Table of Contents

About This INStIUCLOI’S MANMUAL .......eiiiiiiiiiiiiiiiiiitee e e ettt e e e e e e e sttt et eeeeeeesaaaatbeeeeaeeesessnnassareeeesesaannnsssnees iii
TOELOUCHION ..t e e e e e e e e e e e e e e eeaaaaaas viii
COULSE OULIINE . ....coeiiiiiiii et e oo 4444 oo e e e e e e e e e e e e e eeeaeeaeeaeeeeeeeeeeeeeeeeeeeeaerasennnnnes ix
Orientation 1

(00 i [ U UUPPPURTRRR PSPPI 1
LR o6 1] 5 Uo s U 1
Establish the WOTKSItE SEEHIE .........uuuuiiiiiiiiiee ettt enes 3
S (SR N T B a1 T 00 L 3
JOD RESPONSIDIILIES  ....eouiiiiiiiiiiiiiie ittt et ettt ettt e st sab e et e st e eaneesabeeens 6
IR0 s B L ) o PSSR 6
Step 1: Identifying Principles, Interests, and Skills 7
(017 7 (<) PP P TP PPN 7
What IS @ PriNCIPLE? ....c..oiiiiiiiiiiiie e et e et e ettt e et e e et e e e satae e e e 8
10 0 T o) o 0 ¢ PR 10
WHat IS AN TNEETEST? ....cceeiiiieiiiieii ettt e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaaaaens 10
Identify Personality Types Through INEELESTS .........ccoiiiiiiiiiiiiiiiiiiieeiiiiie ettt e e e e et e e e e e e 11
WAt IS @ SKIll? ...ttt e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaans 12
JOD SKIILS ..ttt e e et e ettt ettt a e e e e e e e aaaaaaaaaaaaaaaaaaaaans 13
YOUL POWET WOTAS ...coeeeeeeeeeeieeeeeee ettt e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaans 14
0811 L 6 o TSRS 14
Step 2: Setting Goals for Me 15

[0S 1 () PP PP PP PPTTR 15
WAL IS @ GOAL?  ..oeiiiiiiieiiit et e e e ettt e e e e e e ettt et e e e e e e e e eaebb e e eeeeeeesaaanbbaeeteeeeeeenanntbbaeeaaeeens 15
Setting REALSTIC GOALS ........ooiiiiiiiiiiiiiie ettt e e e et e e e ettt e e e et e e e e earee e e eeaaneeas 16
5 (0710151 0) o QSR P TSSO UPPUPPRN 18
Short- and LONG-TEIM GOALS ..........ooviuiiiiiiiiiiiiii ettt e e e ettt e e e e e ettt eeeeeeeeaaat e eeeeeessaaneeeeeesssnnaeeeeesssnnnnnns 18
NTann bl BT € Lo T | PP PPPURRTR 19
DO T GIVE UP et ettt ettt e e ettt et e e e e et eaab e e e e eenaba e 20
1010 B L O o T TP PPURR PP 21
Step 3: Your Attitude Is Showing 23

[0 (< 1 (=) P UUPPT PR 23
WHhat IS a0 ATHEUAC? ...ocvviiiiiiiiii ettt e ettt e e et e e e e et e e e e etaeeeeeaaeeeeesasaeeeesataeeeeesssseeeenssseeeane 24
Your Attitude AffECS YOUL JOD ...ooviiiiiiiiiiiieeeee e 24
ANALYZE YOUT ATHEUAEC ..oeiiiiiiiiiiiiiiiiiiet ettt ettt e e e e ettt et e e e e s ettt e e eeeeeeaaabnbeeeees 25
MaAKE @ QUICK FIX oottt e oo e e et e e e e e e e e e e e e e e e e e e e e e e e ettt e ettt et e e e eeae e e aaaasseeaeeteettennnnnnnnnn s 25
Positive and Negative ThinKing ...t as 27
HOmMEWOTK (OPHONAL) ....oiiiiiiiiiiiiiiiee ettt e e e e e ettt e e e e e et eeeeeeeenaaaes 29
SUM T U e e e e e e e e e e e e e e e e e e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeereaneneenenes 29




TABLE OF CONTENTS

Step 4: We Shall Overcome 31

OVETIVIEW  ..oiiiiiiiiiiiiiiiiiitt e e e e oo e e e e e e e e e e e e e e e e e e e eeeeeeeee ettt et ettt e e eeee e e e e e e e aee e e s e eeeeeeeeeeeeeeees 31
OVercoMing PErSONAL BALTIEIS ..........uuuuuuiiiiiiiiiieieee e e e e e e et e e e e e e e e e e e ee e e e e e e e e e e eee e ettt eeeeeeeeeeesaeeseessseeseenneesnnnnnnnnnnn 32
DiSabIliti€s @S BALTICIS  ..oeeiiiiiiieiiiiii ettt e et e e et e e e ee e e e ettt e e e ettt e e enteeeeeenneees 34
WOTLKSIEE BATTIETS ....viiiiiiiiiiiiiiitiit ettt et ettt et e ettt e e e e e ettt et e e e e e e e ettt et e e e e e s aeebbneeeeeeas 35
HOMEWOTK ..ottt e e e ettt e e e e e ettt et e e e e e sttt eeeeeeeeanas 37
SUIML TE UP oo e e e e e e e e e e e e e e e e e e e e e e e e e et ettt ettt et et e e e e e e ee e e e e asa e e s eeee et eeeeeeeeeaes 37
Step 5: Preparing for the Job Hunt 39

(075 4% (<) OO P TR OPPPUTPPRRRRt 39
WRAL IS @ RESUIIE? ...ooeiiiiiiieieeeeeeee e e eee ettt et e ettt e e e aa e e bbbttt e e e e e e e e e e aaaaaaaaaaaaens 40
Preparing Your Resume for the JOb HUNE ... 41
A2 I I 00} Sl S 11 U PUSTRR 42
A2 L I I ) S A7 1 ¢« PRI 43
USING YOUT JIST CAA ...oiiiiiiiiiiiiie ettt e e e e e e ettt e e e e e e e e e attbb b e e e aaeeeeesntasaseeeaaeeesenassasaeeaaeeaaas 44
SUIM TE UD oottt ettt ettt ettt ettt ettt e ettt e eat e e easee e tbeeeabee e sseeeasee e s beeeasee e esseeeasbeasseeensseeesbeaenseeensseeennaaas 46

Step 6: Applications: I've Filled Out Dozens
of These 47

OVEIVICW ...ttt ettt ettt ettt e ettt ettt h e e bt e et oot e et et e bt e e bt e ot oot e m bt e bt e s bt e sbt e sob e et e b e ebeeneeeeene 47
What IS an APPHCALIONT? ...ooiiiiiiiiieie ettt ettt ettt e ettt e et e e e s e e ettt e eae e e easee e nbeeeteeeanbeesnseeeneeennnes 48
What Ar€ WOTKING PAPEIS? .....oeiiiiiiiiiiiiiiitcee ettt ettt et e e e e e ettt e e e e e s aeebbeeeeeeeas 50
SUIML TE UP oo e e e e e e e e e e e e e e e e e e e e e e e e e ettt ettt e et e et e e e e e eeeeeeaase e e e b n et 51
Step 7: Finding the Hidden Job Market 53

OVEIVIEW ettt e e ettt e e e ettt e e e e et et e e e e et e et b e e e e e e e aaaa e e e e e eeata e eeeenanaaanes 53
Preparing for the JOb Search ... e 54
Finding the Hidden JOD MAarKET ..........ouiiiiiiiiiiiiiiiiiiiieee ettt e e e e e ettt e e e e e s s ettt eeeeeeeeenas 54
What IS INEEWOTKING? .....eiieiiiiiieeiiiii ettt ettt e e ettt e e ettt e e e aeeeeeeansbeeeeeseeeeeeanneeeeeanneeeeeansseeeeannnneeaenes 56
Search for JODS ON the TITEITIET .........uuuuiiiiiiiiiiiiieiie e e e e e e e e e e e e e e e e e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeassasssssssssssssssssssennnnnnnnn 57
CONTACE JOD LEAAS  ..oiiiiiiiiiiiiiiiiiiitittt ettt e e e e e e e e e e e e e e e e e eaaaaaaeaaaaaaaaaaaaeeeeeeeeeeessssasssassssssssssssssssssnsnnnnnnnnn 58
SUIM TE UD oottt ettt ettt ettt ettt ettt e ettt e e et e e eabee e abeeeabee e sseaeaseeaesbeeeabee e esseeensbeasseeensaaeesbeaenbeeensseeenneean 60

Step 8: Team: The Most Powerful Word
in the Workplace 61

OVECIVIEW ..ottt et e e e e oottt e e e e e e e et e e e e e e e e e et e e e e e e e e e e eeaateeeaeeeeeeeeeinnnes 61
What IS TEAM FILLIZ? ....oooiiiiiiiiiiiiiii et e ettt e et e e ettt e e e ettt e e e eeias e e e e stbeeeestaaeeeesassaeeesaseeeestsreeeensnseeeennns 62
L7 V00N ) s U ST 63
| 00) (SR 1o 0 s O 03 14 0] T USRS 64
WRHETE DO YOU FIt? ..oooiiiiiiiiiieee ettt e e e e e e e 66
HOMEWOTK (OPHONAL) ...eiiiiiiiiee ettt ettt et e et e e et e et e eab e e e st e e nbeeeteeeseseeeneeeannes 67
18800 L o RSSO 67

Vi



TABLE OF CONTENTS

Step 9: Selling Yourself 69

OVEIVICW ..ottt e e e e e e et e et e et e et e e et e e et e e e et e e et e e eat e e e st e e eate e et e e eateeeaeeeenseeenneeennes 69
LD JO I 0N Tl 5 (071107 70
TS| B 0] 117 | P URPUPUPRRPNS 71
A Ty LA 0 1T I 71
SUM T U e e e e e e e e e e e e e e e e e e e eeeeeeeeeeeaeeeeeeeeeeeeeeeerenneeannnnes 73
Step 10: Adjusting to the Work Environment 75
(0.7 074 T TP PTURPURURRt 75
School and WOrk Are DiIffErenit .............iiieiiieiiiiie i 76
DOm’t GEt I TIOUDIE  ...oooiiiiii et e e et e e e e e e e e e e e e e e e e e e earaaes 77
TEOUDIE SIZIIS ...eeeiiiiiieee ettt ettt e e e e ettt e e e e e e bbbttt et e e e e e e e bbbttt eeeeeeennbbbtbeeeeeeeeas 78
| Do) A € 1S A 1 =« AU UURTU RPN 79
(€ A T 2 2§ (] P 81
SUIM T8 U o ettt e e ettt e e e e ettt e e e e et e et e e e e et e naae e e e e e ennaaes 82
Step 11: Interviewing: It's Now or Never 83

OVEIVIEW ottt e ettt e e e et ettt e e e et ettt e e e et ettt e e e e e eetaba e e e eeenabaaees 83
INE@IVICTWIILE ...vvviiiiieiiieeitee et e et e e e e e e ettt e e e e e e e e ettt et e e e e e e eeeeeataaeeeeeeeeeeeasasssaeeeeeeesaaaes 84
Answering INtErviEW QUESTIONS  ....uuiiiiiieiiiie ettt e et e ettt e e et e e e ta e e et e e etta e e eeanaeeeanneeasaneassnneaesnnss 85
AsKing INLErvieW QUESTIOIIS .........ccuviieiiiiiiieeeiteee e e eettee e e eetee e e e eetee e e e oot e e e e eeeeeeaeeeeeeeaaeeeeeeaaeeeeeeareeeeeeraeeeens 86
Things tO REMEIMIDET ......uuuiiiiiiiiiieeeee ettt as 87
SChEAUING INEEIVICWS ....ooiiiiiiiiiiiiiiiiiiiiiitet ettt e e e e e e e e e e e e e e e e e eaeaaaaaaeaaeeaaaaeeeeaeeeeeeeeeeeeeeeeesassssesrees 88
SUIMNL TE UP e e ettt ettt e e e ettt e e e et e et e e e e et eaaae e e e eeenabaa e es 88
Step 12: Picture Me in a Job Interview 89

(0= 1 (=) PP UUPP PP 89
SELHNG ThE STAZE ...ooeiiiiiiiiiiiieee et s e e e e oo oo oo e e e e e e e e e e e e e e eeaaeaaaaaeeaeaaeeeeeeeeeeeeeeeeeaeseennnnes 89
10 s LY T B A o L 90
THE FINAL STED  -eeieiiiiiiee ittt et e ettt et e e e ettt e e e e e e sttt e et e e e e e ettt eeeeeeeeas 91
SUM TE U e e e e e e e e e e e e e e e e e eeeeeeeaeeeeeeeeeeeeeeeeeeeeerenneneeaenes 92

Appendix A: Definitions 93

Appendix B: Resources, Agencies,
and Organizations 97

Appendix C: Evaluation Sheets 99

Vii




Introduction

This is a commonsense how-to guide.The steps do not have to be followed in the
sequence presented, although it is a logical sequence that I have found useful. The 12 steps
can be added to any curriculum or used to reinforce your own lesson plans.The sessions
can also be tailored for use in any time schedule and with any group. Some steps can be
covered in a short period; others—such as videotaping and critiquing interviews—require
several sessions, depending on the size of the group.

Read through the entire curriculum before using it, so you are prepared at each step.And
be aware that some sessions—Steps 4 and 12, for example—require a lot of advance
preparation.

The activities and worksheets reinforce the topics.A few worksheets can be assigned as
homework, but most are to be completed in class. Some of the worksheets are designed for
students who can accept more challenges.These advanced worksheets are designated by
the letter “a” that follows the worksheet number. Please keep in mind that there is not
always a corresponding advanced worksheet for every worksheet activity in the
curriculum. And some of the time the curriculum will state to use the advanced
worksheets with the entire class. However, it is up to you, the instructor, to determine
when and how to implement these advanced worksheets in your classroom environment.

Remember, if you assign homework, you must review it at the next session. It has been my
experience that it is more meaningful to the students if they do most worksheets in a
group setting with support and discussion.

This guide offers job-related information to the person with disabilities from the
employer’s point of view. Creating a worksite environment makes it easier to role-play
adjustments and possible problems in the worksite.
There are three common elements for every class session:

Repeat

Review

Reinforce

Simple? Maybe. But these are necessary if the method is to be effective. These three
elements cannot be eliminated.

If we emphasize job retention early and often, perhaps our students will make it a personal
goal not just to get the job but to keep the job.
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