŀȅ ǘƻ ŬƴŘƛƴƎ ǘƘŀǘ Ƨƻō ŀƴŘ ŎŀǊŜŜǊ ȅƻǳ ƘŀǾŜ 

ǿŀƴǘŜŘΦ ¢Ƙƛǎ ƎǳƛŘŜ Ŏƻƴǘŀƛƴǎ ŀ ƭƻǘ ƻŦ ƛƴŦƻǊƳŀǝƻƴ ŀƴŘ ǊŜǎƻǳǊŎŜǎ ǘƻ ƘŜƭǇ ȅƻǳ ŀƴŘ ŀƭƭ ǘƘŜ ǇŜƻǇƭŜ ǿƘƻ ǿƛƭƭ 

ǎǳǇǇƻǊǘ ȅƻǳ ǘƻ Ǉƭŀƴ ŀƴŘ ƭŀƴŘ ŀ Ƨƻō ŀƴŘ ŎŀǊŜŜǊ ǘƘŀǘ Ŭǘǎ ōŜǎǘ ǿƛǘƘ ȅƻǳǊ ǎƛƭƭǎ ŀƴŘ ǘŀƭŜƴǘǎΦ .ǳǘ ŬǊǎǘΣ ƛǘ ƛǎ ŀƭǿŀȅǎ 

ƎƻƻŘ ǘƻ ƎŜǘ ŀ ōŜǧŜǊ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘƛǎ ǿƻǊƪ ŀƴŘ ŎŀǊŜŜǊ άǎǘǳũέΦ IŜǊŜ ŀǊŜ ǎƻƳŜ ŎƻƳƳƻƴ ŀǊŜŀǎ ŀƴŘ 

ǉǳŜǎǝƻƴǎ ŀ ƭƻǘ ƻŦ ǇŜƻǇƭŜ ǿŀƴǘ ǘƻ ƪƴƻǿ ŀōƻǳǘΦ  

²Ƙŀǘ ƛǎ ŜƳǇƭƻȅƳŜƴǘΚ 

²ŜƭƭΣ ǘƘŜ Ŝŀǎȅ ŀƴǎǿŜǊ ƛǎ ŘƻƛƴƎ ŀƴȅ ǘŀǎƪ ƻǊ Ƨƻō ǿƘŜǊŜ ȅƻǳ ƎŜǘ ǇŀƛŘ ŦƻǊ ȅƻǳǊ ŜũƻǊǘǎΦ ¢ƘŜǊŜ ŀǊŜ Ƴŀƴȅ ǘȅǇŜǎ ƻŦ 

ŜƳǇƭƻȅƳŜƴǘ ƻǳǘ ǘƘŜǊŜΦ ¢ƻ ōǊŜŀƪ ƛǘ Řƻǿƴ ŀ ƭƛǧƭŜΣ ǘƘŜǊŜ ŀǊŜ Ŧǳƭƭ ǝƳŜ ƧƻōǎΣ ǇŀǊǘ ǝƳŜ Ƨƻōǎ ŀƴŘ ǘŜƳǇƻǊŀǊȅ ƧƻōǎΦ 

¢ƘŜƴΣ ǘƘŜǊŜ ƛǎ ǎŜƭŦ ŜƳǇƭƻȅƳŜƴǘΣ ǿƘŜǊŜ ȅƻǳ ǿƻǊƪ ŦƻǊ ȅƻǳǊǎŜƭŦ ǊŀǘƘŜǊ ǘƘŀƴ ǿƻǊƪƛƴƎ ŦƻǊ ǎƻƳŜƻƴŜ ŜƭǎŜΦ 

²ƘŀǘŜǾŜǊ ǘƘŜ ŘŜŬƴƛǝƻƴ ƛǎΣ ǘƘŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ǘƘƛƴƎ ƛǎ ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ŬƴŘ ŜƳǇƭƻȅƳŜƴǘ ǘƘŀǘ ƳŀǘŎƘŜǎ 

ȅƻǳǊ ƛƴǘŜǊŜǎǘǎ ŀƴŘ ŀōƛƭƛǝŜǎΦ ¢ƘŀǘΩǎ ǿƘŀǘ ȅƻǳ ǿƛƭƭ ōŜ ŘƻƛƴƎ ŀǎ ȅƻǳ Ǝƻ ǘƘǊƻǳƎƘ ǘƘƛǎ ƎǳƛŘŜΗ 

²Ƙȅ ǎƘƻǳƭŘ L ǿƻǊƪΚ 

¢ƘŜǊŜ ŀǊŜ ŀ ƴǳƳōŜǊ ƻŦ ǊŜŀǎƻƴǎΦ CƛǊǎǘΣ ƛǘ ƛǎ ŜǾŜǊȅ ŎƛǝȊŜƴΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǿƻǊƪΣ ŜŀǊƴ ŀ ƭƛǾƛƴƎ ŀƴŘ ŎƻƴǘǊƛōǳǘŜ 

ǘƻ ƻǳǊ ƻǾŜǊŀƭƭ ǎƻŎƛŜǘȅΦ !ƴȅƻƴŜ ƻŦ ǿƻǊƪƛƴƎ ŀƎŜΣ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ƘŀǾƛƴƎ ŀ Řƛǎŀōƛƭƛǘȅ ƻǊ ƴƻǘΣ ǎƘƻǳƭŘ Řƻ ǿƘŀǘ ǘƘŜȅ 

Ŏŀƴ ǘƻ ōŜ ŀǎ ǎŜƭŦ-ǊŜƭƛŀƴǘ ŀǎ ǇƻǎǎƛōƭŜΦ ¸ƻǳ Ƴŀȅ ƘŀǾŜ ƘŜŀǊŘ ǘƘŜ ǇƘǊŀǎŜ άǘƘŜǊŜ ŀǊŜ ƴƻ ŦǊŜŜ ǊƛŘŜǎέΚ ¢Ƙƛǎ ƎƻŜǎ ŦƻǊ 

ŜƳǇƭƻȅƳŜƴǘ ǘƻƻΦ hǳǊ ŎƻǳƴǘǊȅ ǿŀǎ ōǳƛƭǘ ƻƴ ǘƘŜ ƴƻǝƻƴ ǘƘŀǘ ŜǾŜǊȅƻƴŜ ǿƛƭƭ ǿƻǊƪ ŀƴŘ ŎƻƴǘǊƛōǳǘŜ ǘƻ ǘƘŜ ƎǊŜŀǘŜǊ 

ǎƻŎƛŜǘȅΤ ƛǘ ƛǎ ǿƘŀǘ ƳŀƪŜǎ ƻǳǊ ŎƻǳƴǘǊȅ Ǌǳƴ Řŀȅ ŀƊŜǊ ŘŀȅΦ ¢Ƙƛƴƪ ŀōƻǳǘ ƛǘΣ ƛŦ ŜǾŜǊȅƻƴŜ ŎƘƻǎŜ ƴƻǘ ǘƻ ǿƻǊƪΣ ǿƘƻ 

ǿƻǳƭŘ ǎŜǊǾŜ ȅƻǳ ȅƻǳǊ ŦŀǾƻǊƛǘŜ ƳŜŀƭ ŀǘ ǘƘŜ ǊŜǎǘŀǳǊŀƴǘΚ ²ƘŜǊŜ ǿƻǳƭŘ ȅƻǳ Ǝƻ ƛŦ ǘƘŜǊŜ ǿŜǊŜ ƴƻ ŘƻŎǘƻǊǎ ŀƴŘ ȅƻǳ 

ǿŜǊŜ ǎƛŎƪΚ {ƻΣ ƛǘ ƛǎ ǊŜŀƭƭȅ ƴƻǘ ŀōƻǳǘ ŀ ŎƘƻƛŎŜ ǘƻ ǿƻǊƪ ƻǊ ƴƻǘΣ ƛǘ ƛǎ ŀōƻǳǘ ŀ ŎƘƻƛŎŜ ƻŦ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ǘƻ ǿƻǊƪ 

ŀƴŘ ƳŀƪƛƴƎ ǎǳǊŜ ƛǘ Ŭǘǎ ȅƻǳǊ ƛƴǘŜǊŜǎǘǎΦ  

 

²Ƙŀǘ ŀǊŜ ǎƻƳŜ ƻŦ ǘƘŜ ǊŜŀǎƻƴǎ ȅƻǳ ǿŀƴǘ ǘƻ ǿƻǊƪ ŀƴŘ κƻǊ ǘƻ ŎƘŀƴƎŜ ǿƘŀǘ ȅƻǳ ŀǊŜ ŘƻƛƴƎ ƴƻǿΚ 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjIp-T38OjhAhUDM6wKHfnIDSwQjRx6BAgBEAU&url=https%3A%2F%2Fmartinlloydsanders.wordpress.com%2F2018%2F03%2F08%2Ftheir-contribution-to-society-making-the-workplace-saf
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Lǎ ŀ tŀȅŎƘŜŎƪ ŀƭƭ L ƎŜǘ ŦƻǊ ǿƻǊƪƛƴƎΚ 

Absolutely not! Working to earn income to pay your bills is a big part of it but not the only reason people 

work. There are many benefits to working, letΩs look at a few in addition to earning money: 

§ Meeting new people and making new friendships. 

§ Having a sense of pride in doing work that helps yourself and your community. 

§ Creating a sense of identity—what is the second question people ask when they first meet you right 

after asking your name? It is άWhat do you do?έ Whether it is right or wrong, our culture attaches a 

personΩs identity to what they do for a living.  

§ And maybe most importantly, money opens many doors. Have you ever heard the phrase άmoney is 

powerέΚ Think about it, as you earn more money you have the power to make more decisions about 

how to live your life. You can move into that apartment, buy your own home, have more choices in 

what you do in your free time (more activities, vacations, etc.) No matter what it is, you will have 

more opportunities as you develop your career.  

 

 

 

 

 

 

 

 

 

!ǊŜƴΩǘ ǘƘŜǊŜ Ƨǳǎǘ ǘƻƻ Ƴŀƴȅ ōŀǊǊƛŜǊǎ ŦƻǊ ǎƻƳŜƻƴŜ ƭƛƪŜ ƳŜ ǘƻ ǿƻǊƪΚ 

This is an excellent question and one that actually prevents many people from moving forward with their 

career plans. However, many of these barriers are myths rather than truths. LetΩs look at some of the 

more popular ones. 

§ I will lose my Social Security benefits. For the most part, this is not true if you make sure to visit a 

Benefits Planner early on in the career planning process. Benefits Planners can show you exactly how 

work will affect your benefits, including your health insurance. The overall idea is that as you work 

and earn more money, the less reliant you need to be on these benefits. The key is to figure out the 

right formula to make sure your essential needs are met.  

²Ƙŀǘ ŜƭǎŜ ōŜǎƛŘŜǎ ƳƻƴŜȅ Řƻ ȅƻǳ ǿŀƴǘ ǘƻ ƎŜǘ ƻǳǘ ƻŦ ǿƻǊƪƛƴƎΚ 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjawqjs8ejhAhUFIqwKHVagClEQjRx6BAgBEAU&url=https%3A%2F%2Fcpr.bu.edu%2Fresearch%2Fopening-doors%2F&psig=AOvVaw3UK7USTcMf-qMJhux1M6a8&ust=1556200662812660


4 

§ Transportation. Yes, this is a barrier for many people, with all types of disabilities, but it should not be 

a reason to not work. Through the career planning process, you and your team of supporters will look 

at all sorts of ways to get you to and from work. Some examples include riding the bus, walking, 

bugging your parents for a ride, paying a co-worker for rides, and who knows, maybe you will start a 

home based business and wonΩt need a ride.  

§ Employers wonΩt hire people with disabilities. This is a myth. Sure there might be some employers out 

there that havenΩt hired certain people but this is usually because they just canΩt see how it will work.  

 

It is really you and your support teamΩs responsibility to show them what you will bring to their business. 

Through this planning process, you and your team will outline all the skills and abilities you will 

contribute to the business.  

{ƻƳŜƻƴŜ ƻƴŎŜ ŀǎƪŜŘ ƳŜ ŀōƻǳǘ Ƴȅ ŘǊŜŀƳ Ƨƻō ōǳǘ ǘƘŜȅ ƴŜǾŜǊ ŦƻǳƴŘ ƛǘΦ ²ƘȅΚ 

First off, finding a job needs to be your responsibility. Sure you will have your team of supporters to assist 

you, but at the end of the day, itΩs your job, not theirs. Now, about that dream job...boy, wouldnΩt we all 

like to just start in our dream job! The truth is, most people are still working towards theirs and very few, 

if anyone, have ever just started in their dream job. However, those people who are in their dream job, 

or close to it, have done a couple of things. First, they have worked many different jobs to figure out 

what their true passions are.  

!ǊŜ ǘƘŜǊŜ ŀƴȅ ǿƻǊǊƛŜǎ ȅƻǳ ƘŀǾŜ ŀōƻǳǘ ǿƻǊƪƛƴƎΚ (You will look back at these and address them as 

you develop your plan). 

bƻǿ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ƘŜŀǊŘ ŀōƻǳǘ Ƙƻǿ ǇŜƻǇƭŜ ǿƻǊƪ ǘƻǿŀǊŘǎ ǘƘŜƛǊ ŘǊŜŀƳ ƧƻōΣ ƛŦ ȅƻǳ ŎƻǳƭŘ ƘŀǾŜ 

ȅƻǳǊ ŘǊŜŀƳ Ƨƻō όǎύΣ ǿƘŀǘ ǿƻǳƭŘ ƛǘ ōŜΚ 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwibiJL19ejhAhVDIKwKHQwaCAQQjRx6BAgBEAU&url=https%3A%2F%2Fwww.cebglobal.com%2Ftalentdaily%2Ftag%2Fcareer-path%2F&psig=AOvVaw19Unwa-5vlEqXjRg-l1YD7&ust=1556201849175
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Second, they understood they wouldnΩt start at the top but had a plan and knew where they were going. 

And third, they have used many different people to support them throughout their journey. Now donΩt get 

discouraged, this journey is all part of the process and it is the main way we find out what we like and donΩt 

like about certain jobs. This also helps us narrow down our career path and gives us the required skills and 

experience to keep moving towards that dream job. For example, did you know that many of todayΩs top 

chefs started out as dishwashers? Many did, and below is an example of the path they took to reach their 

dream job.  

 

 

 

 

As you can see, the person may have had the dream to be a chef but had to start at the beginning to get 

there. This may look like a long road to get there but it gave the chef an incredible amount of experience 

and knowledge about the entire restaurant business which is a key to their advancement and success. So, as 

you begin to plan, keep in mind that the idea will be to work with your supporters to identify your dream 

and map out all the steps you need to get there.  

 

 

 

 

 

 

 

 

 

 

Starts as a 

Dishwasher 

Moves to 

bussing 

tables 

Moves up 

to Server 

Starts in 

the kitchen 

as a Prep 

Cook 

Moves up 

to a Line 

Cook and 

Sous Chef 

Becomes 

an 

Executive 

Chef 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwj8mPbN9ujhAhUJUa0KHY9lCd8QjRx6BAgBEAU&url=https%3A%2F%2Ffreerangestock.com%2Fphotos%2F110448%2Fcareers--different-career-paths--being-on-the-fast-track.html&psig=


6 

²Ƙŀǘ ƛǎ /ŀǊŜŜǊ tƭŀƴƴƛƴƎΚ  

Whether itΩs starting a job for the first time, or changing careers, we all go through a similar process when 

looking for work. ItΩs a lifelong process that includes choosing a career path, accepting a job, growing in 

that job, possibly changing jobs several times and eventually retiring. Several phases to consider when 

planning for your career include: getting to know yourself (discovering who); getting to know the job 

(discovering what); contacting businesses that have those types of jobs youΩre interested in and 

negotiating a good fit (discovering how); planning for a job/career continues throughout our life. As we 

progress, our preferences, support needs and skills change and grow with our experiences. So, when you 

are developing your career plan, you will look at these three areas.  

Discovering Who 

Before you can make a career choice, you have to learn about yourself and your interests. What do you 

have a passion to spend your day involved in? What is it about work that is appealing to you? WhatΩs 

going to ignite a fire in you that will make you want to get up and contribute each day? 

There are a ton of interest assessments on-line nowadays but no one knows you and your interests better 

than you and those closest to you. Ask others to help you create a profile of your interests, passions, 

conditions, support needs and attributes so you can begin to shape a direction for job searching. 

Discovering What 

Sometimes if you have not worked before itΩs very difficult to make a decision on what type of work you 

may be interested in. ThatΩs when some exploring comes in handy. What is job exploration? Think of it as 

investigating and experiencing different work situations, talking with others who do the type of work you 

are interested in, asking them how they got their position they are in, watching someone else do the job 

for a period of time, and, even trying it out if you have a chance. Identifying all the different aspects of 

different jobs allows you to identify what the job entails and how it matches your interests.  

Discovering How 

Once you and your team have figured out what type of job and career will best fit your interests, it is time 

to figure out how to go about getting it. During this time you will be exploring the job and work culture to 

ensure itΩs a good fit for you or, what some refer to as a good job match. This is your action plan that 

outlines the steps from not only getting the first job, but how you will continue to advance in your career. 

This part of the process can have many different steps. For example, if you know exactly what you want to 

do, your plan will have activities related to using your network to contact potential employers.  

But, letΩs say you feel you need some additional training to make you more marketable to an employer. 

Then, your action plan might be taking a few courses at the local community college, and then using your 

network to make contacts with businesses. Keep in mind that everyone is different. Your team will need 

to address the areas of 5ƛǎŎƻǾŜǊƛƴƎ ²ƘƻΣ 5ƛǎŎƻǾŜǊƛƴƎ ²Ƙŀǘ ŀƴŘ 5ƛǎŎƻǾŜǊƛƴƎ Iƻǿ as you develop your 

career plan.  
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¢ƛǇǎ ŦƻǊ ǳǎƛƴƎ ǘƘƛǎ ƎǳƛŘŜΥ  

§ This guide is designed to support you and your team through the process of career planning. 

Remember, your planning is less about this guide and more about the ideas and activities you 

generate. This is simply a tool to guide you and a place to record your ideas.  

§ It is very beneficial when planning to use flip chart paper put up on the walls so that everyone can 

see all of the information and ideas being generated. Then you can transfer the information from the 

flip chart paper to this guide.  

§ There are action plan forms for you to write down any activities as you progress through your 

planning. These will be your άTo Doέ lists, so remember to record all the tasks and refer back to them 

often.  

§ Remember, this will take time to work through. Think of it as going through phases: Phase 1 - Getting 

to know you (Discovering Who), Phase 2 - Getting to know the job (Discovering What) and Phase 3 - 

Making a good job match (Discovering How). 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiwh9HZstzhAhUR7awKHWXJCckQjRx6BAgBEAU&url=https%3A%2F%2Fsridharkarnam.com%2F2013%2F08%2F09%2F3-words-for-effective-marketing-plan%2Fwho-what-how%2F&psig=AOvVaw0jk
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=2ahUKEwiTrduB6NzhAhUkmeAKHbSAB3QQjRx6BAgBEAU&url=https%3A%2F%2Fwww.stockunlimited.com%2Fimage%2Fbusiness-man-giving-presentation-on-flipchart_1885358.html&psig=AOvVaw0s1pR41X8ZNDcGar7V
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CƛǊǎǘΣ /ƻƴǎƛŘŜǊ CƛƴŘƛƴƎ ¸ƻǳǊ /ƘŀƳǇƛƻƴ 

As you have read, your career plan and the activities that take place focus on you being in charge of the 

process but, it is very helpful to find someone who will support you. We call this person a Champion. 

The Champion is a person who will work side by side with you throughout your career planning. Most 

likely, your Champion will come from the list of supporters you will develop on the next few pages. 

However, your Champion will play a different, more important role than your other supporters. Here 

are a few very important things that your Champion can help you with: 

§ Identifying your supporters 

§ Helping you make all of the arrangements for your career planning sessions (time, place, materials, 

etc.). 

§ Facilitating your career planning sessions. This means, they will support you to run the sessions, ask 

questions to get more information, write down all of the information and meet after each session. 

§ Helping you to make sure your action plans are being worked on. As you develop a list of things that 

need to be done, your Champion will help you keep track of the progress and do any follow up if 

necessary. 

§ Helping you figure out how all of the services and funding work. They can help you make contact 

with various agencies that can provide you with additional support and funding to achieve your 

career goals.  

On the next page, you will find a list of things that will be important to ask and talk about with your 

potential Champion. Remember, your Champion isnΩt just anybody; it is a person who you trust and is 

just as excited about your career goals as you are. 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiNmcC9wNzhAhWsnuAKHRqnB7QQjRx6BAgBEAU&url=https%3A%2F%2Fwww.shutterstock.com%2Fsearch%2Fjob%2Bsearch&psig=AOvVaw3FKyWpksixwFXJydtJZLYY&ust=1555774884227312
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¢ƘƛƴƎǎ ǘƻ /ƻƴǎƛŘŜǊ ²ƘŜƴ LŘŜƴǝŦȅƛƴƎ aȅ /ƘŀƳǇƛƻƴ 

§ Do you trust this person? (a Champion is someone who will not only help you but you will be able to 

share your thoughts, feelings and fears with them too). 

§ Will they be in it for the long run? (your Champion will need to be a person that is going to commit to 

supporting you through this process and beyond. Sometimes a paid professional can serve as a 

Champion but the downside is that they might change jobs and might not be able to continue 

supporting you). 

§ Are they good talking to groups? (your Champion will need to be good with speaking in front of 

groups such as your career planning team, facilitating discussions, recording information, and asking 

good questions). 

§ Are they well connected? (having a Champion who is connected with a lot of people and active in the 

community leads to more success with your career plan). 

§ Will they always keep your best interests in mind? (there is always a lot of information covered and 

your Champion will make sure that you understand or answer questions if you have them. They will 

also advocate for your choices and decisions). 

There are some of the key areas to consider and there might be more. So after thinking about all of this, 

do you have someone, or maybe two, in mind? You can write the name (s) below on the line: 

 

1.____________________________________________2._______________________________________ 

 

 

 

 

 

 

 

 

The next step is to ask them if they will support you in this role and be your Champion. You will want to 

talk with them about what it means and go through the questions above so they get a pretty clear 

picture. Again, you want someone you trust, will be with you for the long haul, is well connected, and will 

always keep your best interests in mind. If they agree to all of this, you are well on your way to getting the 

planning started! The next step is to identify more supporters who will help you with the planning 

process. 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjStpiKw9zhAhWKmeAKHZZyCkEQjRx6BAgBEAU&url=https%3A%2F%2Fwww.mynewhappy.com%2F2014%2F08%2Fhelping-teens-find-mentor.html&psig=AOvVaw28n3HUY8E2tGf95e9FLnV1&ust=1555
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwja5KGzxdzhAhVBs6wKHReWAaoQjRx6BAgBEAU&url=http%3A%2F%2Fmdes.ms.gov%2F&psig=AOvVaw1w8rIZqB0XT8Na06q6HI28&ust=1555776510982955
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LŘŜƴǝŦȅƛƴƎ ²Ƙƻ ²ƛƭƭ IŜƭǇ aŜ ǿƛǘƘ aȅ /ŀǊŜŜǊ tƭŀƴ 

Identifying people who will support you to develop 

your plan and assist you in making contact with 

potential employers is a critical step in this process. 

Your supporters are those people who know you 

best and will help you identify all of your interests, 

skills and abilities, which are used to find the best 

possible match for a job. 

 

 

Here are some examples of supporters: 

§ Family; parents, brothers, sisters, aunts, uncles, 

grandparents, etc. 

§ Best friends 

§ Current and former teachers 

§ Current and former co-workers 

§ Supervisors 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

§ People that know you from places you visit        

frequently 

§ People from church; pastors and church 

members 

§ Service Coordinators 

§ Other professionals that you have worked with 

and trust 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjaloWVxdzhAhUS-6wKHU-NAcQQjRx6BAgBEAU&url=http%3A%2F%2Fmentalfloss.com%2Farticle%2F539843%2Fsecrets-of-public-librarians&psig=AOvVaw0pVWYEaf9MhQhxHnFF0xLl&ust=1555
https://ywcasaskatoon.com/category/employment-and-learning/page/12/
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aȅ {ǳǇǇƻǊǘŜǊǎ 

{ǳǇǇƻǊǘŜǊǎ ŀǊŜ ǘƘƻǎŜ ǇŜƻǇƭŜ ǿƘƻΥ 

§ Are my allies 

§ Have helped me achieve other 

things such as  learning something 

new or getting something that I 

need. 

§ I can count on  to support my 

wishes. 

§ Know me best. 

§ I can trust. 

§ Will honor my choices. 

§ Will be positive and talk about the 

possibilities, not why I canΩt do 

something. 

§ Are connected to the community  

(people who know a lot of other 

people). 

§ I go to when I have a problem and 

they help me work it out. 

§ I could trust with a secret.  

aȅ {ǳǇǇƻǊǘŜǊǎ 

List who they are and how you know 

them: 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiopo77-NzhAhVQ7qwKHT0nCQIQjRx6BAgBEAU&url=http%3A%2F%2Fwww.nickyvalantine.co.uk%2Flove-and-hugs%2F&psig=AOvVaw0rhg5SBRvIpC2DXwgE2DfZ&ust=1555790222212083
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LƴǾƛǝƴƎ ¸ƻǳǊ {ǳǇǇƻǊǘŜǊǎ ŀƴŘ tƭŀƴƴƛƴƎ ŦƻǊ ¸ƻǳǊ CƛǊǎǘ /ŀǊŜŜǊ tƭŀƴ aŜŜǝƴƎ 

Now that you have your list of supporters, itΩs time to make a plan for your first career planning meeting. 

It might seem easy to just call them up and invite them, but there are a number of things you need to 

work out before you get to this step. This will ensure everyone knows when it is, why they are coming and 

what they will be doing.  

Here is some information that will help you: 

§ Set a date and time: Remember, you want to choose a date and time where you will get the most 

people to attend. For example, if a lot of your supporters work, there is a good chance that an evening 

or weekend would be better for them. Sometimes you need to have a few dates in mind and see what 

works best for the most people. 

§ Location: The first rule about where to hold our meeting is to make sure it is where YOU feel most 

comfortable. Here are a few examples of places where these meetings have taken place: 

 At your house (living room, kitchen, patio/deck) 

 Community Centers 

 Libraries 

 Churches 

 Restaurants 

Remember, your career planning meeting is much different than meetings you might have had at school 

or with an organization where you receive services. In those meetings, you meet at the school or in a 

meeting room at the organization and they were more about system services and funding. This meeting is 

all about you and what you want to do. You are bringing together the people closest to you and those 

who know you best to talk about and plan for all the possibilities you have. WeΩll talk about how all of this 

information will fit into those other meetings and plans later. 

wƻƭŜǎ ŀƴŘ wŜǎǇƻƴǎƛōƛƭƛǝŜǎ: It is very important to make sure all of your supporters know what they will 

be doing. First, all of the planning and discussion should be about you and your goals. Also, it is critical 

that the focus of your planning is positive and people talk about all the possibilities. Sure there will be 

some barriers, everyone has a few, but the idea is to work around those to develop a plan that makes 

sense for you. It has been very helpful in other meetings like this to share some ground rules with the 

planning team such as: itΩs about you and your job/career, being positive  and offering solutions, and 

agreeing to follow through with activities.  

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwizntn_gt3hAhVQ4qwKHTqDBKQQjRx6BAgBEAU&url=http%3A%2F%2Fblog.sundialgroup.com%2Foutdoor-meetings&psig=AOvVaw2UA99LMiEF2RCk4V_UjA0d&ust=1555793076355482
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiNhaqhg93hAhVNQq0KHfr9C6AQjRx6BAgBEAU&url=https%3A%2F%2Fmiddleage.org%2Fachieving-goals%2F&psig=AOvVaw1Wx5ks4DeoqXTJcsvhT01s&ust=1555793130907520
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Tips for Planning Your First Meeting: 

§ Set Date and Time 

§ Pick a location that is most 

comfortable for you 

§ Who is going to do the inviting? 

§ What will you say when you talk 

with them? 

§ How will the invitations be 

made? Cards, emails, calls, etc.? 

§ Be clear on why they are invited 

and what they will be doing, 

such as helping you generate 

ideas for employment that 

make sense for YOU.  

§ Explain the importance of using 

personal connections; itΩs the 

number one way people get 

jobs! 

§ They will be asked to use their 

connections to open doors with 

businesses. 

§ Give them a timeline for how 

long the meeting will last (ex. 

From 3 to 5 pm). 

tƭŀƴƴƛƴƎ aŜŜǝƴƎ 5Ŝǘŀƛƭǎ 

Date: ________________________________________ 

Time: ________________________________________ 

Location:______________________________________ 

Purpose:______________________________________

______________________________________________

______________________________________________ 

¸ƻǳΩǊŜ LƴǾƛǘŜŘ ǘƻ WƻƘƴΩǎ /ŀǊŜŜǊ tƭŀƴƴƛƴƎ aŜŜǝƴƎΗ 

Date: March 15th 

Time: From 5:30 pm until 7:30 pm 

Location: My House - 149 Main Street 

Purpose: I am bringing together people to support me 

to develop a career plan. My goal is to get a job that 

matches all my skills and talents and having people like 

you to help me out will increase my chances.  

CƻƻŘ ǿƛƭƭ ōŜ ǇǊƻǾƛŘŜŘΗ  

tƭŜŀǎŜ w{±t ǘƻ Υ ррр-ррр-рррр ōȅ aŀǊŎƘ рǘƘ  

Suggested items to have at the meeting: Flip 

charts or something to take notes on, tape, 

dry erase markers, pens/pencils.  
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¢ƘŜ CƛǊǎǘ /ŀǊŜŜǊ tƭŀƴƴƛƴƎ aŜŜǝƴƎ 

Discovering Who (You) 

The first meeting in your career planning process is to learn more about you. You may be thinking that you 

already know yourself pretty well, thatΩs true. But, you will soon find out that all the people that you have 

brought together have different views of you, your skills, abilities, and all that you will eventually be able to 

offer to an employer. Before you jump right into the planning, itΩs important to have an agenda. This will 

keep you and your team on track, focused and explain the reasons why everyone is getting together.  

Some items to consider when outlining your agenda: 

§ Thank everyone for coming. 

§ Have everyone introduce themselves and how they know you. 

§ Purpose of the meeting. 

§ Time frames (start, finish and let everyone know that you will need to get together again). 

§ Why you are bringing all of your supporters together. 

§ Ground rules: focused on you and your goals for employment, being positive, focusing on the 

possibilities and creating action steps to move towards your job and career goals, etc.  

 

You might even consider using the Discovering Who, Discovering What and Discovering How topics to 

explain the purpose. For example: Discovering Who - Learning more about me and my interests and 

abilities; Discovering What - Learning more about what types of jobs and careers make sense for me; and 

Discovering How - Developing an action plan on how I will go about getting the job, more experiences, 

moving up the career ladder, etc.  

The next page is for you to put together your agenda. You can use the list above, add other items, and write 

out some talking points if you want.  

 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiJxM-5_-jhAhVFEawKHearA1UQjRx6BAgBEAU&url=https%3A%2F%2Fquotebold.com%2Fteamwork-quotes%2F&psig=AOvVaw19Me0mZSRzeuNOhse0umtY&ust=1556204423435351
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/ŀǊŜŜǊ tƭŀƴƴƛƴƎ aŜŜǝƴƎ !ƎŜƴŘŀ 

 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

 

Note: If you want, it is sometimes good to provide your supporters with an agenda. You can make a list of 

the main topics and hand those out or write them on a sheet of flip chart paper - they donΩt necessarily 

need all of the talking points you have written down.  

Sample Agenda 

¶ Welcome and Introductions 

¶ Why we are here 

¶ Why you were invited 

¶ Ground rules: How to conduct the meeting, roles 

of your supporters, etc. 

¶ Discussion about the career planning process 

¶ Begin discovering and planning 

¶ Next steps - Next meeting 
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5ƛǎŎƻǾŜǊƛƴƎ ²Ƙƻ ό¸ƻǳύ 

 

This part of the planning process is to develop a good picture of you. You and your supporters will discuss 

a lot of different things and discover more about you, what you like, what you donΩt like, what works, 

what doesnΩt, etc. This part is very important since you will need to use all of this information to make 

sure all of the potential jobs and careers match all these different areas. 

The next three pages are for you and your team to look at a number of different areas to develop a good 

picture of you. The more you know about yourself and others know about you, the easier it will be to 

narrow down the best possibilities. Basically, taking the time to discover all of the information will help 

focus your efforts and take a lot of the guess work out of it.  

Areas you will cover include: 

§ What your day looks like now. 

§ What you like and donΩt like about 

your day - what would you change? 

§ Your skills and interests. 

§ Places you spent time. 

§ Likes and dislikes. 

§ Hobbies and other interests. 

§ Your fears and worries. 

§ Your hopes and dreams. 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwj38venkenhAhUDnawKHeiKC6gQjRx6BAgBEAU&url=https%3A%2F%2Fwww.pinterest.com%2Fsjucareers%2Finspirational-career-quotes%2F&psig=AOvVaw3mP1SWZ6MQFy6LdN6tRR3N&ust=1556
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5ƛǎŎƻǾŜǊƛƴƎ ²Ƙƻ ό¸ƻǳύ 

Describe Your Typical Day: Describe what you like about your day, what you 

donΩt like, and what you would change? Why?  

 

Likes:  

 

 

 

 

 

Dislikes: 

 

 

 

 

 

Changes you would make: 

 

Based on your hopes and dreams, what would your future look like? (Where are you working, living, 

what activities are you doing, what would be an ideal day for you?) 
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5ƛǎŎƻǾŜǊƛƴƎ ²Ƙƻ ό¸ƻǳύ 

What are those things you are really good at? (Skills, interests, gifts, talents, etc.) 

 

 

 

 

 

What is your past work history? (Paid employment, volunteer work, etc.) 

 

 

 

Which did you like best and why? 

 

 

 

Which did you like least and why? 

 

 

 

Would you want to do one of these again? Why or why not? 
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5ƛǎŎƻǾŜǊƛƴƎ ²Ƙƻ ό¸ƻǳύ 

What are your hobbies? If you could get paid for something you really enjoy doing, what would that be? 

 

 

 

 

 

 

 

 

 

 

 

 

What are some things that would really motivate you to work hard at your job?  
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It is important during certain points of the planning process to check in and see how things are going. With 

career planning, there isnΩt a certain number of meetings or specific start and stop points. It is all based on 

how well the planning is going and if you feel you are getting all of the information you need to develop a 

good picture of that job and career that makes sense for you. Depending on where you are in the planning 

process, you should refer back to this page and make sure you and your planning team are on the right 

track. Here are a few questions for you to address if needed: 

 

§ How did your first meeting go? 

§ What did you like about the meeting? 

§ What didnΩt you like about the meeting? 

§ What would you change at future meetings? 

§ Do you have the right people on your planning team? 

§ Are they excited and offering a lot of information? 

§ Do they understand what your goals are? 

§ Are there people on your team who are not positive and supportive? 

§ Can you get them to support you or will you have to think about not inviting them to future meetings? 

§ Is your agenda moving forward?  

§ Can you tell from the information you have gathered that the planning will lead to employment? 

§ What is the agenda for the next meeting? 

§ Also, this is a good time to learn about how work will affect your benefits.  
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.ŜƴŜŬǘǎ tƭŀƴƴƛƴƎ ŀƴŘ LƴŦƻǊƳŀǝƻƴ 

 

As mentioned earlier, there are many myths surrounding work and benefits. At this time, it is critical that 

you make arrangements to meet with a Benefits Planner (sometimes called Community Work Incentive 

Coordinators). Benefits Planners support workers, job seekers, and various agencies to understand the 

impact of employment on your benefits. Just as you are unique, so are the various benefit programs. It is 

only through planning that you can take control of finding the right programs and the right job to meet 

your needs.  

What can you expect from a Benefits Planner: 

§ Assistance with reducing uncertainties and fears in regard to losing benefits.  

§ On your behalf they will gather necessary information from all sources from which you receive 

benefits.  

§ Analyze relevant information identifying potential issues, and possible solutions or recommendations.  

§ Information on how your unique situation and benefits will be impacted by work or by advancement 

in your current position. 

§ If needed, a comprehensive benefit summary and analysis (BSA) of your current situation and future 

access to work incentives or supports offered by agencies such as HUD or SSA. 

§ If needed, a Work Incentive Plan (WIP) is completed. A WIP is an action plan. It puts the issues and 

recommendations into operation by identifying the activity to be completed, who is responsible to 

complete it and when it is to be completed. The Benefit Specialist will then be able to help you 

monitor your progress toward your employment goal. 

 

Learn more about what will happen to your income, benefits, and 

health coverage if you go to work. You can use the Benefits and 

Work Estimator to find out how a job may affect your total income 

and your health coverage. ItΩs free, completely confidential and 

covers a lot of programs. Our DB 101/Disability 101 Estimator can 

be found online at ƘǧǇǎΥκκƳƻΦŘōмлмΦƻǊƎκΦ  

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjh6_bdy-nhAhXiUt8KHa0hA00QjRx6BAgBEAU&url=http%3A%2F%2Fwww.cornellinsuranceservices.com%2F&psig=AOvVaw0oG6EU9Q_1IgS-olBG2ue8&ust=1556224911425811
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Be Prepared: 

§ The Benefits Planner is going to need a variety of information from you in order to do a good analysis of 

how work will impact your benefits. A few things you will need to have available are: 

 *Social Security Number 

 *Proof of Income (from Social Security, a bank statement, etc.) 

 *Medical Cards (Medicaid, Medicare, private insurance, etc.) 

 *Any paperwork related to other income you receive. 

 *They will also ask questions around your current housing arrangements. 

§ Know your concerns about work. Ask the Benefits Planner to answer your specific concerns. Be truthful. 

The Benefits Planner reports are only as accurate as the information you provide and they gather from 

the sources with whom you approve them to discuss your situation.  

§ If you have an example of a situation that is likely to happen in the near future then discuss it with the 

Benefit Planner. But if it is information not relevant to your current situation, or in the near future, table 

it until the situation is closer to being a potential issue. This keeps both you and the Planner working on 

likely scenarios saving precious time and efforts, focusing on the here and now.  

 
 

 
 

 

 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwj7sKSQz-nhAhUBU98KHYwiBC8QjRx6BAgBEAU&url=https%3A%2F%2Fwww.snopes.com%2Ffact-check%2Fnew-medicare-card-scam%2F&psig=AOvVaw39vUWgB6xL80Nd9dX6Zqxe&ust=155622580970
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjT-7W4z-nhAhXBSt8KHWR5ByYQjRx6BAgBEAU&url=https%3A%2F%2Ffitsmallbusiness.com%2Frenter-show-proof-of-income%2F&psig=AOvVaw2cKLI8CeMqLlJ-SitmURo0&ust=15562259133547
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwj_9dmH0OnhAhWBMd8KHS14DVUQjRx6BAgBEAU&url=http%3A%2F%2Fwww.uft.org%2Fsecure-your-future%2Fsocial-security-changes-2019&psig=AOvVaw3OYm_hCL1847xtl5zSSmg9&ust=155622
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5ƛǎŎƻǾŜǊƛƴƎ ²Ƙƻ ό¸ƻǳύ 

 

By now, you and your planning team should have developed a pretty good picture of your interests, gifts, 

talents, things you enjoy, and the changes you want to make in your life. Now you need to take all of this 

information and begin to put it all together to create a picture of what an ideal job and career will be. 

Remember, weΩll get a good picture of the ideal job and career but, you will have to take the necessary 

steps to get there. Our goal is to find the closest possible match to your ideal job and have a clear plan for 

you to progress in your career. To do this, you and your team need to discuss and learn about the four 

most critical aspects everyone has when they are looking for employment. These are conditions, 

preferences, contributions and support needs. When we spend time identifying these on the front end, it 

increases the likelihood for a good job match. Remember, everyone is unique so the information in each 

of these areas is specific to you and will change over time. Here is more information on each of these 

areas:  

Conditions: These are those things that you HAVE to have in a job in order to accept it. For the most part, 

these are non-negotiable. For example, if you take medications that will make you very sick if you are 

exposed to too much sunlight, you have to work indoors. Now, we have ruled out all those outdoor jobs 

and narrowed down what types of jobs we will be looking for. As you continue to identify your conditions,  

you will continue to narrow down the job search efforts. It is important to keep in mind, the more 

conditions you have, the more you narrow down the possibilities, so be careful and make sure it is a 

άmust haveέ rather than a άlike to haveέΣ which are preferences.  

Preferences: These are all the things you would like to have in a job but if all of them aren't there, it wonΩt 

keep you from accepting the job. For example, you would prefer to work Monday through Friday but, an 

occasional weekend would be okay. If this were a condition, you would be adamant that you wouldnΩt 

work any weekends. Some other preferences may include those types of job tasks you would like to see in 

a job. You will want to look back at the information on your interests, skills, talents, etc., and use those to 

help identify certain things you would prefer a job to have.  

Contributions: These are all the skills, abilities and talents you will bring to your new job. Everyone brings 

something to contribute to the workforce, so it is important to develop a good list that will show all the 

reasons an employer would want to hire you. These are not only your skills and abilities but they also 

include your attributes, which are things like a positive attitude, team player, sense of humor, etc. 

Businesses donΩt hire on skills alone. They want to make sure you can get along with the other employees 

as well. Finally, it isnΩt enough to just list your skills and attributes. You will need to back it up with a story. 

For example, if you say you are dependable, tell a story that demonstrates how you were dependable in a 

work type situation.  

Support Needs: These are those things you will need to be as successful as you can in your new job. 

Everyone needs some type of support regardless of his or her situation, so it is important for you to 

identify what types of support you will need early on. These can include things like; transportation, 

assistance learning the job, reminders to get up and out the door for work on time, etc.  
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      aȅ /ƻƴŘƛǝƻƴǎ 

Factors to consider when identifying 

your Conditions and Preferences:  

§ Schedule: Days/Hours 

§ Salary requirements 

§ Benefits (employer benefits and 

considerations with your social 

security benefits). 

§ Promotions 

§ Physical characteristics 

§ Learning style preferences 

§ Environmental concerns 

§ Dress/appearance 

What else do you need to have? 

Things I know I have to have in order to accept a job:  

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiU89jlrOvhAhUFWq0KHfKRAnAQjRx6BAgBEAU&url=https%3A%2F%2Fwww.ccsf.edu%2Fen%2Fabout-city-college%2Fslo%2Fprofessional_development%2F2012_2013_past_workshops%2Flearn
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      aȅ tǊŜŦŜǊŜƴŎŜǎ 

Factors to consider when identifying 

your Conditions and Preferences:  

§ Schedule: Days/Hours 

§ Salary  

§ Benefits  

§ Promotions 

§ Physical characteristics 

§ Environmental  

§ Supervisor interactions 

§ Dress/appearance 

What job tasks would you prefer? 

Look back at your skills, interests, 

hobbies, etc., and find tasks that you 

would also find in jobs.  

Things I know I have to have in order to accept a job:  

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjjxrLEyOvhAhUKn-AKHRLRA_0QjRx6BAgBEAU&url=https%3A%2F%2Fwww.gumtree.com%2Fp%2Fother-miscellaneous-services%2Flooking-for-professional-job-cv-writing-resume-cover-
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      aȅ /ƻƴǘǊƛōǳǝƻƴǎ 

Factors to consider when identifying 

your Contributions:  

§ Specific skills for that job 

§ Past work experiences 

§ Things you are good at 

§ Talents 

§ Attributes: Things like good 

attitude, sense of humor, team 

player, hard worker, quick 

learner, gets along with 

coworkers, will show up on time, 

takes initiative, what else? 

Remember, this is how you and/or 

your supporters will represent you 

to that potential employer! These 

are your άSelling PointsέΦ Those 

things you will highlight in your 

interview.  

All the things I will bring to my new job: 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjK8bf3zevhAhWjUt8KHc4uCTIQjRx6BAgBEAU&url=http%3A%2F%2Fblog.macmillans.com.au%2Ftaking-initiative-in-the-workplace%2F&psig=AOvVaw2Q__qEHJRtxkCTf8Lx2GJz&ust=1556294
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      {ǳǇǇƻǊǘ bŜŜŘǎ 

Factors to consider when identifying 

your potential support needs:  

§ Doing more career exploration 

§ Making contact with employers 

§ Interviewing skills 

§ Getting to and from work 

§ What is the best way to learn a 

new task? Checklists, pictures, 

showing you how, other? 

§ Job Accommodations 

§ What else? 

Remember, you are trying to do your 

best to identify supports on the front 

end so you will be more successful 

getting and keeping a job.  

Things I will need support with to be successful in getting and 

keeping my job: 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiWifq1z-vhAhWPMd8KHUwFBFgQjRx6BAgBEAU&url=https%3A%2F%2Fwww.slideshare.net%2Fjblumho%2Fadvocating-for-job-site-accommodations&psig=AOvVaw1D78zgLlY8pRpcVKuIqz0T&us
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5ƛǎŎƻǾŜǊƛƴƎ ²Ƙƻ ό¸ƻǳύ 

      !ǊŜ ȅƻǳ ƳƛǎǎƛƴƎ ŀƴȅǘƘƛƴƎΚ 

Here are some additional areas you 

might consider addressing with your 

team: 

§ What things have you been very 

successful doing? 

§ What jobs/tasks/places do you 

want to avoid at all costs? 

§ Are there health and safety 

considerations? 

§ If you could choose one place to 

be everyday, where would that 

be? 

§ What else? 

Note: You will want to take the 

information on this page and see if it 

fits with your conditions, 

preferences, contributions and 

supports.   

Are there any areas that you need to look into further to get 

a better picture of who you are so you can move towards a 

more desirable future? 
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5ƛǎŎƻǾŜǊƛƴƎ ²Ƙŀǘ 

 

Now that you have gathered all the information on all the different areas, it is time to begin to figure out 

what type of job and career will match these areas. In the next few pages, you are going to use all the 

information to identify some of the ideal jobs for you. Many times, teams want to jump right to places that 

you could work. YouΩll get to that, but first you need to identify the tasks you are interested in, then identify 

jobs that have those tasks and then, you will list out places that have those types of jobs. Here is an 

example that might make this easier to understand:  

 

ShelleyΩs Preferences for Job Tasks: 

Work in a small to medium office 

Do filing 

Answer phones 

Do data entry 

Greet customers 

Pick-up/Deliver mail 

Run errands Types of jobs that have those tasks: 

Office Assistant 

Administrative Support 

Office Worker 

Clerical Aid 

Data Entry Specialist 

Places That Have These Positions: 

Dr. and Dentist offices 

Departments at Colleges/Universities 

Hospitals 

Veterinarians 

Clinics 

Insurance Agencies 
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/ǊŜŀǝƴƎ ŀ tƛŎǘǳǊŜ ƻŦ aȅ LŘŜŀƭ Wƻō ŀƴŘκƻǊ /ŀǊŜŜǊ Dƻŀƭǎ 

 

 

 

My Preferred Job Tasks:  

Types of Jobs That Have These Tasks: 

Places That Have These Types of Jobs:  
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Now that you have completed the previous exercise where you and your team identified your preferred job 

tasks, job types and places, there are a couple of scenarios you are probably facing. The best scenario would 

be that you have zeroed in on a few places that are a great match. If this is the case, you can move on to the 

άDiscover Howέ section. However, if you and your team came up with a few ideas but there are still some 

questions on what type of job will be a good match, there are a few steps you and your team will need to 

explore further. Here are a few options that you should consider: 

A few jobs are identified but you need more information: 

You should consider learning more about these jobs by doing some information gathering and career 

exploration. This allows you to delve deeper into a particular type of occupation (job) and take time to 

explore how people get into that line of work, what you need to do, and find out if you would be happy 

doing it. Your supporters who have careers of their own can be a good place to start. Here are some 

additional strategies: 

Visiting places that have those jobs and observe people doing them. 

 

 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwj6sKSMlZviAhUqwlQKHfBPAVwQjRx6BAgBEAU&url=https%3A%2F%2Fwww.noodle.com%2Farticles%2F6-job-shadowing-tips-to-maximize-your-experience&psig=AOvVaw0Hji9mtqLZBDG286Lc
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiDl5mUlZviAhVnwVQKHSC-DaIQjRx6BAgBEAU&url=https%3A%2F%2Fbladenonline.com%2F8th-grade-job-shadowing-a-success%2F&psig=AOvVaw0Hji9mtqLZBDG286LcdRno&ust=155792821239
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiq7-nAlZviAhWR6FQKHd8mADAQjRx6BAgBEAU&url=http%3A%2F%2Fgalla.seelenfluegel.info%2Fcat%2Fjob-shadows-for-highschool-students.html&psig=AOvVaw0aoMPTeuMbXwA8griZIP9O&
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Visiting places that have those jobs and observe people doing them. 

Do an interview with the employee and/or their supervisor. Here are some questions to consider asking 

them:  

What skills are needed for the job? 

Describe a typical day on the job. 

What do you like best about your job? 

What do you like least about your job? 

How did you go about getting your job? 

Would you be willing to help me get a job in this line of work? 

Are there other people you would recommend that I talk to? 

There are lots of questions that you will have, so develop a list before you go.  

 

Some preferred tasks are identified but no clear picture of 

specific jobs or interest areas are identified: 

In some cases, especially for people who havenΩt had a lot of 

exposure to the world of work, it is difficult to narrow down 

types of tasks and jobs until you take the time to understand 

exactly what they are. If this is the case, you and your team 

will need to look at doing some more in-depth career 

exploration. Career exploration is basically taking what you 

know about all of your skills, interests and talents and doing 

more research on various occupations that will match these.  

Here are a few ways to go about exploring jobs and careers that will match what you are looking for:  

 Doing informational interviews (see your questions above). 

 Thinking about all of the places you like to visit and take a closer look at what people are doing there 

 for jobs.  

 Visiting the Career Center 

 Taking a class at a college or community center, etc.  

 

The next page is for you and your team to brainstorm some ideas for more career explorationΧΧΦΦ 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjMjs6zlpviAhVnylQKHRAkBekQjRx6BAgBEAU&url=http%3A%2F%2Fcravencc.edu%2Fnews%2Fnews%2Fspotlight-on-comprehensive-articulation-agreement%2F&psig=AOvVaw3I_FUQ8TZtSHENR
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Career Exploration Ideas 

Brainstorm some ideas to assist you in getting more information about potential jobs and careers that you 

will be interested in: 

 

Types of Jobs/Careers I would like to learn more about: 

 

Questions I might ask during an informational interview: 

 

Places to contact for informational interviews (remember to use supporters and other 

connections): 
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In this section, you and your team will be taking all of the information gathered so far and creating the 

action steps that will outline how you are going to land a job that matches your skills, interests and talents. 

Here are some things to consider as you begin to move towards making contact with potential employers: 

According to the U.S. Department of Labor: 

 Over 80% of current job openings are in the hidden job market. This means, they are not 

 advertised and are filled through referrals and the businessΩs close connections such as current 

 employees and people they know and trust.  

 70% of people who are currently working, got their job using their personal and professional 

 connections.  

Therefore, it is going to be very important that you work with all of your supporters to use everyoneΩs 

personal and professional connections to make contact with potential employers. Our goal will be to focus 

on where 80% of the jobs are rather than running around filling out applications and dropping off resumes 

because there is so much competition for over 20% of the jobs. Keep in mind, all these connections will 

certainly help open doors for you, but it will be very important that you and anyone supporting you are 

able to talk about all of the contributions you will bring to that business.  

On the next page, you and your team will work on outlining an introduction and talking points to use with 

potential businesses. There are also a couple of examples that might help you out.  

 

άAnyone who has never made a mistake has never tried anything new.έ — Albert Einstein 

 

 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwj9tsrbnJviAhUFHnwKHTmSAZoQjRx6BAgBEAU&url=https%3A%2F%2Fupliftconnect.com%2Fspiritual-inspiration-from-albert-einstein%2F&psig=AOvVaw0JPLRoCDDhnlipKsPRYzk9&ust=15
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aŀƪƛƴƎ /ƻƴǘŀŎǘ ǿƛǘƘ tƻǘŜƴǝŀƭ 9ƳǇƭƻȅŜǊǎ 

Wrong Way: 

Hi, my disabled nephew is looking for work. You have any openings? 

Better Way: 

Hi, my nephew is looking for a job and is really interested in this type of work. HeΩs a great guy and has some 

experience doing this and some other work through school and various jobs. HeΩs one of those people who is a 

hard worker and eager to learn new things all the time. HeΩs a lot of fun to be around and has a great sense of 

humor and I know you would enjoy meeting him. I was wondering when would be a good time that he could come 

down and talk with you. 

Your Way: (remember to refer to all of your attributes and contributions!) 

 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 
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aŀƪƛƴƎ /ƻƴƴŜŎǝƻƴǎ 

hƴ ǘƘŜ ƴŜȄǘ ǘǿƻ ǇŀƎŜǎ ȅƻǳ ǿƛƭƭ ŬƴŘ ȅƻǳǊ /ƻƴƴŜŎǝƻƴǎ ²ƻǊƪǎƘŜŜǘǎΦ ¢Ƙƛǎ ƛǎ ŀ ƎǊŜŀǘ ǿŀȅ ǘƻ ƭƛǎǘ ƻǳǘ ǘƘŜ 

ǘȅǇŜǎ ƻŦ ƧƻōǎΣ ǿƘŀǘ ōǳǎƛƴŜǎǎŜǎ ƛƴ ȅƻǳǊ ŎƻƳƳǳƴƛǘȅ ƘŀǾŜ ǘƘŜǎŜ ǘȅǇŜǎ ƻŦ Ƨƻōǎ ŀƴŘ ǿƘƻ ƛƴ ȅƻǳǊ ƴŜǘǿƻǊƪ 

Ƙŀǎ ŀ ŎƻƴƴŜŎǝƻƴΦ IŜǊŜ ŀǊŜ ŀ ŦŜǿ ǝǇǎ ŀƴŘ ŜȄŀƳǇƭŜǎ ǘƻ ƘŜƭǇ ȅƻǳ ŎƻƳǇƭŜǘŜ ȅƻǳǊ /ƻƴƴŜŎǝƻƴǎ ²ƻǊƪǎƘŜŜǘΥ  

 

aȅ /ƻƴƴŜŎǝƻƴǎ ²ƻǊƪǎƘŜŜǘ 

¢ȅǇŜǎ ƻŦ Wƻōǎ ŀƴŘ 

/ŀǊŜŜǊǎ 

.ǳǎƛƴŜǎǎŜǎ ²Ƙƻ 

IŀǾŜ ¢ƘŜǎŜ ¢ȅǇŜǎ 

ƻŦ Wƻōǎ 

²Ƙƻ Iŀǎ tŜǊǎƻƴŀƭ 

/ƻƴƴŜŎǝƻƴǎ ǘƻ 

¢Ƙƛǎ .ǳǎƛƴŜǎǎΚ 

²ƘŜƴ ²ƛƭƭ ¸ƻǳ 

aŀƪŜ /ƻƴǘŀŎǘΚ 

wŜǎǳƭǘǎ ƻŦ /ƻƴǘŀŎǘ 

Use those jobs you 

identified. Make 

sure they match 

your interests, skills 

and talents and fit 

with moving 

towards your dream 

job.  

List out businesses 

in your community 

that have these 

jobs.  

The connection can 

be you, one of your 

supporters or even 

someone your 

supporters know. 

Once you get the 

list developed on 

flip chart paper, it 

is best to prioritize 

them on this form 

with the strongest 

connections first. 

It always helps to 

set a timeline. This 

way, they know 

when they are 

supposed to do it 

and you can follow 

up and track these 

contacts.  

You can make 

notes of how the 

contacts went, i.e. 

make an 

appointment, 

follow-up in 30 

days, etc.  

Office Assistant Dr. Baskins 

Top Office Products 

My Family and Me 

(Our Family Doctor) 

Aunt Amy (Friend is 

Manager) 

Next Monday, 

Mom will call for an 

appointment 

SheΩll call on Friday 

 

Data Entry Community College John the 

Employment 

Specialist (Goes 

there part time) 

Friday after class  

Clerical Support Dr. Evans, DDS 

County Building 

Grace (Her Friend 

Works There) 

Dad (Knows the 

Engineer) 

Next Tuesday 

Next Wednesday 
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aȅ /ƻƴƴŜŎǝƻƴǎ ²ƻǊƪǎƘŜŜǘ 

¢ȅǇŜǎ ƻŦ Wƻōǎ ŀƴŘ 

/ŀǊŜŜǊǎ 

.ǳǎƛƴŜǎǎŜǎ ²Ƙƻ 

IŀǾŜ ¢ƘŜǎŜ ¢ȅǇŜǎ 

ƻŦ Wƻōǎ 

²Ƙƻ Iŀǎ tŜǊǎƻƴŀƭ 

/ƻƴƴŜŎǝƻƴǎ ǘƻ 

¢Ƙƛǎ .ǳǎƛƴŜǎǎΚ 

²ƘŜƴ ²ƛƭƭ ¸ƻǳ 

aŀƪŜ /ƻƴǘŀŎǘΚ 

wŜǎǳƭǘǎ ƻŦ /ƻƴǘŀŎǘ 
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aȅ /ƻƴƴŜŎǝƻƴǎ ²ƻǊƪǎƘŜŜǘ 

¢ȅǇŜǎ ƻŦ Wƻōǎ ŀƴŘ 

/ŀǊŜŜǊǎ 

.ǳǎƛƴŜǎǎŜǎ ²Ƙƻ 

IŀǾŜ ¢ƘŜǎŜ ¢ȅǇŜǎ 

ƻŦ Wƻōǎ 

²Ƙƻ Iŀǎ tŜǊǎƻƴŀƭ 

/ƻƴƴŜŎǝƻƴǎ ǘƻ 

¢Ƙƛǎ .ǳǎƛƴŜǎǎΚ 

²ƘŜƴ ²ƛƭƭ ¸ƻǳ 

aŀƪŜ /ƻƴǘŀŎǘΚ 

wŜǎǳƭǘǎ ƻŦ /ƻƴǘŀŎǘ 
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This is another good time to check in and see how things are going. By now, there probably has been either 

more career exploration going on or, some initial contacts with employers. Either way, it is good to take a 

look at how your plan is progressing. Here are some things to consider.  

Do you feel your plan is moving you towards your goals for employment? If not, what changes do you need 

to make? 

 

 

 

 

 

If you have done some more career exploration, have you learned some new things about what you might 

want in a job or career? If so, what? Do you need to go back and add these to your plan? 

If you and your supporters have made contacts with potential employers, how did it go? Do you need to 

make changes? Do you need to look for more connections? Did the potential jobs seem to match what you 

are looking for? 

Have you taken a look at your Action Plan? Are the action items being worked on? Do you need to develop 

other steps to keep moving you forward?  

If you havenΩt met with a potential employer but will soon, are you getting ready for it? (practice 

interviews, having the right clothes, a list of questions to ask, etc.) 

If you have or are getting close to accepting a job, have you reviewed and added to the Supports Section? 

You will want to go back and review those, as it is critical to do your best to address these very early on.  

Remember, when you start your job that it is just the beginning of your career. Once you are there for 

awhile, it is good to revisit your plan as everyoneΩs conditions, preferences, contributions and support 

needs are constantly changing.  

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwi8hInw3pviAhVwHjQIHc8gBLIQjRx6BAgBEAU&url=https%3A%2F%2Fwww.oncologynurseadvisor.com%2Fhome%2Fdepartments%2Fthe-total-patient%2Fidentifying-support-needs-for-care
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjM_o3V5JviAhWLGDQIHT17BvgQjRx6BAgBEAU&url=https%3A%2F%2Fwww.pngkit.com%2Fview%2Fu2q8y3y3u2q8i1i1_clipart-stock-check-mark-computer-icons-checklist-clip%2F&psig=AO
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjuzvmm5ZviAhWgGTQIHVZsAf8QjRx6BAgBEAU&url=http%3A%2F%2Fcialis888.com%2Fchecklist-clipart%2Fchecklist-hi-on-checklist-clipart%2F&psig=AOvVaw3M8p9tLQr2ZeqHVYgAcoPO&u
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LƴǘŜǊǾƛŜǿƛƴƎ ŦƻǊ ǘƘŜ Wƻō 

Interviewing is all about first impressions, gathering more information, and making decisions. Both you and 

the employer get a chance to άcheckέ each other out, so to speak. Remember you are interviewing the 

employer as well. Be prepared to ŀƴǎǿŜǊ questions but also be prepared to ŀǎƪ questions.  

 

{ƻƳŜ ŎƻƳƳƻƴ ǉǳŜǎǝƻƴǎ ŜƳǇƭƻȅŜǊǎ ŀǎƪΧΦ 

Tell me about yourself, which is seeking to find out if you fit into the existing culture.   

What are your strengths ? Which really means, how can you add to my business? 

Why do you want to work here? Which is really asking; what do you really know about this company and 

why should we hire you? 

What are your weaknesses? Here they are looking to see if you can recognize areas you donΩt do well in and 

how you overcome them.  

Do you think you work better by yourself or with a team of others? Which is asking; can you do the job with 

minimal supervision? 

 

{ƻƳŜ ǝǇǎ ŦƻǊ ƛƴǘŜǊǾƛŜǿƛƴƎΧΦΦ 

Successful job offers hinge on successful interviews and successful interviews are a direct result of careful 

planning and preparation.  

YouΩve heard the saying, άdonΩt judge a book by its coverέΚ Well unfortunately people do judge others by 

what they see in that very first moment, so make sure youΩre dressed well, groomed nicely (hair clean and 

combed, smelling clean, etc.). That first impression can make or break the interview.  

Use your connections and talk about how you heard about the job. If you have a personal connection, talk a 

little about that person and why they suggested you work there.  

Do your homework. Research the company so you know what they do and a little about their needs so you 

can show interest and a passion for wanting to work there. Read the job description in advance if you can 

get a copy. You can highlight how you can meet the job duties as described, based on your talents/skills, etc. 

Be prepared to answer questions; know what the employer is looking for and tailor your answers to address 

those needs. Highlight your strengths and attributes based on what the employer is looking for. 

Be prepared to ask questions, know what you want/need and ask questions to gather information so you 

can make a good decision as to whether this job is the right fit for you or not.  
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List questions that you want to ask during your interview on the lines below:  

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

 

Close the interview by summarizing how you can meet their needs for the open position. Highlight your 

abilities based on what they are looking for. ItΩs not enough to say you want to work there. Express how they 

will benefit by selecting you over the next person. Thank the interviewer for his or her time and 

consideration. Express your interest in the position and ask when you can expect to hear from him or her. 

You will want to send a written thank you note within a week of your interview. Remember the name (s) of 

the people you interviewed with. Perhaps they have a business card available with their receptionist, or you 

can ask the receptionist for a mailing address of the person who is interviewing you so that you can send a 

thank you card to them. ItΩs best to do this after your interview.  

Now take the time to compare the information you gathered in the interview with what youΩve listed as your 

conditions, preferences, contributions and support needs for employment. How are they matching up? Does 

the job match most of your conditions? Are needed supports available at the company? What will you need 

to negotiate? 

A few notes on disclosing your disability to an employer:  

According to the Americans with Disabilities Act, you Řƻ ƴƻǘ have to disclose a disability to an employer. If 

you will need certain job accommodations, the Act states you can disclose after the job offer is made. There 

are two main things you should consider regarding disclosure. First and foremost, it is up to ¸h¦ if you want 

to disclose anything about your disability. Second, there can be advantages to discussing this with a 

prospective employer as long as you are prepared.  

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwisscWO8JviAhUPbq0KHf-6AH8QjRx6BAgBEAU&url=https%3A%2F%2Fwww.pinclipart.com%2Fpindetail%2FiRhJTwo_job-interview-desk-interview-skills-images-png-clipart%2F&psig=AO
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²Ƙŀǘ ǘƻ Řƻ ²ƘŜƴ ŀ Wƻō ƛǎ hũŜǊŜŘ 

Think for a moment about the things you said were critical for you to have in order to accept a job. Your 

conditions for employment. Does the job offered match those critical aspects? Will your basic needs be 

met if you accept the job? Have you met your new supervisor and does he or she seem like you can have a 

good working relationship? What are other coworkers like and do they seem to be people you would like 

to work with? Will you be comfortable in that working environment? Do you value what the company 

does? Does it still match what you said you wanted to do? 

If the answer is yes, then great! Accept the offer and ask when the start date will be. Make sure you 

negotiate any final things that may not be clear. These include things such as a work station, person you 

report to (your supervisor), starting salary, hours, any accommodations, etc.  

If the answer is no, then you may have to decline the offer. Do so with respect, thank them and let them 

know you appreciate their consideration but that you donΩt feel itΩs the right job for you at this time. You 

always want to leave the door open for future contacts.  

{ǘŀǊǝƴƎ ¸ƻǳǊ bŜǿ Wƻō 

Starting a new job is exciting and at the same time can be stressful. You will be meeting new people, 

working in a place that is unfamiliar at first, and learning new tasks that will take you some time to 

master. Usually after your first day jitters, youΩre well on your way to the exciting part of building 

friendships, enjoying your job duties, and earning a pay check. As youΩve learned, 

planning is key to success. Here are a few things you might want to plan for your first 

day on your new job: 

 

¶ Where do you report to on your first day and who do you report to? 

¶ Do you need assistance filling out any paperwork? 

¶ What documents do you need to bring, such as photo identification, Social Security Card? 

¶ What do you need to wear to work? 

¶ Where are the restrooms and the breakroom? When are the scheduled breaks and lunchtimes? 

¶ Do you need to take your lunch to work with you? Where do most employees eat their meals/snacks? 

¶ Where do you sign in/out, or clock in/out? 

¶ If you need accommodations, have they been arranged for you? If not, who do you need to speak 

with? 

¶ Other things you can think of?  

 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=&url=https%3A%2F%2Fwww.tlnt.com%2Fshould-employers-keep-time-records-for-exempt-employees%2F&psig=AOvVaw1erE1WvnUVeqyzba3bYkcB&ust=1558624231292103
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=&url=https%3A%2F%2Fcellcode.us%2Fquotes%2Fdilbert-accounting-troll.html&psig=AOvVaw2qhf6cIB1yErv-HWMpqL9O&ust=1558624391399287
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/ŀǊŜŜǊ !ŘǾŀƴŎŜƳŜƴǘ 

How to ask for a raise: One of the first things to consider when asking for a raise is to make sure you are 

receiving regular performance evaluations. If you have met the performance requirements, most 

employers do offer a pay increase. If you have not received a pay increase and you feel you have met and 

exceeded the requirements of your job, you must prepare your case and then schedule a meeting with 

your supervisor. You will need to outline all of the areas you feel you have at least met, or more preferably, 

exceeded in terms of what is expected of you. It also doesnΩt hurt to bring in an idea of how much the raise 

should be.  

How to ask for a promotion: This is very similar to asking for a raise but the main difference is that you are 

also asking for more responsibilities. You will have to make a strong case as to why you deserve this. You 

must show how you have exceeded your performance requirements, demonstrated initiative and can 

handle the new responsibilities. Be prepared to offer specific examples of each of these.  

How to quit a job: Just like starting a job, quitting one will change your life dramatically too. Sometimes for 

the better, sometimes for the worse. But the important thing is to first decide why you want or need to 

quit and then how to go about quitting so that you donΩt burn your bridges (so to speak). This is also so that 

you donΩt harm the business relationships youΩve built because you may want to use your employer as a 

reference for your next career move.  

People quit jobs for many reasons. Sometimes people outgrow their job, they increase their skills and want 

to move to a job that is more challenging. Some get a better job offer, more pay, better hours, and closer to 

home. Others find that they dislike the job after doing it for a period of time. Whatever the reason, you 

need to decide what makes sense for you. Spend some time thinking about why you want or need to quit 

and do you have a plan for another job.  
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LƴŦƻǊƳŀǝƻƴŀƭ LƴǘŜǊǾƛŜǿƛƴƎ 

Interviewing Date: ________________________________________________________________________ 

Person (s) Interviewed: ____________________________________________________________________ 

Company Name: _________________________________________________________________________ 

Informational interviewing is information gathering, NOT asking for job openings. ItΩs an opportunity to 

learn more about a particular line of work, how to enter that field , and knowing what steps to take to 

increase your chances for a good job match.  

1. Tell me about how you got involved in this type of work?  

 

 

2. What are some of the skills/education or experience needed to enter into this line of work? 

 

 

3. How long have you been working in this field of work? 

 

 

4. Could you tell me a little about your job? What parts do you like and what about it do you dislike? 

 

 

5. What is the best way for a person to get into this kind of work? Where should I start? 

 

 

 

 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=2ahUKEwjS8P3t5K_iAhWPl-AKHQyzBzYQjRx6BAgBEAU&url=https%3A%2F%2Fwww.hercjobs.org%2Finterviewing-tips-for-professionals-with-disabilities%2F&psig=AOvVaw25FXJQE4tqzqU6lBBNuTCA&ust=1558636
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LƴŦƻǊƳŀǝƻƴŀƭ LƴǘŜǊǾƛŜǿƛƴƎ /ƻƴǝƴǳŜŘΧΦΦ 

6. Would it be possible for me to arrange to look at one of the jobs you have told me about? 

 

 

7. What is the job market like for this type of work? Where is the growth expected to be in the next few 

years? 

 

 

8. Who is hiring these days? Where would you suggest I look? 

 

 

9. What makes people successful in your company? 

 

 

10. Is there anyone else you can suggest that I talk with? Could I use your name when I contact them?  

 

 

 

 

 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=2ahUKEwjb-8jV5K_iAhUDheAKHYL3DOsQjRx6BAgBEAU&url=https%3A%2F%2Fskillcrush.com%2F2017%2F05%2F01%2Ftechnical-interviews%2F&psig=AOvVaw25FXJQE4tqzqU6lBBNuTCA&ust=1558636754026717


46 

LƴǘŜǊǾƛŜǿ {ǳƳƳŀǊȅ {ƘŜŜǘ 

After you interview with a potential employer, it is good to go back and write down what you learned 

about the job. This will allow you to document the information while it is still fresh in your mind and help 

with further identifying if the job will be a good match.  

Name of Business: ______________________________________________________________________ 

Position Interviewed for: _________________________________________________________________ 

Date of Interview: _______________________________________________________________________ 

Name/Title of Person (s) You Interviewed With:  

 Name: __________________________________________________________________________ 

 Title: ___________________________________________________________________________ 

 

What did you learn about the job? (Key tasks, hours, pay, location, supervision, skills needed, etc. 

Compare to your conditions and preferences).  

 

 

How do you feel you did in the interview? (Did you talk about your contributions, make eye contact, ask 

good questions, give answers that talked about what you will bring to the company, etc.?) 

 

 

What areas do you need to practice and/or improve on? (Expressing your contributions, asking good 

questions, being prepared, making eye contact, etc. ). 

 

Tips:  

 

Did you send a άThank Youέ note to the person you interviewed with, within one week after your 

interview?  

Make sure to transfer the areas you need to practice on to your άAction PlanέΦ 

Make a list of any questions you need more information on so that you can follow up with them.  
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{ǳǇǇƻǊǘǎ ¸ƻǳ ²ƛƭƭ bŜŜŘ 

The best way to increase your chances of success on the job will be to do your best to identify the supports 

you will need before you start. This worksheet lists some of  the more common supports and has areas for 

you to add others that you and your team have identified.  

LŘŜƴǝŬŜŘ {ǳǇǇƻǊǘ LŘŜŀǎ ŀƴŘ {ǘǊŀǘŜƎƛŜǎ ²Ƙƻ ²ƛƭƭ !ǎǎƛǎǘ 

Getting to and from work   

Training on the job   

Getting to know my co-workers   

Learning the routines of the job 

and work environment 

  

Talking over things after each day 

of work for the first few weeks. 

Discuss what went well, what 

didnΩt, what can be done. 

  

Keeping track of earnings for my 

Social Security 
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{ǳǇǇƻǊǘǎ /ƻƴǝƴǳŜŘΧΦ 

LŘŜƴǝŬŜŘ {ǳǇǇƻǊǘ LŘŜŀǎ ŀƴŘ {ǘǊŀǘŜƎƛŜǎ ²Ƙƻ ²ƛƭƭ !ǎǎƛǎǘ 
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{ŜǊǾƛŎŜǎ ŀƴŘ CǳƴŘƛƴƎ 

There is a very good chance that you are going to need certain services and funding to increase the 

chances of success as you pursue your career goals. Both services and funding are very individual and will 

be based on what you qualify for, have the need for, and what you want. You can use the following 

worksheet to help identify some of the services and supports you will need. There are a few areas/

examples listed. These are only ideas to get you started. You may or may not need them. If you donΩt 

need one, just line it out.  

{ŜǊǾƛŎŜ bŜŜŘŜŘ ²Ƙƻ ǿƛƭƭ ǇǊƻǾƛŘŜ ǘƘŜ 

ǎŜǊǾƛŎŜΚ  

²Ƙƻ ǿƛƭƭ ŦǳƴŘ ǘƘŜ 

ǎŜǊǾƛŎŜΚ 

²Ƙƻ ǿƛƭƭ ƳŀƪŜ ǘƘŜ 

ŎƻƴǘŀŎǘ ŀƴŘ ǿƘŜƴΚ 

Benefits Planning  No Cost  

Career Exploration    

Making contact with 

employers. This can be 

done by your network 

or an agency can 

support you. 

   

Using Social Security 

Work Incentives 

   

Job Accommodations    

Assistive Technology    

Transportation    
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¦ǎƛƴƎ aȅ /ŀǊŜŜǊ tƭŀƴ ǿƛǘƘ [ƻŎŀƭ ŀƴŘ {ǘŀǘŜ !ƎŜƴŎƛŜǎ 

Now that you have your plan developed, there is a good chance that you have identified some areas that 

you will need additional support in. There are two primary agencies that can offer assistance and support 

in many of these areas. First, Vocational Rehabilitation is a state agency that can offer services and pay for 

additional supports as you need them. Second, there are Community Rehabilitation Programs who 

provide employment services such as career planning, support making contacts with businesses, and 

assisting with accommodations on the job. They will provide follow along services as you progress in your 

career. Typically, vocational rehabilitation is where you will start and depending on the services you 

request and need, they will refer you to the community rehabilitation program of your choice. It is a good 

idea to research and interview any program before you make your decision.  

It will be very important that you take the Career Plan with you to both of these agencies. You and your 

team have worked very hard to develop a plan that makes sense for you and these agencies can use this 

information to fill in the blanks of their plans. They have to develop plans with you which allows for the 

funding to provide you the services you are requesting.  

 

Here are some things to remember when working with these 

agencies: 

¶ Keep in mind, this is your life and you know what is best for you. 

The professionals are here to assist and ultimately, you have the 

right to make all decisions.  

¶ You have the right to choose where you receive services and 

what services you need and want.  

¶ If something does not make sense, do not hesitate to ask 

questions. 

 

 

¶ One size does not fit all. This means your services and supports 

need to be tailored to what it is you are needing and requesting 

rather than simply what they offer.  

¶ Make sure to pick the organization that is the best fit for you, 

has a proven track record and has competent staff providing 

services.  
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vǳŜǎǝƻƴǎ ŀƴŘ ¢ƛǇǎ ǘƻ {ŜƭŜŎǝƴƎ ǘƘŜ wƛƎƘǘ {ŜǊǾƛŎŜ tǊƻǾƛŘŜǊ 

Tell me about your organization; what services do you provide and how they are provided. 

*  You want to know about all of their services and to see how individualized they are.  

Tell me about your employment program. How many staff and what is the typical process you use to go 

about supporting someone to find employment?  

* You will want to see if they provide the service or services that you have identified in your career plan.  

What are the qualifications of your employment staff? How are they trained? Where did they get their 

training? How will I know that I am receiving services from the best possible staff person? Can I choose the 

staff person that will support me? 

* It will be critical to ensure you are being supported by highly competent staff. You will want to look for 

agencies that have staff who have experience, receive training on the most effective employment 

practices, and how that organization values continual training for their employees.  

What is your success rate in supporting people to find employment? 

* You might want to ask how many people they worked with in the last year, and of those, how many 

became employed.  

How do you define success? 

* You will want to hear things like; people found the job they were looking for; and people found jobs 

that matched their skills and interests.  

WhatΩs the average time your organization takes to support someone to find employment? 

* You will want to know the timeframe from when a person is referred, to when they start a job. 

Obviously this varies for everyone but they should be able to give you an average. If they say that the 

average is six months, you will need to follow up and ask what they will do to ŘŜŎǊŜŀǎŜ this time 

significantly.  

Do I have to go through all of your services or can I just pick the ones I need?  

* Since you and your supporters have developed your plan, you have a good idea of what you will need to 

be successful. You want to ensure that you donΩt have to go through all of this work again. It only keeps 

you unemployed longer. You want to choose an organization that will honor what you have in your plan 

and develop specific activities and supports based on those.  

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=2ahUKEwj7mJOS-L7iAhVBTd8KHd0NA-IQjRx6BAgBEAU&url=https%3A%2F%2Fwww.rnib.org.uk%2Finformation-everyday-living-your-rights%2Fyour-rights-employment&psig=AOvVaw2WDIca_RvNYzv5knZkLgnx&ust=
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vǳŜǎǝƻƴǎ ŀƴŘ ¢ƛǇǎ /ƻƴǝƴǳŜŘΧΧ 

Develop other questions you might have. Transportation, benefits planning, using social security work 

incentives, how they communicate with you, your supporters and other agencies.  

How will you represent me when contacting businesses? 

 

 

* You will want to make sure that 

they ŬǊǎǘ talk about all of the 

positive things you will bring to 

that business. {ŜŎƻƴŘ is that it 

ƛǎ ƴƻǘ ŀōƻǳǘ Řƛǎŀōƛƭƛǘȅ. It is 

about making a good match 

between your skills and talents 

and the job.  

 

 

 

 

 

 

* The ǘƘƛǊŘ is that ƛǘ ƛǎ 

ȅƻǳǊ ŎƘƻƛŎŜ if and when 

you want to disclose 

ŀƴȅǘƘƛƴƎ about your 

disability. 
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/ƘŜŎƪƭƛǎǘǎ ŦƻǊ aŜŜǝƴƎ ǿƛǘƘ hǘƘŜǊ !ƎŜƴŎƛŜǎ 

In addition to bringing your completed Career Profile Form and your Career Planning Guide to agencies 

such as Vocational Rehabilitation and the employment service provider you choose, here are a couple of 

checklists to help you prepare:  

CƻǊ ƳŜŜǝƴƎ ǿƛǘƘ ±ƻŎŀǝƻƴŀƭ wŜƘŀōƛƭƛǘŀǝƻƴΥ 

* A list of your medical, educational and vocational history and interests. If this is your first visit, bring in 

any records or documents that might be useful.  

* Existing medical or psychological records. 

* Any relevant existing information about your disability.  

* School records, relevant medical records, or on-the-job records.  

* A list of your income, assets, and expenses. 

* Social Security Administration (SSA) Award Letter and any correspondence from SSA. 

* Work History; wages, dates and time period. 

* Health care provider information. 

* Work goals and resume. 

* Means to achieve work goals. 

* Information about your spouses and/or your parents income and resources. 

* Information about assistance you receive with living expenses. 

* Amount of any financial resources such as savings accounts, CDΩs, etc.  

* All unearned income information.  

* Monthly expenses 

* Bring any advocates or family who can help you as your key supporters.  

CƻǊ ƳŜŜǝƴƎ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅƳŜƴǘ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊ ȅƻǳ ŎƘƻƻǎŜΥ 

* School records or relevant education records. 

* Work history such as wages, salary, dates and time period. This can include volunteer work, 

internships, and part-time jobs.  

* Resume if you have one. 

* Reference letters; both professional and personal.  

* A list of work goals or ideas about the kind of work you are interested in. Include the jobs or places of 

work that interest you. Benefits history which includes the types of benefits you are receiving. 

* If you are working, include your current employerΩs contact information.  
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aȅ /ŀǊŜŜǊ tǊƻŬƭŜ 

Name:  _______________________________________________________ Date: ______________________ 

Address: _________________________________________________________________________________ 

Phone: __________________________________________________________________________________ 

 

My Employment Career Goal: 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

 

Items checked are steps I have taken to identify this goal:  

Meet with my support team and identified my conditions, preferences, contributions, and support needs 

for employment. 

Job exploration with businesses that have the type of work I am interested in.  

Meet with a Benefits Specialist to learn the impact of work on my benefits.  

Completed Networking Tool with my support team. 

 

My Conditions: 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 
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My Preferences: 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

My Contributions: 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

My Support Needs: 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

Assistance requested from Vocational Rehabilitation/Employment Service Provider:  

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

Job Seekers Signature: _____________________________________________________________________ 

Supporter Signature: ______________________________________________________________________ 
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{ǳŎŎŜŜŘƛƴƎ ƻƴ ǘƘŜ Wƻō 

Now that you have landed the job, or are close to it, you have made it through one of the hardest steps. 

Your employer has recognized your skills and qualifications and sees the value you will bring to their 

business. But, long term success on the job is going to be less about your hard skills and more about your 

personal qualities and social skills which are commonly called soft skills. For most employers, they look for 

potential employees who have the necessary skills. However, it is more important to them that they find 

someone who is going to be a good fit within their business. This means they will gladly provide more 

training and support, given the new employee demonstrates excellent soft skills and contributes to a 

positive culture in the workplace. It is common knowledge that a very high percentage of people who lose 

their jobs do so because they lack the soft skills, not because of their skills to do the job. Here are a few tips 

and strategies you might find helpful: 

Starting Off on the Right Foot:  

Every new employee has the jitters. Some handle them better than others. But, one way or another, we all 

are a little uptight, nervous and somewhat unsure of ourselves. DonΩt worry! You are not alone and in some 

sense, your employer and coworkers will expect this. The best part is with every passing day, you will begin 

to feel more comfortable and your sense of belonging will increase.  

DonΩt think you have to know everything right away. Even if you have done a certain job before, every 

business is different and so are the ways they do things. It is more important that you demonstrate that 

you are eager to learn. You can do this by paying close attention to how others do the job, asking 

questions, following instructions and not being afraid to ask for help if you donΩt know something. You will 

find that most of your coworkers actually take pride in sharing their knowledge. Keep this in mind as well, 

as you learn and grow in your job. There is a high likelihood that you will have the opportunity to teach 

new employees down the road.  

Take it one day at a time. You wonΩt be expected to learn everything about your new job in one day. What 

you need to do is focus on making a little more progress each day and then measure it at the end of each 

day. Some things you can measure could be learning a new task, meeting a new co-worker, or getting a 

compliment from your boss or a co-worker. We all have to celebrate the little successes and start each new 

day working towards new ones.  

Adapting to the Workplace Culture: 

Every work environment has its own culture. Workplace culture is sort of like the unwritten rules and 

behaviors that go on in that business. The hard part is that these are all things that you learn primarily by 

using your observation skills. This means that you have to be looking around the workplace to pick up on 

the little rules and behaviors that werenΩt explained to you during your orientation. The next page gives 

you some ideas of what you might want to be on the lookout for.  
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5ǊŜǎǎ /ƻŘŜΥ sometimes this is stated upfront and sometimes not. Look around and see what people are 

wearing. Is it blue jeans, business casual or does everyone seem to have their own taste? The best way to 

start is to fit in as much as possible. If you aren't sure, ask someone.  

¦ǎƛƴƎ ǘƘƛƴƎǎ ŦƻǊ ǇŜǊǎƻƴŀƭ ǳǎŜ ŀƴŘκƻǊ ǇŜǊǎƻƴŀƭ ǳǎŜ ŘǳǊƛƴƎ ǿƻǊƪ ƘƻǳǊǎΥ You need to ask about these right 

away. A few examples of using things for personal use would be things like using your cell phone, texting 

during work hours, etc. Some companies have strict rules and others donΩt. But either way, it is better to 

ask upfront rather than risk being reprimanded.  

Iƻǿ ƅŜȄƛōƭŜ ƛǎ ǘƘŜ ǿƻǊƪǇƭŀŎŜΥ A good example of this is letΩs say you have a doctorΩs appointment. You 

need to find out what the rules are on these types of appointments. Some employers allow you to flex your 

time where you come in early or leave late so you can make your appointment. Others may be more strict 

and require that you make your appointments over your lunch break or day off.  

hǘƘŜǊ ǳƴǿǊƛǧŜƴ ǊǳƭŜǎ ǘƻ ƭƻƻƪ ŦƻǊΥ Are there set breaks or are they flexible? Can you eat and drink while 

working? Can you listen to your radio or IPod while working? What do people do for lunch? Do they go 

together or by themselves? Arriving to work - if you start at 8:00 am, is everyone there 15 minutes early or 

just in time? There are many others but as you get better at observing and asking questions, it will all 

become second nature.  

5ƻ ¸ƻǳǊ Wƻō ŀƴŘ ¢ƘŜƴ {ƻƳŜΥ Some people think that doing their job well enough to keep the job is 

satisfactory. But simply doing just what is expected isnΩt enough to make you stand out to your supervisor. 

Here are some things you can do to exceed the expectations: 

LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǎƻƳŜǘƘƛƴƎ ǘƻ ŘƻΣ ŬƴŘ ǎƻƳŜǘƘƛƴƎΦ If 

you have completed your tasks you need to either look 

around for something else to do or ask your 

supervisor. The most successful employees are the 

ones that not only get their work done but go the extra 

mile.  

±ƻƭǳƴǘŜŜǊ ǘƻ ƘŜƭǇ ŀ Ŏƻ-ǿƻǊƪŜǊΥ If you are done with 

your work, a good way to develop relationships and 

contribute to the company is to offer assistance to 

your co-workers and/or take the initiative if you see something that needs to be done, i.e., taking the trash 

out, cleaning up the break room. 

hũŜǊ ǘƻ ƭŜŀǊƴ ǎƻƳŜǘƘƛƴƎ ƴŜǿΥ Chances are that if you seem to have extra time each day, you have 

mastered your regular duties. This is a perfect time to approach your supervisor and offer to learn 

something new and take on additional work.  

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwiTlMOducPiAhVGs1kKHYpADTkQjRx6BAgBEAU&url=%2Furl%3Fsa%3Di%26rct%3Dj%26q%3D%26esrc%3Ds%26source%3Dimages%26cd%3D%26ved%3D2ahUKEwiA7PScucPiAhXEtVkKHf7AAugQjRx6BAgBEA
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tǊƻǾƛŘƛƴƎ hǳǘǎǘŀƴŘƛƴƎ /ǳǎǘƻƳŜǊ {ŜǊǾƛŎŜΥ If you donΩt already know, the customer is the real reason behind 

your job. They are the ones that purchase the products or services of your company and ultimately, that is 

where your paycheck comes from. When you provide outstanding customer service, both the customer and 

your supervisor will take notice. Customers who have a good experience are the ones that keep coming 

back. Here are a few ideas that might help you go above and beyond basic customer service:  

Go beyond basic customer service: All customers have certain expectations when they enter a business. 

Some of these include being welcomed, having friendly employees and getting assistance when they need it. 

What you need to do is figure out ways to exceed these expectations. For example, if you notice a regular 

customer and know his or her name, go out of your way to greet them by using his or her name. DonΩt wait 

for customers to ask you for assistance. You can ask them right up front, and if they donΩt need assistance 

then, simply tell them your name and that you would be willing to help them if they do.  

Remain calm when you have an upset customer: As much as companies try to avoid it, there will always be 

times when we encounter an upset customer. It is very important to avoid becoming defensive and making 

excuses. You need to listen to what the customer needs and express to him or her that you will do your best 

to figure it out. If you canΩt meet his or her need, find a co-worker or supervisor to help you out. Both the 

customer and your supervisor will appreciate your attention to this.  

.Ŝ ŀ ¢ŜŀƳ tƭŀȅŜǊΥ It is a known fact that employers will value those employees who are team players 

more than those who might have better skills for the job. You can increase your value as an employee by 

being a team player. This doesnΩt mean you have to be best friends with every employee. It is more about 

getting along with others. Here are a few tips to becoming a great team player: 

Jump in and do a task that everyone really doesnΩt want to do. This doesnΩt mean you have to do it all the 

time but it does show you are willing to help out.  

One thing that goes on in most every work place is gossip. Team players do not get caught up in gossip and 

for the most part, gossip is rarely the truth and can be very hurtful to not only the person, but to the overall 

work environment. Additionally, if you are caught gossiping, other coworkers will lose their trust in you and 

it can be very hard to build that trust back with them.  

Be positive even in the tough times. A positive attitude can be contagious and most everyone enjoys being 

around people who have a great attitude. Obviously you are going to have some days that are better than 

others but you need to do your best to keep a good attitude. Also, this isnΩt just about you. You will find 

some of your co-workers who are going to have a bad day and you need to offer encouragement and 

support. They will appreciate this more than you realize.  
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/ƻƳƳǳƴƛǘȅ wŜǎƻǳǊŎŜǎ 

In order for you to be successful in employment, it is important for you to know what supports may be 

available to you in your everyday life. There are many ways in which a community, and the resources 

available within your community, can help you achieve your goals. Some examples of areas in which your 

community may be able to assist you are: transportation, clothing, and money management. Listed below 

are some resources you should keep in mind that may help you with achieving your goals.  

¢ǊŀƴǎǇƻǊǘŀǝƻƴ hǇǝƻƴǎΥ Within each community there are a variety of transportation options that can 

be looked at to assist you with getting to and from work. Below are some examples of resources for 

transportation.  

 Cab Companies 

 Para-transit 

 Public Bus Routes 

 Independent Living Centers 

 Neighbors 

 Friends 

 Family 

 Co-workers 

aƻƴŜȅ aŀƴŀƎŜƳŜƴǘΥ Money management is a very important aspect of employment. You will need 

clothing items possibly for your new work environment. We all know that clothing can be expensive. Listed 

below are just some resources that can assist you with obtaining clothing for interviews and work. These 

are just examples: 

 Thrift Stores 

 Faith Based Organizations 

 Consignment Shops 
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9ŘǳŎŀǝƻƴΥ If you are interested in furthering your education or receiving additional training for a 

particular trade, your local community may have resources to assist with this area. Below are some 

examples of places you may be able to go to receive additional training: 

 Community Colleges 

 Trade, Technical and Career Schools 

 Colleges and Universities  

 Workforce Development Offices 

hǘƘŜǊ /ƻƳƳǳƴƛǘȅ wŜǎƻǳǊŎŜǎΥ Communities across Missouri have a variety of resources that are available 

to assist with any number of things. The lists are not all inclusive, but are just some examples of additional 

resources that may be available to you.  

 tǳōƭƛŎ [ƛōǊŀǊƛŜǎΥ Libraries in Missouri offer an array of services and each varies by location. For 

 more  information about a public library near you, visit ƘǧǇΥκκǿǿǿΦǇǳōƭƛŎƭƛōǊŀǊƛŜǎΦŎƻƳΦƘǘƳƭ and 

 click on the link to your local library. 

 aƛǎǎƻǳǊƛ !ǎǎƻŎƛŀǝƻƴǎ ŦƻǊ /ƻƳƳǳƴƛǘȅ !ŎǝƻƴΥ Community Action organizations exist to fight 

 poverty. This is done through training, advocacy, awareness, technical assistance, etc. For more 

 information,  visit: ƘǧǇΥκκŎƻƳƳǳƴƛǘȅŀŎǝƻƴΦƻǊƎκƘǘƳƭ where you can find links to the Community 

 Action  organization in your area.  

 CŀƛǘƘ .ŀǎŜŘ hǊƎŀƴƛȊŀǝƻƴǎΥ These organizations often offer a wide variety of services, including job 

 search services, clothing closets, mentors, volunteer opportunities, etc.  

 [ƻŎŀƭ tǳōƭƛŎ IŜŀƭǘƘ !ƎŜƴŎƛŜǎΥ These agencies offer a variety of services, which may include: vital 

 records, TB testing, immunizations, WIC, etc. If you visit ƘǧǇΥκκǿǿǿΦŘƘǎǎΦƳƻΦƎƻǾκ[tI!κ[tI!ǎΦƘǘƳƭ, 

 you can pick your county to find out more about your local public health agency.  
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!ŘŘƛǝƻƴŀƭ Wƻō {ŜŀǊŎƘ wŜǎƻǳǊŎŜǎ 

WŀƴΦǿǾǳΦŜŘǳ: Job Accommodation Network -  this website provides useful information on job 

accommodations.  

DŜǩƴƎƘƛǊŜŘΦŎƻƳ: There are opportunities on this job site for networking and mentoring. In addition, 

there are job listings and interview preparation resources.  

5ƛǎŀōƛƭƛǘȅΦƎƻǾ: This website provides information on education, employment, housing, transportation, 

civil rights, etc.  

9!wb²ƻǊƪǎΦŎƻƳ: The Employer Assistance and Resource Network -  this website is useful to employers 

and job seekers alike. ThereΩs information on resume writing, cover letters, interviews, etc.  

5ƻƭΦƎƻǾκƻŘŜǇκ: Office of Disability Employment Policy website. There are many useful resources on this 

site. If you click on the publications link on the left side of the page, it will take you to information about 

disclosure, resume writing, accommodations, etc.  

²ƻǊƪǎǳǇǇƻǊǘΦŎƻƳκǊŜǎƻǳǊŎŜǎ: Virginia Commonwealth UniversityΩs website about work support. 

Provides many useful tools, including information about disclosure, assistive technology, job retention, 

etc.  

!ŧΦƻǊƎκ/ŀǊŜŜǊ/ƻƴƴŜŎǘ: This website is maintained by the American Foundation for the Blind and has 

many career resources, including career exploration tools, job search strategies, technological 

information, etc. You are also able to search for a volunteer mentor to assist you as you go through your 

job search.  

YŜȅ DƻǾŜǊƴƳŜƴǘ !ƎŜƴŎƛŜǎ 

5ƛǾƛǎƛƻƴ ƻŦ ²ƻǊƪŦƻǊŎŜ 5ŜǾŜƭƻǇƳŜƴǘ 

The Division provides services for businesses and job seekers through the Missouri Career Centers and 

MissouriCareerSource.com. The Division works with a number of strategic partners to skill up MissouriΩs 

workforce for todayΩs business and industry needs. They have a wealth of information and resources 

about workforce services.  

±ƻŎŀǝƻƴŀƭ wŜƘŀōƛƭƛǘŀǝƻƴ 

Missouri Division of Vocational Rehabilitation (MDVR) operates under the Missouri Department of 

Elementary & Secondary Education (DESE). The Division is made up of three core programs: Vocational 

Rehabilitation (VR), Disability Determination Services (DDS), and Independent Living (IL). All three 

programs are dedicated to providing quality services to our consumers and to increasing their 

independence.  
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Eligibility requirements apply. Depending on your income and resources, some of the services may be at 

no cost or partial cost, or all cost to the person.  

 Assessment -  to determine extent of disability and what services are required for employment.  

 Evaluation -  to determine the best type of work. 

 Guidance -  in choosing suitable employment.  

 Individual Counseling 

 Medical, surgical, psychiatric or hospital care -  to reduce or remove disabling conditions.  

 Assistive devices - which increase ability to work. 

 Vocational Training - to prepare for employment, this may include tuition and fees as well as 

 books and supplies for education in college, university, trade school, community rehab program or 

 on-the-job training.  

 Basic Living Transportation Cost - Necessary to participate in a training program.  

 Job related tools and licenses 

 Assistance in developing job-seeking skills 

 Assistance in finding a job 

 Independent Living Center - information and referral, independent living, skills training; advocacy 

 and peer support.  

 Supported Employment - up to nine months of community based job training if other funding 

 sources are available to provide long-term follow-along and support services on the job that is 

 needed to remain employed.  

5ŜǇŀǊǘƳŜƴǘ ƻŦ aŜƴǘŀƭ IŜŀƭǘƘ -  ƘǧǇΥκκǿǿǿΦŘƳƘΦƳƻΦƎƻǾκƳǊŘŘκƳǊŘŘƛƴŘŜȄΦƘǘƳ 

Department of Mental Health establishes philosophy, policies, standards, and quality outcomes for 

prevention, education, habilitation, rehabilitation, and treatment for Missourians challenged by mental 

illness, substance abuse/addiction, and developmental disabilities.  

Eligibility requirements apply, based on diagnosis and functional limitations. See website for more details. 

Medicaid Waiver Programs -  the Missouri Department of Mental HealthΩs Division of Developmental 

Disabilities (DD) administers four 1915 (c) Home and Community Based Medicaid Waiver programs for 

individuals with developmental disabilities. Each waiver has a variety of services available for people who 

are eligible.  

*  Targeted Case Management - assists individuals eligible for services from the Division of 

 Developmental Disabilities in accessing comprehensive medical social, educational, and other 

 specialized services.  

*  Quality Assurance - Regional Office provides oversight and enhancement activities of all services 

 funded by the Division of Developmental Disabilities.  
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{. пл /ƻǳƴǝŜǎ 

 Some counties in Missouri have passed a local levy which collects funds to support individuals with 

 developmental disabilities. You can go to this website to see what services are offered in the various 

 SB 40 counties: ƘǧǇΥκκƳŀŎŘŘǎΦƻǊƎκŎƻǳƴǘȅψƘǘƳƭ. 

wŜƘŀōƛƭƛǘŀǝƻƴ {ŜǊǾƛŎŜǎ ŦƻǊ ǘƘŜ .ƭƛƴŘ -  ƘǧǇΥκκǿǿǿΦŘǎǎΦƳƻΦƎƻǾκŦǎŘκǊǎōκ 

Rehabilitation Services for the Blind (RSB) provides services to people with varying degrees of visual 

impairment, ranging from those who cannot read regular print to those who are totally blind.  

These services are provided on the premise that with adequate preparation and reasonable accommodation, 

each blind or visually impaired person will be able to achieve his or her maximum potential in the home and 

community, in educational settings, and in employment.  

 Counseling -  provides casework and /or counseling services to assist the family in maximizing the 

 childΩs potential and minimizing the impact of blindness. 

 Employment/Job Training -  Children fourteen and older are also served by RSB in vocational 

 rehabilitation transition program.  

 Information and Referral -  RSB staff provide referral and resource information to schools and families 

 about issues involving vision loss.  

 Support for Parents -  RSB staff provides parent education on how to stimulate blind or visually 

 impaired children and on how to enhance independent living skills. RSB staff provides advocacy 

 services for blind or visually impaired children and  their families. RSB staff will, at the request of 

 families or schools, attend IEP meetings to help identify childrenΩs needs  and how to meet those 

 needs.  

LƴŘŜǇŜƴŘŜƴǘ [ƛǾƛƴƎ /ŜƴǘŜǊǎ -  ƘǧǇΥκκǿǿǿΦƛƭǊǳΦƻǊƎκƘǘƳƭκǇǳōƭƛŎŀǝƴǎκŘƛǊŜŎǘƻǊȅκƳƛǎǎƻǳǊƛΦƘǘƳƭ 

Centers for Independent Living (CILΩs) are private, nonprofit corporations that provide services to maximize 

the independence of individuals with disabilities and the accessibility of the communities they live in. Centers 

are funded in part by the Department of Education, Rehabilitation Services Administration, Independent 

Living Branch, to provide, among other things, several core services such as advocacy, independent living 

skills training, information and referral, and peer counseling.  

aƛǎǎƻǳǊƛ !ǎǎƻŎƛŀǝƻƴǎ ŦƻǊ /ƻƳƳǳƴƛǘȅ !Ŏǝƻƴ -  ƘǧǇΥκκǿǿǿΦŎƻƳƳǳƴƛǘȅŀŎǝƻƴΦƻǊƎκ 

Assist with childcare so parents can obtain education to improve their job opportunities. Find solutions to 

transportation obstacles so people can get to work. Weatherize homes to reduce energy costs. They help 

families save to buy homes of their own. These and other community action agencies help families work their 

way to self-sufficiency.  
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{ƻŎƛŀƭ {ŜŎǳǊƛǘȅ ²ƻǊƪ LƴŎŜƴǝǾŜǎ 

National research has consistently demonstrated that many Social Security Administration (SSA) disability 

beneficiaries hesitate to participate in return to work efforts due to fear that paid employment will cause a 

loss of critical cash benefits and health insurance. Special rules make it possible for people with disabilities 

receiving Social Security or Supplemental Security Income (SSI) to work and still receive monthly payments 

and Medicare or Medicaid. Social Security calls these rules άwork incentives.έ Following are some helpful 

resource links through which you might access personal support as well as obtain more information about 

work incentives.  

{ƻŎƛŀƭ {ŜŎǳǊƛǘȅΥ For information helpful to people with disabilities, their families, teachers, and others 

regrading work incentives, consult the SSA websites at: 

ƘǧǇΥκκǿǿǿΦǎǎŀΦƎƻǾκǿƻǊƪ 

ƘǧǇΥκκǿǿǿΦǎǎŀΦƎƻǾκŘƛǎŀōƛƭƛǘȅǊŜǎŜŀǊŎƘκǿǊƻƪƛƴŎŜƴǝǾŜǎΦƘǘƳƭ 

ƘǧǇΥκκǿǿǿΦǎƻŎƛŀƭǎŜŎǳǊƛǘȅΦƎƻǾκŘƛǎŀōƛƭƛǘȅǊŜǎŜŀǊŎƘκǿƛκƎŜƴŜǊƭƛƴŦƻΦƘǘƳІǿƻǊƪ 

¢ƘŜ ¢ƛŎƪŜǘ-ǘƻ-²ƻǊƪ tǊƻƎǊŀƳΥ This program offers people with disabilities a άTicketέ to obtain the 

employment support services, vocational rehabilitation services, and other services they may need to get 

and keep a job. Find out more information about this program at ƘǧǇΥκκǿǿǿΦȅƻǳǊǝŎƪŜǧƻǿƻǊƪΦŎƻƳΦ  

tǊƻǘŜŎǝƻƴ ŀƴŘ !ŘǾƻŎŀŎȅ ŦƻǊ .ŜƴŜŬŎƛŀǊƛŜǎ ƻŦ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ όt!.{{ύΥ This program offers beneficiaries 

information, consultation, and legal representation around work incentives, vocational rehabilitation, other 

employment services, and the Ticket-to-Work program. PABSS projects operate in every state. MissouriΩs is 

provided through Missouri Protection and Advocacy and can be accessed via the following link: ƘǧǇΥκκ

ǿǿǿΦƳƻŀŘǾƻŎŀŎȅΦƻǊƎκt!.{{ΦƘǘƳƭΦ 

²ƻǊƪ LƴŎŜƴǝǾŜǎ /ƻǳƴǎŜƭƻǊǎ ŀƴŘ !ǎǎƛǎǘŀƴŎŜ ό.ŜƴŜŬǘǎ tƭŀƴƴŜǊύΥ In Missouri, individuals can receive direct 

personal assistance related to understanding and utilizing SSA work incentives. There are two organizations 

that provide these services based upon your county of residence. You can access additional information via 

the following links: ƘǧǇΥκκǿǿǿΦƳƻŀŘǾƻŎŀŎȅΦƻǊƎκ²Lt!ΦƘǘƳƭ or ƘǧǇΥκκǿǿǿΦǇŀǊŀǉǳŀŘΦƻǊƎκtǊƻƎǊŀƳǎκ

{ƘƻǿaŜ9ƳǇƭƻȅƳŜƴǘΦƘǘƳƭΦ  

¢!/9 /ŜƴǘŜǊ ŀǘ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅ ƻŦ aƛǎǎƻǳǊƛ-/ƻƭǳƳōƛŀΥ This organization maintains a SSA work incentives 

resource page which can be accessed through: ƘǧǇΥκκǿǿǿΦǊŎŜǇтΦƻǊƎκǎǎŀǿƻǊƪκŘŜŦŀǳƭǘΦƘǘƳƭΦ 

t!/9w /ŜƴǘŜǊΥ PACERΩs Technical Assistance on Transition and the Rehabilitation Act (TATRA) Project 

focuses on helping families prepare youth with disabilities for employment and independent living. 

Resource information related to work incentives can be accessed via: ƘǧǇΥκκǿǿǿΦǇŀŎŜǊΦƻǊƎκǘŀǘǊŀκ

ǊŜǎƻǳǊŎŜǎκǎƻŎƛŀƭǎŜŎΦŀǎǇΦ 



65 

9ƳǇƭƻȅŜǊ wŜǎƻǳǊŎŜǎ 

According to employers, the number one staffing issue they face is hiring and retaining qualified employees. 

This is a concern that becomes more pressing as we begin to feel the crunch of a shrinking and aging 

workforce. To remain competitive, employers are looking beyond the traditional labor sources to access 

skilled, qualified workers. This includes focusing recruitment efforts on under-represented job candidates 

including people with disabilities. The following resources are sampling of those available to assist 

employers to achieve this goal.  

tŜƻǇƭŜ ǿƛǘƘ 5ƛǎŀōƛƭƛǝŜǎΥ !ƴ ¦ƴǘŀǇǇŜŘ .ǳǎƛƴŜǎǎ wŜǎƻǳǊŎŜΥ The successful employment of people with 

disabilities starts with an understanding of how hiring people with disabilities can increase diversity and 

further an organizationΩs mission or a businessΩs financial bottom line. The Missouri Developmental 

Disabilities Council and the University of Missouri, Kansas City Institute for Human Development offer an 

online curriculum with two modules: Diversity in Employment and Disability Awareness as well as the 

Americans with Disabilities Act (ADA) and Reasonable Accommodations. These modules can be accessed 

via: ƘǧǇΥκκŜƳǇƻǿŜǊƳƻǘǊŀƛƴƛƴƎΦƻǊƎκ 

CƻǊ9ƳǇƭƻȅŜǊǎΦŎƻƳΥ This web site uses technology and flexible design strategies (or universal design) to 

bridge the needs of the business community and the employment needs of people with disabilities. The site 

provides straightforward solutions and information that address everyday human resource issues, especially 

as they relate to current or future employees with disabilities.  

¢ƘŜ hŶŎŜ ƻŦ 5ƛǎŀōƛƭƛǘȅ 9ƳǇƭƻȅƳŜƴǘ tƻƭƛŎȅ ǿƛǘƘ ǘƘŜ ¦Φ{Φ 5ŜǇŀǊǘƳŜƴǘ ƻŦ [ŀōƻǊΥ ODEP offers a number of 

employer resources that can be accessed via the following link: ƘǧǇΥκκǿǿǿΦŘƻƭΦƎƻǾκƻŘŜǇκŎŀǘŜƎƻǊƛŜǎκ

ŜƳǇƭƻȅŜǊκΦ 

5ƛǾŜǊǎƛǘȅ ²ƻǊƭŘΥ This site has a wired range of resources and information on accommodations, job 

development and other topics. Of particular interest might be a series of online videos for employers. The 

videos highlight successes and strategies for developing an inclusive workforce. Access the following link: 

ƘǧǇΥκκǿǿǿΦŘƛǾŜǊǎƛǘȅǿƻǊƭŘΦŎƻƳκ5ƛǎŀōƛƛǘȅκƛƴŘŜȄΦƘǘƳƭΦ 

¢ƘŜ Wƻō !ŎŎƻƳƳƻŘŀǝƻƴ bŜǘǿƻǊƪΥ JAN is a comprehensive resource on job accommodations which 

targets several audiences, including employers. Information for employers includes information of the ADA 

regarding interviewing, developing policies and procedures, job restructuring and a host of useful topics.  

ƘǧǇΥκκǿǿǿΦƧŀƴΦǿǾǳΦŜŘǳκ 

!5! tǊƻƧŜŎǘΥ Each of the ten federal regions has an ADA project. The Great Plains center serves Missouri, 

Iowa, Nebraska and Kansas. There are many excellent resources including a fairly extensive on-line training 

course called ADA Basic Building Blocks. A number of helpful publications are available, including 

publications on accessibility guidelines and technical assistance manuals offering guidance on 

implementation of the ADA with respect to employment, local governments and the private sector. ƘǧǇΥκκ

ǿǿǿΦŀŘŀǇǊƻƧŜŎǘΦƻǊƎκΦ 
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! DǳƛŘŜ ŦƻǊ /ŀǊŜŜǊ 5ƛǎŎƻǾŜǊȅ ǿŀǎ ƳŀŘŜ ǇƻǎǎƛōƭŜ ōȅ aƛǎǎƻǳǊƛ 5ŜǾŜƭƻǇƳŜƴǘŀƭ 5ƛǎŀōƛƭƛǝŜǎ /ƻǳƴŎƛƭΩǎ 

ŎƻƴǝƴǳŜŘ ŎƻƳƳƛǘƳŜƴǘ ǘƻǿŀǊŘǎ Ŧǳƭƭ ŎƻƳƳǳƴƛǘȅ ǇŀǊǝŎƛǇŀǝƻƴ ŦƻǊ ǇŜǊǎƻƴǎ ǿƛǘƘ ŘƛǎŀōƛƭƛǝŜǎΦ Lǘ ƛǎ ŘŜǎƛƎƴŜŘ 

ǘƻ ǎǳǇǇƻǊǘ Ƨƻō ǎŜŜƪŜǊǎ ǘƻ Ǉƭŀƴ ŦƻǊΣ ŀƴŘ ŀŎƘƛŜǾŜ ƛƴǘŜƎǊŀǘŜŘ ŎƻƳƳǳƴƛǘȅ-ōŀǎŜŘ ŜƳǇƭƻȅƳŜƴǘΣ ŜŀǊƴƛƴƎ 

ŎƻƳǇŜǝǝǾŜ ǿŀƎŜǎ ŀƴŘ ōŜƴŜŬǘǎ ƭƛƪŜ ƻǘƘŜǊ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ ŎƻƳƳǳƴƛǘȅΦ  

 

 

tƭŜŀǎŜ ŎƻƴǘŀŎǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇŜǊǎƻƴǎ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǝƻƴ ƻǊ ŀǎǎƛǎǘŀƴŎŜ ƛƴ ǳǎƛƴƎ ǘƘƛǎ DǳƛŘŜΥ 

/ƘŀȊ bƛŎƪƻƭŀǳǎΥ 9ƳŀƛƭΥ /ƴƛŎƪƻƭŀǳǎϪƳƻŘŘŎƻǳƴŎƛƭΦƻǊƎ улл-рлл-туту 

/ƘŀǊƭƛŜ DŜǊƳŀƴΥ 9ƳŀƛƭΥ /ƎŜǊƳŀƴϪƳƻŘŘŎƻǳƴŎƛƭΦƻǊƎ улл-рлл-туту 

 

¢Ƙƛǎ ōƻƻƪƭŜǘ ǿŀǎ ŦǳƴŘŜŘ ǘƘǊƻǳƎƘ ŀ ƎǊŀƴǘ ŦǊƻƳ ǘƘŜ ah55/Σ ǳƴŘŜǊ ǘƘŜ ǇǊƻǾƛǎƛƻƴǎ ǿƛǘƘ t[Φ млс-плнΣ ǘƘŜ 

5ŜǾŜƭƻǇƳŜƴǘŀƭ 5ƛǎŀōƛƭƛǝŜǎ !ŎǘΦ  

 

 


