Job Development:
The Path to Careers

The shift between organizational
marketing and job development will be
relatively seamless, in the supported employ-
ment organization that incorporates organi-
zational marketing as a significant function of
their service delivery practices. Quality sup-
ported employment services will include
planning asacritical and on-going activity. The
planning function of organizational marketing,
as well as job development ensures that al
employment related services are driven by the
specific interests and needs of: 1) job seekers
with significant disabilities; and 2) community
employers. Yet, because individua interests
and needs are never stagnant, the re-sults of the
planning processwill constantly beevolvingand
continually individualized. If  supported
employment personnel are actively engaged in
cultivating a strong open relation-ship between
themselves and individuals with significant
disabilities and community em-ployers, both
individual and group needs will be
communicated back to the organization. When
implemented correctly this process will allow
supported employment organi zationsto always
be in aposition to deliver needed ser-vicesin a
timely manner.

Aspresented in chapter 2, market-based
planning provides supported employment

personnel engaged in job development activ-
ities with critical information, to influence and
shape the overall service provisions of the
organization.  Conducting business in this
manner will ultimately build a strong organi-
zation and asolid community reputation. Target
areas for information gathering includes the
items listed in the table below.

MARKET-BASED PLANNING &
INFORMATION GATHERING
AREAS

Interests and Needs of People with
Significant Disabilities

Interests and Needs of Community
Employers

Labor Market Information (i.e. status
of business growth and decline)

Economic Trends (i.e. unemployment
rate, current and projected)

Political & Social Influences Af-
fecting Supported Employment Ser-
vices (i.e. community perception of
inclusion, compliance with ADA, and/
or other disability related legidation.)

Demographic Data (who lives in the
community and in what locations).

The employment specialist will engage



in awide variety of activities associated with
job development. At first glance many of these
activitieswill not appear to be directly assisting
a supported employment job seeker in ob-
taining ajob. A common mistake among many
employment specialistsis to expect that al job
development activities will lead to a specific
job.  While this is the ultimate goal of job
development it may not always be achieved.
Rather, job development dovetails with
marketing and as such, entails developing long
term, mutually profitable, and vauable rela
tionships. Consequently, every interactionisa
building block of this relationship and must be
understood as such. If an employment special-
ist understandsthe objectives behind each of the
activitiesassociated with job development, then
thejob-hunt processwill becomere-warding for
all of the parties involved.

For example, the supported employ-
ment job development objective for mailing an
organizational letter of introduction to a com-
munity businessisto successfully gain accessto
an employer with the identified business.
Therefore, when an introductory letter assists
supported employment personnel in securing a
business appointment, this job development
activity should be considered a success; even if
asupported employment customer never getsa
job at the particular place of business. Gaining
access to the employer was a successful job-
hunt activity becausetheemployment spec-ialist
was able to meet with the employer, gain
important information about the business, and
obtai n specific detail sregarding personnel hiring
issues within the corporation. It will be
important for employment specidists and
customersto acknowledge the accomplishment
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of all successful objectives. These accomp-
lishments will then be evaluated along with
issues and concerns in the job development
process.

IRECTING THE
JOB-HUNT

D

Supported employment customers will
choose to lead, direct , actively participate, or
samply stay informed during the job develop-
ment or job-hunt process. Thekey to providing
a customer-driven approach is to work with
supported employment customersto assist them
in determining their role, duties, and re-
sponsibilities.  Job seekers should be en-
couraged and supported to exert control over
their own job development process. Therefore,
the employment specidlist is aways working
from aleast to most intrusive approach and is
careful not to provide more assistance than the
job seeker needs to be successful in obtaining
employment. It stands to reason that
customers who have been very active in
obtaining the job of their choice will have a
greater sense of success and a stronger
commitment to the business and to ther
employer.

There areavariety of different waysfor
a customer to participate in the job develop-
ment process to include: creating a resume,
telephoning the employment specialist with job
leads, cold calling employers, and networking
with family and friends. Regardless of how the
customer shapes his or her role, the employ-
ment specialist would continue to be available
and to provide direct support or assistance.
The partnership that is ultimately developed



between the customer and the employment
specialist will require supported employment
personnel to develop a strong working knowl-
edge of the interests, abilities, and experiences
of al job seekers. The following table presents
various avenues for increasing customer in-
volvement in the job development process. Itis
important to remember that most customerswill
choose to use a combination of the tech-niques
presented here.

TECHNIQUESFOR INCREASING
CUSTOMER INVOLVEMENT IN
JoB DEVELOPMENT

Develop an Employment Resume

Contact the Employment Specialist
with Job Leads

Ask Family Members About Job
Openings

Ask Friends About Job Openings

Cold Calling Employers

NOWING THE JOB SEEKER

Before job-hunting can begin for a
gpecific individual, it is imperative for the
employment specialist to gan first hand
knowledge about theindividual and to establish
an effective and comfortable level of communi-
cation. Creating the opportunity to get to know
a supported employment customer is some-
times difficult. For this reason it is often
overlooked as a step in the job development
process. Yet, it will be through this process
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that the employment specidist will be able to
become familiar with an individua’s positive
characteristics, preferences, potential needs, and
significant family and community supports. In
addition, the accomplishment of this step will
help to define the roles and responsibilities for
the customer and the employment specialist
during job development.

Taking time to really get to know an
individua will enabletheemployment special-ist
to rely upon recent, first hand knowledge that
hasbeen obtai ned through direct con-versations
and observations. Typicaly, themgority of this
information will be obtained during the
customer profile component, as described in
Chapter 3 of the handbook. Yet, many
supported employment customers and
employment specialistswill want to spend some
additional time getting to know each other for
roleclarification. Thereare many creativeways
to accomplish this objective and to collect the
information desired. Severa techniques can
eadly be incorporated into the employment
gpeciaist’'s routine activities during job
development to include: schedule ahome visit,
plan an information sharing meeting, invite the
job seeker to accompany the employment
specialist duringacommunity analysisand labor
market screening (encourage the individual to
direct this activity by visiting those community
businesses that are of per-sonal interest to the
job seeker), encourage the job seeker to
participate in several job analysis activities that
appear interesting or are in an area that is
totally unfamiliar, and ensure



regular and consistent contact once job
development has begun. The table below
providesalist of job development activitiesthat
the job seeker and the employment specialist
can perform together in an effort to gan
information and to establish a rapport.

TECHNIQUESFOR ESTABLISHING
RAPPORT WITH THE
JOB SEEKER

Home Visit

Information Sharing Meeting
Community Job Market Screening
Activities

Structured Business Site Visits Di-

rected by the Job Seeker’s Personal
Interests

Employment Site Visits in Occupa-
tiona Areasthat are Unfamiliar to the
Job Seeker

Job Analysis Activities

Regular Job Development Communi-
cation Updates

Communication M ethod

The employment specialist will want to
learn as much about the individua as possible
and identify an effective communication sys-
tem. Verba communication is not always the
most effective or reliable form of transferring
information for many individuals, and for some
individuals it may be non-existent. Once the
employment specidist is able to effectively
communicatewith theindividual the benefit will
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be two-fold. First, effective communi-cation
will enable the employment specialist to gather
important interest and preference information
from the customer to guide the job devel opment
process. Secondly, once the em-ployment
speciaist and the customer establish a strong
communication system, together they will be
able to demonstrate this method, through
routine interactions and thereby edu-cate the
employer, co-workers, and others. Often times
this type of informa education and/or
demonstration can be extremely effec-tive in
assisting an employer to feel com-fortable and
reduce her or his concerns about future
employee communication iSsues.

Assertive Communication

Establishing a comfortable and open
form of communication isequally important. If
the supported employment job seeker does not
feel comfortablewiththeemployment specialist,
he or sheisnot likely to shareideas or feelings
that later could be critical in selecting an
employment position. For ex-ample, “I don’'t
want that type of work”; “1 hate the color red”;
or “I’m afraid of going outside after dark”.
Knowing the individual will enhance the
employment speciaist’s ability to determine
when the person is open and ex-pressing her or
hisreal feelings or merely acting polite. While
establishing rapport and communication, the
pertinent information to gather should include
but not be limited to: theindividua’slikesand
didikes, preferences, physical and cognitive
abilities; learning styles, environmental
responses; socia and recrea-tional participation,
independent living skills; transportation; money
skills, and time recogni-tion. There are severa



documents that address these preferences,
interests, and skills, and can be found in
Chapter 3 of the handbook.

B

USINESS PARTNERSHIPS

There is a duplicate function that
crosses the activities that are associated with
organizational marketing and job devel opment.
This duplicate function is known as developing
corporate relationships and business linkages
for building strong future business partnerships.
Typicdly, most supported employment pro-
grams do not engage in this activity. Yet, if
relationships are carefully built then partner-
ships will be developed with the business com-
munity. This approach can make the differ-
ence between success and failure in the job
development process. Generaly, the mistake
that many employment specialists make during
job development isto focus exclusively on con-
tacting employers for the sole purpose of
obtaining ajob. Although the ultimate goal is
to assist persons with significant disabilities in
obtaining employment and building careers,
solely pursuing jobs is shortsighted.

Employment speciaists who are suc-
cessful and enjoy the job development process
have built solid and trusting relationships with
the business community. Employment special-
ists, aswell asindividuals with significant disa
bilities who spend time conducting informa-
tional interviews will be rewarded with arich
pool of businesses who are interested in the
services offered by the supported employment
organization. These companies will know that
the supported employment organization under-
stands their business and is interested in
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establishing a mutually satisfying relationship.
Using the data from an extensive labor
market analysiswill form the building blocksfor
creating these important relationships. The
employment specialist must analyze the infor-
mation that was gained during organizational
marketing to identify businesses in the com-
munity, especiadly those that have jobs and
careersthat match the job interests and abilities
of the organization’s customers. Armed with
this information, the employment specidist is
able to target specific employers and to begin
job development. Theremaining portion of this
chapter will present information on tools of the
trade, business etiquette, creating a business
profile, making a business contact, sales tech-
niques, and job restructuring or job carving.

P

ROMOTIONAL TOOLS

As discussed in chapter two of this
manual, the extent and type of promotion used
by an organization is generated from organiza-
tional marketing. Before an employment spec-
idist and/or customer engages in the job devel-
opment or the job search process, he or she
should have a packet of information that ooks
professional and serves a specific set of objec-
tives. As supported employment organizations
begin to develop important tools for job
development, customers should participate in
the lay-out and design of all promotiona
instruments. These tools are described below
and include the items found in the following
table.



PROMOTIONAL TOOLS

# Letters of Introduction

# Advetising Flyers

# Business Cards

Lettersof Introduction

A letter of introduction is a personal
letter on the organization’s employment ser-
vices letterhead. This letter is written to
introduce both the organization and the em-
ployment specialist. The purpose of theletter is
to help the employer to build an association
between the name of an organization and the
avallable service. The letter of introduction is
then followed by a phone call requesting a per-
sonal interview.
Sample Letter: ==

Are you in the market for competent,
hard working employees? Employment Ser-
vicesInc. specializesin finding the right person
for the right job. The enclosed brochure (or
fact sheet) describes the features of our busi-
ness. Over 50 employers in this community
have used our service. We are very interested
in adding Ford Motor Company to our list of
satisfied customers. | will be calling you next
week to set up an appointment.

Sample Follow-up
Telephone Call:

“Hello, my name is Jane Adams with
Employment Servicesinc. I’'mcalingtofollow
up on the letter | sent you last week. As |
mentioned, Employment ServicesInc. isan
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employment services agency that specializesin
a variety of jobs. 1'd like to meet with you
Thursday or Friday of next week to discuss
your personnel needs. | expect we'll need no
more than 25 minutes. Is this convenient for
you?’

Advertising Flyers

A well designed flyer iswritten to target
specific businesses. Organizations can develop
avariety of flyers specifically designed to meet
the targeted needs of a community business.
Using data from the community labor market
screening, specific targets can be set.  For
example, if your community has severa busi-
nessesthat devel op software, then this group of
employers would be targeted. A flyer would
then be developed that advertises how the
specific labor needs of the business can be
addressed through the supported employment
organization. In the software industry, for
example, the supported employment organi-
zation would include such occupations as
solderers and packagers.

Brochures

In addition to working with supported
employment customers in designing job devel-
opment tools, employment specialists should
also work with employers. Community em-
ployerscan provideagreat deal of assistancein
designing and printing attractive business
brochures. These brochures should be filled
with photos and visual images, with limited but
effective use of printed information. It isim-
portant to remember that most employers re-
celvealot of mail. A brochurethat is colorful,



attractive, and that clearly describes the
organization’s employment services will stand
out from other promotional materials.
Attempting to design an all purpose brochure
that combines, for example, children’s pro-
grams, residential services, sheltered work,
and competitive employment will not be effec-
tive or cost efficient. This type of brochure
does not provide the employer with a clear
understanding of the mission or purpose of
supported employment services.

Business Cards

Business cards should be professionally
printed with the name of the employment
speciaist and the organization in a prominent
position using atype or font style that is easily
deciphered. If atitle is used on the business
card, it should correspond to common business
language, rather than social service termi-
nology. For example, Mark Edward’s official
title is Case Manager. Mark should choose to
either not include his title on his business card
or make his title specific to employment, such
as Job Developer or Employment Specialist.
This will help to reinforce that the purpose of
the supported employment organization is
employment services.

NFORMATIONAL
| llinTERVIEWING

The initid interview with an employer
should be structured to obtain key pieces of
information about the company and, if appli-
cable, the specific job opening. This processis
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referred to as informationa interviewing.
During this type of interview the employment
gpecialist and/or supported employment
customer will want to obtain some fundamental
information about thebusiness. Important areas
for information gathering will evolve around
four mgor areas. One, the employment
gpeciaist will want to confirm some basic
information related to the business to include:
the complete corporate name and address, the
approximate size of the business, the type of
products and/or services that are available
through the company, and the name of the
company contact person. Another major area
for information gathering is related to the
company’s personnel needs, practices, and
experience. The employment specidist will
want to ascertain information related to the
company’s hiring practice, length of time re-
quired for the hiring process, experience with
job accommodations, projected hiring needs,
and types of servicesthat will be required from
an employment service business. A third area
for information gathering is to gain additional
information about the company. Asking ques-
tionsrelated to the company’ s productsand ser-
vices, as well as production and quality needs
will assist in providing an improved picture of
the overall business. Finaly, the fourth area
involves gaining information about any addi-
tional employment related service desires that
the company currently has or may experiencein
the future. The following table summarizesthe
important areas for information gathering
during the informational interview.



INFORMATIONAL INTERVIEW

1)
2)
3)
4)
5)
6)

Name of Business
Business Address
Size of Business
Business Products
Business Services

Contact Person

7)
8)
9)

Hiring Process
Projected Hiring Needs

Experiences with Job Accommoda-
tions

10) Experience Hiring Employees with

Disabilities

11) Services Required from an Employ-
ment Services Business

12) Employment Related Services Desires

Business I nterviewing

Conducting an informational interview
at a community business will have severa
important purposes. The primary purpose of
informationa interviewing is to give the em-
ployment specialist an opportunity to build
rapport with the employer without immediately
wanting something in return, such as a job.
The quality and quantity of the information that
is obtained during this process will determine a
successful outcome. Theemployment specialist
and/or the job seeker who can obtain a great
dea of specific information about a business
will be in an excellent position to guide the
employment selection process by matching job
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seeker interests and experiences with an
employment position. Some employ-ment
specidists use the interview process to make
sure that they are working with the business
representative who has hiring power. This may
take severd phone calls and interviews, but in
the long-run thistime intensive activity will pay
off when the employment specialist is able to
directly target job development activities
toward the indi-vidual who is responsible for
hiring.

A business interview should take no
more than 30 minutes of the employer’s time.
It isimportant for the employment specialist to
realize that time is an important factor for the
business community and theintent of thevisitis
to conduct an interview. Therefore, the best
way for the employment speciaist to gan
information about an employer’'s personnel
needs will be to ask questions. Much of the
initid interview time will be spent engaged in
informa conversation to become comfortable
with one another and to give a sense that the
two organizations can do business.

Business I nterview Case Study

Geri Temple is a new employment
gpecidist. Part of her on-the-job training at
Advantage Employment Services is to spend
two weeks conducting informational interviews
with different employers throughout her com-
munity. She worked with Joe Smith, Advan-
tage's Marketing Representative, to identify
several employers.  Today she is visiting
Harriman's Hallmark Showcase Card and Gift
Shop. She wrote the manager, Jill Phelps, a
letter introducing herself and her business last



week. A brief phone call with Ms. Phelps
established a convenient time for the informa-
tional interview.

Prior tothevisit Geri developed several
guestionsto ask Ms. Phelps. Realizing that she
wanted to get a lot of information in a short
period of time, Geri was concerned about using
her time wisely. Because she understood that
probing questions would encourage discussion,
her questions began with one of the following
words: who, what, where, when, why and how.
Sample questions developed for her interview
meeting with Ms. Phelps are provided below.

1. What types of job duties are performed at

this shop?

When are your busy seasons and how long
do they last?

3. How do you usually recruit employees?

What has been your experience with these
recruitment sources?

What are your performance expectations?

6. What services do you expect from employ-
ment service businesses?

Upon entering the card and gift shop,
Geri waseager toimmediately make Ms. Phelps
feed comfortable during the interview. She
initiated the meeting by remarking on the
attractive nature of the Hallmark Showcase and
the store’'s wonderful selection of cards and
gifts. Small talk, similar to what Geri was
doing with Ms. Phelps, is important because it
encourages conversation by both parties and
begins to establish afriendly rapport.

Once rapport is established, Geri can
shift her focus to gathering specific job-related
information. “Now Ms. Phelps, we at Advan-
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tage Employment Services are interested in
learning more about your personnel needs.
Should we do businesstogether, it isimportant
for us to know what you expect from your
employees. Let’s start with the different types
of job dutiesthat are performed.” During the
conversation, Geri is careful to watch Ms.
Phelps' facid expressions and body movement
to determineif Ms. Phelps appearsdistracted or
rushed. It will be important for employment
specialiststo become skilled at discerning body
language and facial expressions. Ascertaining
cues of this nature will make it apparent if for
example, the employment specidlist has arrived
at an inconvenient time for an interview. In
this situation, the employment specialist will be
able to suggest returning at another time.

Aspart of theinterview, Geri requested
ashort tour of the shop. During the tour, Geri
had the opportunity to ask specific questions
about job tasks and shop operations. In addi-
tion, Geri was able to observe employee inter-
actions and begin assessing the social and cul-
tural aspects of the gift shop. Observing and
asking questions regarding co-worker relation-
shipsand management style, as well as deter-
mining employees with influence, can provide
clues to the amount of co-worker or natural
support that will be available at the workplace
for an employee associated with supported
employment services.

After the tour, Geri still needs to obtain
such specific information about the gift shop as:
volume of the gift busness, number of
employees, and hiring process. As Geri asked
guestions of Ms. Phelpsregarding each of these
areas she carefully continued to take notes.
Geri wrote short notesto herself throughout the



entireinterview process. Although Geri iscon-
tinually gathering information, sheis careful to
keep eye contact and not to look away from
Ms. Phelpstoo frequently. Eye contact, smiles,
and nods of affirmation can be a powerful way
to communicate non-verbally.

Some employment specialists use their
organization’s forms to complete profile infor-
mation on the employer and conduct job analy-
ses, othersfeel comfortablejotting down notes.
Geri always keeps a tape recorder in her car.
Upon completing her informational interview
and returning to her car Geri turned on her tape
recorder and recorded additional notesthat she
was unable to write down during the interview
process. It is important for Geri to record
information, images, and conversations while
they are still fresh in her mind. In addition,
usng a system smilar to Geri’s will alow
employment specialists to actually expand on
the information from their hand written notes.

Geri’s company is very careful to keep
an accurate data base of al employer inter-
views. When Geri returned to her office she
completed her organization’s Business Inter-
view Form. In Geri’s case this was not diffi-
cult or time consuming because she had her
interview notes and tape recorder. These two
sources of information allowed Geri to com-
plete an accurate and detailed description of her
informational interview with Ms. Phelps. The
following is the business profile that Geri
developed on Harriman’'s Hallmark Showcase
Card and Gift Shop. A sample Business Inter-
view Form isfound in the Appendix at the end
of this chapter.
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BUSINESS INTERVIEW FORM

|. General Information

Company: Harriman's Halmark Show-
case Card and Gift Shop

Address. 9924 Main Street

Phone Number: (888) 261-8927

Contact Person: Jill Phelps

Title: Store Manager

II. Company Description

Number of Employees. 28 (15 full time
and 13 part time)

Description of Company Products/ Ser -
vices. Sdl smal gifts and cards and
provides wedding preparation services
to include: invitations, center pieces,
cake decorations, and engraving.

Production Needs. Thisisahigh volume
store with 1,500 pieces of stock
coming into the store twice per week.

Quality Needs: This store prides itself
on customer service. In addition, the
manager reports that she wants cus-
tomers to be impressed with the image
of the store Therefore, organization,
cleanliness, and lighting are dl critica
elements to her, and her company.

[11. Hiring Description

Hiring Process. The company has a
formal hiring process with written job
descriptions. The hiring process takes
approximately two weeks from inter-
view time. However, the time con-
suming factor is checking on refer-
ences.

Projected Hiring Needs. Currently, the
store has a need for a part-time stock

clerk.
(Continued)




[11. Hiring Description (continued)

Services Required From an Employ-

ment Service Business. Identification
of areliable labor pool that will come
to work each day and who do not have
transportation problems.

Other Employment Related Service De-

sires. An organization that would verify
references of job applicants who make
it for a second interview.

V. Experience

Experience with Job Accommodation:
None that she was aware of however,
upon guestioning she realized that she
had done a scheduling accommodation
for two employees who job share afull
time position. This was done to
accommodate both employees, after
they had children.

Experience with Employees with Disa-

bilities. Nothing extensve however,
she believes that one of her employees
has some minor heart problems.

Business Note of Appreciation

It is important for supported employ-
ment personnel to remember simple rules of
etiquette when representing a supported em-
ployment organization to the business com-
munity. After completing an employer inter-
view the employment specialist should always
send athank you letter. Thiswill reinforce the
name and services of the organization with the
employer and assist with developing a strong
rapport. In addition to a standard thank you
note, an employment speciaist will want to
summarize some of the points that were
discussed during theinterview. For example, “I
found it very interesting to learn about the sales
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clerk’ sduties. Thank you for inviting mefor a
tour of the storeroom. | look forward to seeing
you again next Wednesday at 10:30 am.” The
following table presents some key points to
remember regarding a business note of
appreciation.

WRITING A BUSINESS
THANK-YOU NOTE

Write the thank-you note on the same day
asthevisit.

Address note of thanks to the Inter-
viewer.

Direct additional notesto other employees
at the business site, if appro-priate.

Make the note brief.

Personalize the note by adding some-
thing specific that occurred during the
vigit.

Use this note to confirm the next ap-

pointment time or to add something that
was missed during the interview.

Mail the note the next morning if not
mailed on the day of the appointment.

RAFTING THE JOB SEARCH
PLAN

C

Once the employment specidist has
obtained pertinent information about the indi-
vidual and a comfortable and effective level of
communication has been established, it istime
to develop a plan and strategy to begin the job
search process. To begin this process the cus-
tomer (job seeker), employment specialist, and
his or her employment support team must
correctly identify: 1) the type of work or career



to pursue, 2) the best geographic area or
location for the job site, and 3) person or
persons responsible for finding community
employment opportunities. A genera rule of
thumb from this point on is, the employment
specidist should identify and utilize al available
resources.

Vital to the success of the job-hunt pro-
cess is to avoid getting boxed into one solu-
tion. The employment specialist must keep a
broad focus and explore al possible options.
Exploring one areaor resource will not provide
a supported employment job seeker with an
option and will not encourage or solicit choice.
Therefore, employment specialists will have to
let go of the “do it all” perspective and take
advantage of every community or natural sup-
port opportunity that exists. If done correctly
there will be an increasing amount and level of
assistance that will be utilized. Some assis-
tance will come directly from the supported
employment customer as well as her or his
family, friends, and support network. This
employment support team will beagreat deal of
assistance in crafting the job search plan.

Narrowing Down the Employment
Field or Career Path

It will be important for the customer,
employment speciaist and/or the employment
support team to target one or more possible
fields of employment. To identify the type of
job to pursue the employment specialist should
assist the customer in reviewing, analyzing and
synthesizing al information collected. As in-
formation is being synthesized common themes
areidentified that can betied together including
the areas that are presented below.
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IDENTIFYING EMPLOYMENT
FIELDSAND CAREER PATHS

Skills

Special Interests
Ideal Environments
Sdlary Needs

Experience with Tools and/or Tech-
nology

Socia interactions

Narrowing down the employment field
with Bruce did not initially hold many apparent
answers for Bruce or his employment special-
ist. Asaresult of abraininjury, Bruce hasbeen
using an effective augmentative com-
munication system for four years. Reviewing
Bruce' sjob search file the employment special-
ist remembered an event at aloca department
store. When Bruce entered thisvery large store
he went directly to the sporting goods depart-
ment where he began picking-up fishing rods
and asking the store clerk questions. In addi-
tion, notes from the initial home visit revealed
that Bruce's mother reported that he loved to
go fishing with his brother. Hisforma medical
records indicate that prior to his accident, he
was an organizationd member of aspiring
professiona Bass Masters.

This information aone, at a surface
level, reveals that Bruce has an overwhelming
interest in fishing. This interest, in some
capacity, should be an initial starting point for
what type of employment to pursue. Typically,
the information will not dictate the type of
work, but rather the essential characteristics a



good employment selection should entail. If it
proves not to be feasible to locate the indi-
vidua’s first choice or idea employment, the
same characteristics should be included in the
jobs that are ultimately identified. Other char-
acteristics should be incorporated into the indi-
vidual’s life as positive work reinforcers or to
meet a socia/recreational need. Ultimately, a
customer’s career path will be determined by
personal strengths, positive characteristics,
skills, and preferences identified through
common themes.

Defining the Geographic Area

The members of the customer’s em-
ployment support team should be agreat deal of
assistance to the customer in defining the
geographic location which best suit his or her
needs. Another rich source of information re-
garding the geographic area for job search
activities is to determine where people in the
genera public and/or community tend to work.
This is especidly true in rura areas athough
trends are aso typically identified in inner-city
and suburban neighborhoods. It will be very
important for the employment specialist to re-
spect and value the individual’s right to self-
sufficiency and independence. This will be
criticd when addressing the location of the
potential job and the available mode of trans-
portation in the community.

Some communities may have elaborate
specialized transportation systems, however if
theindividual fed sstigmatized by accessingthis
transportation option and prefers a job in
walking distance to her/his home, this choice
must be honored. In addition, the employment
specidist may feel that there is more risk
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involved for the individual to take a city bus or
cab as compared to riding with a family mem-
ber. However, if the customer prefers not to
ride with his or her parents or family members
then the employment specialist should respect
the customer's preferences and assist in
arranging for comprehensive bus training sup-
port and training. The opposite could also be
true, the individua may choose to work a
sgnificant distance from home, possibly at the
same location or vicinity as a neighbor, friend,
or family member. This would provide an
opportunity for the customer to car pool with a
familiar person.

The employment specialist should not
become discouraged if the perfect job oppor-
tunity presentsitself when family or friends are
not scheduled to work and car pooling no
longer appears to be an option. Nothing should
be ruled out. Explore additional resources for
transportation: co-workers, as well as ther
knowledge of friends traveling in the same
direction at the same time of day; riding to
work with one person and returning home with
another; advertising for a driver by contacting
community churches or civic organizations,
negotiating with the employer for the shift that
iIs most compatible for the individua. In
general, an employer who isinvested in hiring
the most qualified applicant for ajob, iswilling
to be flexible to accommodate her or his
individual needs. When determining the
geographic location, don’t exclude any busi-
ness, regardless of size or intimidating hiring
practices, from the possibility of having a
potential employment opportunity. The
following is alist of tips for defining the geo-
graphic areafor job development.



DEFINING THE JOB SEARCH
GEOGRAPHIC AREA

Customer choice

Near home or school (depending on
transportation)

Near family and/or friend's place of
employment

Favorite restaurant

Favorite store

Favorite type of Business

Favorite location

Managing the Job Search

The best way to determine who is
responsible for finding employment oppor-
tunities is to talk with the customer and his or
her employment support team to determine
what role each person is willing to play. This
includesasking asupport individual what sheor
he intends to do to assist in the job search. Itis
important for the employment specialist to
encourage the job seeker’s participation. This
participation will help to foster asense of pride,
ownership and control of the job search. Once
key individuas have been identified and acom-
mitment has been established, it isimportant to
determine the exact responsibilities of each
person and develop astrategy. Individua’srole
should be outlined and provided in aformat that
isclear. For example, ajob seeker may choose
to contact employers indepen-dently or with
another person. A parent may choose to
contact employersindependently or with hisson
or daughter to explore current job openings. In
either situation, he or she may need to be
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prompted (as part of the strategy) to collect a
company business card and written job
description or utilize aquestionnaireto assist in
obtaining pertinent information. If the indi-
vidua is unable to write, she’lhe may use a
pocket sized tape recorder to gather the in-
formation or may request that the potential
employer complete the questionnaire. These
activities will help the employment specidist
when following up on a job lead. A typical
guestionnaire would include the items in the
checklist below.

Questionnaire Checklist:
Name of Business
Business Address
Telephone Number
Person Contacted
Person to Contact
Podition Available

Supporting a job seeker to take on
some of the job hunting activities of job
development can hold many benefits reaching
beyond the customer ownership benefits that
have been discussed previoudly. For instance,
the customer may be demonstrating to the
employer such skills as initiation and deter-
mination, that may not have been readily
identified. These types of interactions will
begin to build an immediate relationship. In
some cases, the employment specialist may
accompany an individual to a potential em-
ployer visit and merely stand back while the
individual presents herself or himself. How-
ever, when contacting employersin pairs, it is
best to role play activities prior to the presenta-
tion. Thiswill help the employment specidist



to identify possible areas where immediate
assistance may be required. There are many
tasks the individual may choose to perform.

Managing the Job Search Case Study

Mary Beth lived most of her life in a
residentia institution for persons with chronic
mental illness. However, inthe past three years
Mary Beth has shared an apartment with a
friend. Both women receive support from a
residential services counselor, as part of the
locad Mental Health/Mental Retardation Ser-
vices Program. Mary Beth does not have many
support people available to her. Yet, Mary
Beth was able to assemble the following
members for an employment support team: a
Jaycees member (Mary Beth joined this group
last year because the Jaycees' s organizational
philosophy isto offer employment assistanceto
help members with personal growth), church
minister, residential services counselor and
roommate. Eventhough Mary Bethwasableto
develop an employment support team she
choose to utilize the employment specidist as
the primary job developer. The following plan
identified the job development task that each
member was willing to perform.

I| M ANAGING THE JOB SEARCH |I
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Employment Support Team Members
and Responsibility

1. Name: Mary Beth

Relationship: Job Seeker
Phone Number:
Daytime: 734-9986
Evening: 567-0912

Support:  Direct the job search
process. She will meet with the em-
ployment specialist twice weekly and
will actively participate in 5 commun-
ity job screenings in the next two
weeks. Meet with the employment
specialist once a week.

. Name: Jack Adams

Relationship: Residential Service
Counselor
Phone Number:
Daytime: 779-0986
Evening: 898-6654

Support: Jack will drive Mary Beth
to the 5 job dite visits and assist with
data collection. In addition, Jack will
actively network to assist Mary Bethin
finding ajob. Jack will report al job
leads to the employment specialist.

. Name Marsha Mink

Relationship: Jaycees Member
Phone Number:
Daytime: 779-0932
Evening: 876-0985

Support: Marshawill actively useall
of her member and community
connections to job network for Mary
Beth and assist her in meeting her
employment goals. Marsha will report
job leads to the employment specialist.




4. Name: Brother John
Relationship: Church Elder
Phone Number:

Daytime: 778-1234
Evening: 865-2345

Support:  Brother John will actively
discuss Marsha's interest in employ-
ment with church members. Brother
John will give al job leads to the
employment specialist.

Name: Susan James
Relationship: Employment
Specialist
Phone Number:
Daytime: 7784567
Evening: 876-0912

Support:  Susan will work directly
with Mary Beth to ensure that she is
fully participating in her job search. As
employment support memberscall with
job leads, Susan will review them with
Mary Beth and determine who will
follow up on each lead. Susan will
keep a data base on al businesses that
are contacted and business profilesthat
are developed.

YPESOF EMPLOYER
CONTACT

T

There are many different types of
employer contacts. The job development ob-
jectives will direct the specific employer con-
tact. However, job development is not a sys-
tematic or sequential process. For example, the
employment specialist may be at a community
businessto complete an introduction of the ser-
vice organization to the employer. During the
visit, the employer becomes impressed with the
employment speciaist’ sorganizational descrip-
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tion and shares information about an unadver-
tised job opening. It isimportant to remember
that an employment specialist and/or customer
must always be prepared to respond to an im-
mediate job opening, even if it isto turn down
the position, because it is not appropriate to
respond without enough time to analyze the
position. Employer contacts can take many
forms to include: the letter of introduction,
informational phone calling, cold calling, and
net-working. This section overviews each of
these magjor forms.

Personal Letter of Introduction

The letter of introduction will be the
initial employer contact for most organizations.
Typicaly, in thisformal business|etter the sup-
ported employment organization is requesting
an appointment for an informational interview
or job interview. When the job seeker develops
a letter of introduction, she or he will want to
briefly explain the purpose of the request, an
overall career objective, experience and
abilities. The following table presents a list of
important factors for a customer to includein a
letter of introduction.

PERSONAL LETTER OF
INTRODUCTION

Name

Contact Information
Purpose of Letter

Personal Career Objective
Relevant Work Experience
Talentsor Abilities
Personal Interest

#
#
#
#
#
#
#

The introductory letter will take on a



different look when it is representing the sup-
ported employment organization. However,
like the personal letter of introduction, the em-
ployment specialist will want to keep this letter
brief and business like. It will be important for
the employment specialist to include a brief
explanation of the organization, and reason for
requesting the interview. For example, Jan
Smith of EPI employment services is seeking
information regarding the company’s current
opening in the medical records department.

Phone Call

Some people have excellent telephone
skills.  Others are better in person or with
written communication. Typicaly, those em-
ployment specialists who are able to conduct a
great deal of business over the phone are in-
dividuals who are extremely comfortable using
thisform of communication. Itisimportant for
the employment specialist to develop somelevel
of comfort when using the telephone. Key to
successwill be identifying the correct personin
the business who has hiring power. Do not get
discouraged, this could take as many as six
different phone calls just to identify the correct
person. Following the few basic rules that are
presented here will help ensure success.

CONDUCTING A BUSINESS
TELEPHONE CALL

Make the cal brief

| dentify appropriate contact person
Set up appointment for interview
Follow up on letter of introduction
Inquire asto hiring decision.

Sample Telephone Call #1
“Hello, | am Jeri Goodfellow from

Monarch Employment Services. | know that
you have positions available for landscapers,
and | have several people who meet your
qudifications. | am interested in learning more
about your personnel needs so | can present you
with the best candidate. Would you be
availablefor ahalf hour meeting sometime next
Wednesday or Thursday?’

Sample Telephone Call #2

“Hello, | am Jeri Goodfellow from
Monarch Employment Services. We specialize
infilling personnel needsfor local employers, as
well as, performing job search activities for
people with disabilities. | understand that you
have positions available for landscapers. I'm
interested in learning more about this position
and the specific job qualifications. | represent
several people who are interested and have
experience with this line of work. Would you
be available for half an hour for a meeting next
Wednesday or Thursday?’

As discussed earlier, job development
is not a sequential process. At times, a short,
simple businesstelephone contact may turninto
a business interview. In the event that this
occurs the employment specialiss must be
prepared to embrace the opportunity and let the
employer guide the telephone conversation.
Ganing experience with telephone inter-
viewing will help to increase confidence and
build success. There are several things that the
employment specialist can do to improve
telephone interviewing skills. The following
table presents ten tips for success.



TELEPHONE INTERVIEWING TIPS

Become sincerely interested with the
employer’s business.

Take a deep breath and relax.

Smile, it really worksand will put alilt
in your voice.

Speak dow enough to insure under-
standing.

Speak clearly and purposefully.

Use the other person’s name fre-
quently.

Have a checklist of items to discuss
prepared prior to the contact.

Take readable notes.
Relax and let the employer talk.

. Listen carefully and organize your
thoughts.

Cold Call

A cold call isoneinwhich theindividua
or employment specialist has not had any
previous contact with the employer or the
company. If the businessissmall and informal,
(i.e., a neighborhood garage) a cold call may
yield results. Eveninthissituation, it isbest to
try to get aname of acontact person beforeyou
vidit. Thisextrainvestigation demonstratesthat
you have an interest in the business and are
serious about establishing a professiona rela-
tionship. Itisimportant to remember that under
thebest circumstancesan employment specialist
must be prepared for alot of rejection with job
development. When conducting cold calls the
rejection rate increases to an even greater rate.
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It will beimportant for the em-ployment and/or
job seeker to remain positive when using this
approach.

Networking

Networking can be viewed as a job
development grapevine. The employment sup-
port team involves their networks in the job
search process. The network accesses their
own networks and pretty soon, the word is
getting out that Susan Smith is a talented, ex-
perienced receptionist and is looking for the
right company. In general, most people find
jobs through informal networks. In addition,
theemployment specialist and customer areable
to learn about the specific needs of a business
through awell connected network.

Asthe employment support team firmly
establishes the personal and professional net-
working process, business and community club
networking should begin. Organizations such
asthe Chamber of Commerce, Kiwanis, Rotary
Club, or churches, temples, and synagogueswill
yidd successful results. Networking will
provide the best results because it is based
on personal relationships.

S

ALES TECHNIQUES

Employment specialists should develop
the attitude that they are a marketing repre-
sentative of supported employment. As a
marketing representative the employment
specialist will be required to sell their organi-
zation to community businesses. This should
not be aterrifying experience. There are many
tried and true sales techniques that have proven



to be successful. The following table presents
sales techniques for successfully marketing
supported employment services.

SUCCESSFUL SALES
TECHNIQUES

Maintain professionalismwhentalking
with employers.

Use language that is clear and precise;
eliminate social service jargon.

Dress for the business-informational
interview.

Expect twenty cals to yield one or
two successful employment inter-
views.

Adopt afriendly and sincere outlook;
leave problems at the office.

Spend more time listening rather than
talking; the employer will tell you what
you need to  know for employ-ment
selection.

Market individual performance and
services, do not use labels or diag-
noses in your discussions with em-
ployers.

Anticipate objections and know how
to answer them without becoming
defensive,

Arrive armed with data on employ-
ment success of people with disa
bilities and your own employment ser-
vices successes (i.e. number of people
injobs, average starting salaries, types
of jobs, employer reference letters).

Those employment speciaists who
become comfortable with sales may begin to
use more aggressive sales techniques. How-
ever, hard sell practices should be avoided.
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Using high pressure techniques will not prove
successful over time. Hard sell techniques are
a bad business practice among people who are
professional salespersons.

J

OB ANALYSIS

A detailed job anaysis is not always
necessary. However, in some cases the cus-
tomer and/or employment specialist will want to
spend time on the job site. Performing the
essential functions of the job alows the em-
ployment specialist to become completely
familiar with the position and the job site. The
amount of timethat is required to spend on the
job site can vary from one hour to a full day.
The complexity of the work environment, as
well asthe customer’ s support needswill deter-
mine the amount of additional information that
is needed to make the employment selection.

After the employment speciaist has
obtained information concerning a specific job
opening, he or she should attempt to observe
someone performing that job in its various
phases. Taking notes or speaking into a tape
recorder will assist the employment speciaistin
gathering needed information. 1t will be helpful
for the employment specialist to begin gaining
information about the work routine.
Observations should include various tasks per-
formed, essential job functions, critical skills
needed related to each job duty, and approxi-
mate time spent engaged in each job task.

After the employment specialist hasin-
terviewed the employer and observed the job
being performed, she or he should know exactly
what the job entails. One way to summarize
this information is to use a form specificaly



designed for this purpose. This form, aong
with additional notes will provide a permanent
record of both specific job require-ments and
genera work characteristics of the work site.

Theinformation that isincludedinajob
analysisisgathered in three ways: a) interviews
with the employer and co-workers, b)
observations of the job, and c) a summary
interview of the information collected during a
and b. Job analysisinformationisused to guide
customersin the employment selection process.
The job analysis data that the employ-ment
specidist and/or job seeker gathersiscrucial to
the success of a strong customer-driven
approach to employment selection.

Job Analysis Case Study

Tim, an employment specialist with Job
Inc. had met with Everson Community Bank for
aninformationinterview. Duringtheinter-view
the employer shared that she had an immediate
job opening in the office services department.
Tim negotiated with the employer to return to
the bank on the following day to analyze the
confidentia document shredder. Over acup of
coffee, Tim talked to the lead employee in this
department to gather some general information
about the position to in-clude: schedule, travel,
and routine. Tim then watched an employee
perform the tasks associated with document
shredding to obtain such specific information as
strength require-ments, endurance
requirements, reinforcement available, and
mentor support available. After taking notes
for aperiod of time, Tim transferred these notes
onto his organization's job analysis form.
Below is a sample of three completed sections
of the form that were noted for the Everson
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Community Bank’s confidential document
shredder position.

1. Schedule

Weekends.
Evening:
Part-time:
Full-time:

YES
NO

YES
YES

Comments. Business hours are from
7:00 am.-6 p.m. Part-time job is
available

. Strength

Very Light:

Light; YES

Comments. Manipulation of baes
onto dolly - average 30-40 lbs, co-
worker support available.

. Endurance

2 hrs with break:

2-3 hrswith break: YES
3-4 hrs with break:

4 hrs with break:

Comments. Typical break scheduleis
one5min. Break intheam. and onein
the p.m. Lunch break is ahour.

A

CCOMMODATIONS

Once again the career planning process
and informational interviewing will provide



some information on what accommodations
may be needed. The thorough job analysis
techniques presented inthissection will yield an
even richer data base. Specific job accom-
modations must be defined by theindividua and
not the employer. Yet, the employer will play
apivotal role in the entire process. Typicaly,
the best time to discuss job accom-modations,
aswell asthe need for assistive technology and
supports, including natural sup-ports, will be
during the job interview process. However, it
will bethrough the comprehensiveinvestigation
and job analysis techniques that the customer
and/or employment specialist will be able to
offer support strategies and accom-modations
to match specific business needs.

It isvital for the employment specidist
to have avision of how ajob accommodation
can impact the employability of a customer.
Too often peoplewith significant disabilitiesare
screened out of employment because an
employment specialist or customer could not
envision the right accommodation or support.
An occupational therapist, rehabilitation tech-
nologist, and/or rehabilitation engineer can
assist the customer and the employment
specialist in analyzing the work site and devel-
oping possible accommodations and supports.
The following table presents a list of some
possible job accommodations.
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JOB ACCOMMODATIONS

Work Schedule

Job Sharing

Work Responsibilities
Work Materials

Work Tools

Work Equipment
Assistive Technology
Work Site Modifications
Job Carving

10. Job Coaching Services

1.
2.
3.
4.
5.
6.
7.
8.
9.

J

OB RESTRUCTURING

Often when theemployment specialistis
engaged in job development activities, for job
seekers with significant disabilities, it may be
beneficia to negotiate a job restructuring with
an employer. According to Hagner and Dileo,
(1993) this strategy may also be known as job
creation. However, many supported
employment personnel may be more familiar
with such terms as job restructuring or job
caving. Moon et al., 1990 define job
restructuring as the redistribution of job tasks
that cannot be performed by the job seeker.
These tasks are given to a co-worker in
exchange for atask that the job seeker can do.



An aspect which may beinvolved in the
negotiation of job restructuring or carvingisthe
careful analysis of exchanging job duties. Itis
important not to relegate the job seeker to a
specific job or work task which is stigmatizing
or devalued (Hagner & Dileo, 1993). Job re-
structuring is an excellent strategy to use with
a job seeker who may not be necessarily
“qudlified” or able to perform all aspects of a
current job opening.

Job restructuring holds many benefits.
An immediate and obvious benefit to job
restructuring isthat it isameansfor assisting a
job seeker to access employment. However,
job restructuring holds many, less obvious,
short and long term benefits to the employer
and or business. Some of the benefits to the
business includes: increased efficiency, in-
creased quality, improved customer service, and
improved productivity.

Job restructuring ideas may not be
obvious. Theemployment specialist must spend
time analyzing a business to determine the
potential or undiscovered need. Once the
employment speciaist has made a reasonable
discovery, the idea must be discussed with the
employer. Some of the best ideas for job
restructuring have resulted from informal
conversations regarding personnel issues.

Job Restructuring Case Study

Mike, an employment specidist with
Employment Inc., was invited to meet with
Dean Jackson at the EPPD World Headquarters
in Corry, Pennsylvania. Mike has had a couple
of business interviews with Dean. So when
several landscaping positions became vacant at

119

EPPD, Dean called Mike to see if the position
would be appropriate for any of the supported
employment customers that his company
represents. While Mike was on-site Dean
invited Miketo havelunch with their director of
personnel. The personnel director becamevery
interested in the full array of services that
Employment Inc. offered, including job
restructuring. After discussing some of the
favorable conditions for job restructuring, the
personnel director stated that he needed to do
some job restructuring in his own department.
Mike was invited to return to EPPD to analyze
the personnel associate position. EPPD’s per-
sonnel associates had just turned in a report
informing the company that they were only able
to do ajob recruit 50% of their total work time,
because 40% of their time was spent entering
data on recruits and other personnel issues.
The high percentage of time associated with
dataentry wasbecoming avery frustrating issue
for al of the associates for the following
reasons. 1) they were hired to conduct job re-
cruiting and other personnel functions, 2) data
entry isboring, 3) poor dataentry skills, and 4)
datais questionabl e because too many mistakes
aremade. Following lunch Mike felt confident
that he would soon have a data entry position
for a customer at EPPD.

S

UMMARY

Employment specialists should rou-
tinely assesstheir results. Remember that every
job development activity has an ob-jective. Be
sure to count al activities to in-clude such
process objectives as business flyer



development, business card development, maintaining community integrated competitive
number of informational interview contacts, and employment. Quality organizational marketing

number of job analyses conducted. In addition, and job development takes time. These activ-
it will beimportant to note the accomplishment itiesare based upon relationship building with
of outcome objectives and as the number of individua swith disabilities and employers, and,

supported employment cus-tomers who were as such, are long term objectives.
assisted in accessing and
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General I nformation

Business | nterview Form

Date
Company: Completed:
Address:
(city) (state) (zip)
Telephone Number: FAX Number:
E-Mail Address:

Contact Person:

Title:

Company Description

Total Number of Employees:

Description of Company Product or Service:

Number of Employees Per Shift:

Production Needs:

Quality Needs:
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I11. Hiring Description

Hiring Process:

Project Hiring Needs:

Service Required for Employment Service Business:

Other Employment Related Service Desires:

V. Experience

Experience with Job Accommodations:

Experience with Employee with Disabilities:

© Virginia Commonwealth University, Rehabilitation Research and Training Center on Supported Employment, 1997
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Job Analysis Form

Company Name: Everson Community Bank
Staff: Date: 3 /12 |/
(mo) (day) (year)
Address: 123 Market Street City LA
(street) (city) (state) (zip)
Telephone Number: 987-2167 FAX Number: 087-2168
Contact Person: Jane Dalton Title: Branch Manager

Job Title: Confidential Document Shredder

Current hourly wage (or wage at last date of employment in this position): $6.10

Did awage change occur since the last Job Screening or Job Update? Yes x_No
If yes, complete this section:
Hourly rate changed from: $ to $ on / /
Hourly rate changed from: $ to $ on / /
Number of Hours per week: 27 Month per year: 12

If less than 12 months per year, what months is the job not available:

Number of employeesin this company at this location: 10

Number of employees without disabilities in immediate area (50 ft. radius): 0

Number of other employees w/disabilities: 0 In immediate area (50 ft. radius): O

Number of other employeesin this position: 0 During the same hours: 0

General Directions. PLEASE DO NOT LEAVE ANY ITEM UNANSWERED!
Indicate the most appropriate response for each item based on observations of the job

and interview with employers, supervisors, and coworkers. Record special instructions,
regulations or comments under each item for greater detail.
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. Schedule: (check Yesor No for each item)

Weekend work required: _ x Yes No Evening work required: Yes _x No
Part-time job: x Yes No Full-timejob: x Yes No

SpecificComments:

. Travel Location: (check Yesor No for each item)

On public transportation On private transportation
route: Yes _Xx No route: Yes _Xx No

SpecificComments:

. Strength — Lifting and Carrying:

_ Verylight work (< 10 Ibs) _ Light work (10-20 Ibs)
_X_ Average work (30-40 Ibs) __ Heavework (> 50 Ibs)

SpecificComments.  Manipulation of bales onto dolly — average 30 - 40 |bs.

. Endurance: (without breaks)

Work required for < 2 hours X Work required for 2-3 hours
Work required for 3-4 hours Work required for > 4 hours
SpecificyComments.  Typical bresk schedule, one 5 min break inthe am. & one’5 min. Break in the p.m. - Lunch
isan hour.
. Orienting:
Small area X__ Oneroom Severa rooms Building wide

__ Building and Grounds

SpecificComments:

. Accessibility:

X Fully accessible site Accessibility issues

SpecificComments:

. Work Pace:

_ Slowpace _ x Averagesteady pace _ Sometimesfastpace _ Continud fast pace

SpecificComments:
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8. Appearance Requirements:

Grooming of little importance
X __ Neat and clean required

SpecificComments:

Cleanliness only required
Grooming very important

9. Communication Required:

___ None¢/minimal
Unclear speech accepted

SpecificComments:

_x_ Key wordg/signs needed
Clear speech in sentences/signs
needed

10. Social Interactions:

Socid interactions not required
Social interactions required infrequently

_X_ Appropriate responses required
__ Socid interactions required frequently

SpecificComments:
11. Attention to Task Perseverance:
Frequent prompts available

Intermittent prompts/low supervision
avalable

SpecificComments:

Intermittent prompts/high supervision
avalable
x_ Infrequent prompts/low supervision

available

12. Sequencing of Job Duties:

__ Only onetask required at atime
__ 4-6tasksrequired in sequence

X 2-3tasksrequired in sequence
7 or more tasks required in sequence

SpecificComments:
13. Initiation of Work Motivation:
_X_Initiation of work required

SpecificComments:

___Volunteering helpful

__ Co-worker support available
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14. Daily Changesin Routine:

___T7ormorechanges _  4-6task changes

_ 2-3taskchanges _ x Notask change

SpecificsComments:
15. Reinforcement Available:

Frequent reenforcement available
Reinforcement infrequent (weekly)

SpecificComments:

Reinforcement intermittent (daily)
_X_ Minimal reinforcement (pay check)

16. Co-Worker Supports Available:

_ Noneavailable
__ High potential

SpecificComments:

Low to minimum potential

__Intermittent potential

17. Supportive of Job Accommodations:

Very supportive
__ Unknown

__ Supportive w/reservations

____Indifferent __ Negative

SpecificComments:
18. Employer’s Financial Requirements:

x_ Financial incentives not necessary
Subminimum wage

SpecificComments:

__ Tax credit or incentive (e.g., TITC, or
OJT)

19. Opportunity for Career Advancement:

Low to minimum Average
No proceduresin place

SpecificComments:

Most probable _ Proceduresin place

20. Object Discrimination:

__ Doesnot need to distinguish between work supplies
_ Must distinguish between work supplies with an externa cue

_ X Must distinguish between work supplies
SpecificComments:
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21. Time

Time factors not important
Must tell time to the hour

SpecificComments:

_ X Must identify breaksmeal/etc.
Must tell time to the minute

22. Functional Reading:
_ None __ Sight words/symbols _ Simplereading _ Huent reading
SpecificComments:

23. Functional Math:
_ X None __ Simple counting __ Simple addition/subtraction

_ Complex computational skills

SpecificComments:

24, Street Crossing:
X _ None Must cross 2 lane street with
light
Must cross 2 lane street w/out light Must cross 4 lane street with
light
Must cross 4 lane street w/out light
SpecificComments:
25. Visibility to Public:
x_ Consumer not visible Occasionaly visible

_ Regularly visble

SpecificComments:

__ Visible throughout the day/ongoing

26. If individual known, is the job in accordance with individual’s vision, preference
goals?
No Close approximation (stepping stone) Yes
27. Benefits of Job:
0 = None Yes _ X No
1 = Sick Leave _ X Yes No
2 = Medicad/hedth benefits _X Yes No



3 = Pad vacation/annua leave _ X Yes No
4 = Denta benefits Yes _ X _No
5 = Employee discounts Yes _ X _No
6 = Freeorreduced meals Yes _X No
7 = Other (specify):

28. Level of Social Contact: (check one)

Employment in an integrated environment on a shift or position which isisolated.
Contact with co-workers or supervisorsis minimal. Example: Night Janitor.

x_ Employment in an integrated environment on a shift or position which is relatively
isolated. Contact with co-workersor supervisorsisavailableat lunch or break. Example:
Data Entry Position.

Employment in an integrated environment in a position requiring a moderate level of
interdependent tasking and co-worker interaction. Example: Office Service Aide -
copying documents.

Employment in an integrated environment in a position requiring a high degree of

interdependent tasksand co-worker interactionsand/or high level of contact with business
customers. Example: Wal-Mart Greeter.

%0, : - : it ter-forthis oot

Comments:

Rate of employee turnover(anmua percentage): _ 5 Ovedl 25— TS Pogtion
Number of supervisors: 1 Rate of supervisor turnover: 1

Written job description available? No

What are the absolute “don’ts’ for an employee in thisposition? (Manager’ s pet peeves, reasons for
dismissal, etc.)

Insubordination, excessive absences, disregard of safety and break of confidentiality.
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Environmental characteristics (physical barriers, temperature extremes, etc.):

Extremes in temperature and exposure to paper dust

Additiona Comments;
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Job Analysis Form

Company Name:

Staff: Date:
(mo) (day) (year)
Address;
(street) (city) (state) (zip)
Telephone Number: FAX Number:
Contact Person: Title:
Job Title:

Current hourly wage (or wage at last date of employment in this position):

Did awage change occur since the last Job Screening or Job Update? __Yes _No
If yes, complete this section:
Hourly rate changed from: $ to $ on / /
Hourly rate changed from: $ to $ on / /
Number of Hours per week: Month per year:

If less than 12 months per year, what months is the job not available:

Number of employeesin this company at this location:

Number of employees without disabilities in immediate area (50 ft. radius):

Number of other employees w/disabilities: In immediate area (50 ft. radius):

Number of other employeesin this position: During the same hours:

General Directions. PLEASE DO NOT LEAVE ANY ITEM UNANSWERED!
Indicate the most appropriate response for each item based on observations of the job

and interview with employers, supervisors, and coworkers. Record special instructions,
regulations or comments under each item for greater detail.
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. Schedule: (check Yesor No for each item)

SpecificComments:

Weekend work required: _ Yes _ No Evening work required: Yes No
Part-time job: __Yes ___ _No Full-timejob: Yes No
SpecificComments:

. Travel Location: (check Yesor No for each item)
On public transportation On private transportation
route: Yes No route: Yes No
SpecificComments:

. Strength — Lifting and Carrying:
_ Verylight work (< 10 Ibs) _ Light work (10-20 Ibs)
_ Averagework (30-40 |bs) __ Heavework (> 50 Ibs)
SpecificComments:

. Endurance: (without breaks)
_ Work required for < 2 hours _ Work required for 2-3 hours
_ Work required for 3-4 hours _ Work required for > 4 hours
SpecificComments:

. Orienting:
__ Smdll area _____Oneroom ____ Several rooms __ Building wide
__Building and Grounds
SpecificComments:

. Accessibility:
_ Fully accessible site _ Accesshility issues
SpecificComments:

. Work Pace:
_ Sowpace _ Aveagesteady pace _ Sometimesfastpace _  Continual fast pace
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8. Appearance Requirements:

Grooming of little importance
Neat and clean required

SpecificComments:

Cleanliness only required
Grooming very important

9. Communication Required:

___ None¢/minimal
Unclear speech accepted

SpecificComments:

_ Key wordg/signs needed
Clear speech in sentences/signs
needed

10. Social Interactions:

Socid interactions not required
Social interactions required infrequently

__ Appropriate responses required
__ Socid interactions required frequently

SpecificComments:
11. Attention to Task Perseverance:
Frequent prompts available

Intermittent prompts/low supervision
avalable

SpecificComments:

__ Intermittent prompts/high supervision
avalable

__ Infrequent prompts/low supervision
avalable

12. Sequencing of Job Duties:

__ Only onetask required at atime
__ 4-6tasksrequired in sequence

2-3 tasks required in sequence
7 or more tasks required in sequence

SpecificComments:
13. Initiation of Work Motivation:
___Initiation of work required

SpecificComments:

___Volunteering helpful

__ Co-worker support available
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14. Daily Changesin Routine:

___T7ormorechanges _  4-6task changes

_ 2-3taskchanges __ Notask change

SpecificsComments:
15. Reinforcement Available:

__ Frequent reinforcement available
Reinforcement infrequent (weekly)

SpecificComments:

__ Reinforcement intermittent (daily)
__ Minimal reinforcement (pay check)

16. Co-Worker Supports Available:

_ Noneavailable
__ High potential

SpecificComments:

Low to minimum potential

__Intermittent potential

17. Supportive of Job Accommodations:

Very supportive
__ Unknown

__ Supportive w/reservations

____Indifferent __ Negative

SpecificComments:
18. Employer’s Financial Requirements:

Financial incentives not necessary
Subminimum wage

SpecificComments:

__ Tax credit or incentive (e.g., TITC, or
OJT)

19.

Low to minimum Average
No proceduresin place

SpecificComments:

Opportunity for Career Advancement:

Most probable _ Proceduresin place

20. Object Discrimination:

__ Doesnot need to distinguish between work supplies
_ Must distinguish between work supplies with an externa cue

_ Must digtinguish between work supplies
SpecificComments:
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21. Time

Time factors not important Must identify breaks/meal s/etc.
Must tell time to the hour Must tell time to the minute

SpecificComments:

22. Functional Reading:
____None __ Sight words/symbols _ Simplereading _ Huent reading

SpecificComments:

23. Functional Math:

____None __ Simple counting __ Simple addition/subtraction
_ Complex computational skills

SpecificComments:

24, Street Crossing:
None Must cross 2 lane street with
light
Must cross 2 lane street w/out light Must cross 4 lane street with
light
Must cross 4 lane street w/out light
SpecificComments:
25. Visibility to Public:
Consumer not visible Occasionaly visible
Regularly visible Visible throughout the day/ongoing
SpecificComments:
26. If individual known, is the job in accordance with individual’s vision, preference
goals?
No Close approximation (stepping stone) Yes
27. Benefits of Job:
0O = None Yes No
1 = SicklLeave Yes No
2 = Medicad/hedth benefits Yes No
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3 = Pad vacation/annua leave ____Yes ____No
4 = Denta benefits ____Yes ____No
5 = Employee discounts ____Yes ____No
6 = Freeorreduced meds ____Yes ____No
7 = Other (specify):

28. Level of Social Contact: (check one)

Employment in an integrated environment on a shift or position which is isolated.
Contact with co-workers or supervisorsis minimal. Example: Night Janitor.

Employment in an integrated environment on a shift or position which is relatively
isolated. Contact with co-workersor supervisorsisavailableat lunch or break. Example:
Data Entry Position.

Employment in an integrated environment in a position requiring a moderate level of
interdependent tasking and co-worker interaction. Example: Office Service Aide -
copying documents.

Employment in an integrated environment in a position requiring a high degree of
interdependent tasksand co-worker interactionsand/or high level of contact with business
customers. Example: Wal-Mart Greeter.

29. List any job experience (skills) needed for this position:

Comments:

Rate of employee turnover (annual percentage): Overdl This Position

Number of supervisors: Rate of supervisor turnover:
Written job description available?

What are the absolute “don’ts’ for an employee in thisposition? (Manager’ s pet peeves, reasons for
dismissal, etc.)
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Environmental characteristics (physical barriers, temperature extremes, etc.):

Additiona Comments;
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