
Teaching Networking Skills: Paving a Way to Jobs and Careers 

Authors
Allison Fleming, Colleen Condon, & Cecilia Gandolfo 

Special contributors: David Temelini & Quinn Barbour
For more information, contact
Publications Office
Institute for Community Inclusion
UMass Boston
100 Morrissey Blvd.
Boston, Massachusetts 02125
617/287-4300 (voice); 617/287-4350 (TTY)
ici@umb.edu
Special thanks to: Melanie Jordan, Amy Gelb, Joe Marrone, Joy Gould, Stel Gragoudas, Danielle Dreilinger, Kristin Fichera, Mary Follett and the job club at Mabworks, The ICI job club and ETS team, Jerry Ford and the students at Horace Mann School for the Deaf, and Ilene Asarch and the students at Brookline High School for their input and editorial assistance. 
NERCEP is  funded by a grant from the Rehabilitation Services Administration of the U.S. Department of Education (grant# H264BO50009). The opinions contained in this publication are those of the grantees and do not necessarily reflect those of the U.S. Department of Education.

This manual is an update to: Gandolfo, C., Gold, M., Marrone, J., & Whelan, T. (1996) Building Community Connections: Designing a Future that Works. Institute for Community Inclusion, Children’s Hospital Boston and UMass Boston.
www.nercep.org  •  www.communityinclusion.org

Table of Contents

Introduction	5
Unit #1—Overview 	7
Unit #2—Finding Good Jobs 	25
Unit #3—Networking and Positive Things About Me	41
Unit #4—Why Hire Me? & Who You Know	57
Unit #5—Using Your Network	75
Unit #6—Talking to People in Your Network	97
Unit #7—Informational Interviewing	113
Unit #8—First Impressions	139
Unit #9—Job Interviews & What Employers Look For	149
Unit #10—Interviewing Part Two	157
Unit #11—Why Don’t We Network	171
Unit #12—Keeping in Touch	185
Appendix A—One-Stop Centers: A Guide for Job Seekers with Disabilities
Appendix B—Networking: A Consumer Guide to an Effective Job Search
Appendix C—Stories of Success
Appendix D—Getting the Most from the Public Vocational Rehabilitation System
References	233


Introduction and Purpose
School-to-work transition for youth with disabilities has gained significant attention since the passage of the Individuals with Disabilities Education Act (IDEA) in 1990, when transition planning became mandated as part of the Individualized Education Plan (IEP) process. Students and their families often rely on the help of school or adult service professionals to help explore career options and find a job. While this is a good starting point, solely relying on these professions may limit opportunities for the young adult.  
Promising practices in transition programs highlight the role of friends, family members, and neighbors as key stakeholders in the career development process as they may be able to help introduce the individual to additional opportunities to explore. 
Networking, or connecting with people who may be able to help with career exploration or point to others who may help, is a learned skill that most students need to develop. Students are frequently reluctant or don’t think to tap into their networks for assistance and guidance. This curriculum helps students to develop and refine their networking skills in order to approach these important sources of information for career exploration and job possibilities. Students should be encouraged to develop good habits in social interaction and take interest in their community, and to practice networking as well. 
Paid employment during high school exposes students to the world of work, but more importantly, it provides an opportunity to develop skills and gain experience and a feeling of competence that will be required for success later on. Work experience has also been associated with improved social skills, independent living skills, and better jobs with higher wages.  While some students know what will be next for them after high school, they can benefit from discussing those plans with the people in their network and by starting to explore additional opportunities and resources. Many students, however, do not have a clear picture of their future. For them, their network of connections can be an invaluable resource to explore opportunities, learn about required training and education, identify necessary skills and experience for certain fields, and seek options for hands-on experience through work, internship, and mentorship. 
This manual, designed to be incorporated in school-to-work transition programs, also applies to other groups of individuals with limited work experience. Through this curriculum, students practice and put into use networking skills such as: identifying their own network, approaching others, talking about their skills and interests, learning about what employers look for, exploring careers and job options, and exhibiting good business etiquette. Activities vary to accommodate diverse learning styles, and the trainer can select the lessons that best fit the needs of the group. 

Running the workshops
Student participation is an important learning dynamic in this curriculum. The more interactive and engaged the students are, the more they will gain from the workshop content. Of course, some will become more involved than others. Trainers may need to supportively pull the quieter students into participation and facilitate even discussion among the total group.
Sessions are structured around discussion, group exercises, and homework. Each unit focuses on one or two major topics in networking and career exploration; the homework is designed to help the students put the discussion into practice. The first page of every unit lists the discussion, the homework, and the materials needed.  Below those core activities are optional exercises that trainers may select based on the needs and interests of the group members. Some of the optional exercises are more advanced and are geared toward students who like numbers and statistics. Other optional exercises are for students who need to break down the larger discussion into a more focused presentation on a certain topic- for example, why someone would take a tour of a business and how to set one up. 
This curriculum is meant to be flexible, allowing the trainer to customize the group experience. The original intent in developing this manual was to focus on students with disabilities. However, the pilot phase included groups of students and then adults with limited work experience. The materials and discussions are easily modified to replace school-based examples with situations that adults will identify with. For instance, one of the discussions about what employers look for includes a question to the group about hiring a new teacher for the school. That example can be changed to ask about hiring for a job that the group members will more readily relate to. 
There are “samples” of some of the exercises that have been completed for you. These should be used at the trainer’s discretion. Some students might like the example handouts to help them follow along, while others, such as those with limited reading capacity, may not find them useful, or even may consider them distracting. 
Use of a flip-chart or whiteboard is helpful in keeping the group on topic and acknowledging good ideas for follow-up. These are particularly useful during individual brainstorming; trainers can record ideas on flip-chart paper and then hand the page to the student at the end of the session to serve as a reminder of all the suggestions offered during the brainstorming. In addition, trainers should try to connect with other people involved with the student to help him or her follow through on any leads or ideas generated by the group. 
The use of this curriculum can be a helpful starting point for students as they begin to explore potential careers or jobs for their future. It encourages students to take initiative and self-advocate. While this self-direction will serve students well, it is important to support them as they gain momentum and make sure they have access to help needed in taking the next steps. This should lead to the development of stronger skills and capacity to become more independent in career exploration and with job pursuits in the future.

Unit #1
Overview & Introductory Exercise
Goals
To have students and trainers get to know each other and provide an overview of what to expect to learn about networking.
Unit Plan #1
Exercise: Interesting and Exciting Jobs
Materials: “Interesting and Exciting Jobs” handout
Materials: “Interesting and Exciting Jobs” flip chart outline
Presentation: Goals of the Workshop
Materials: “Goals” handout
Homework: How Did You Get Your Job?

Optional Exercise: Best/Worst Job
(target audience: students who have had some employment experience and are able to talk about what they liked and did not like about certain jobs)
Materials: “Best Job/Worst Job”
Materials: “Best Job/Worst Job” flip chart outline
Optional Exercise: Which of These Jobs?
(target audience: students who learn best visually and who need to explore
career options)
Materials: “Which of These Jobs?” handout


Introduction to the Workshop
Key Point
Introduce the workshop to the group.
Facilitator’s Directions
•  	Have packets ready for students and give them out as participants enter the room.
•  Point out the “Interesting and Exciting Jobs” exercise and ask students to begin working on it as you wait for everyone to get settled.
•  Take a few minutes to briefly mention the items that are in the packet.
Welcome
Suggested Script
Welcome to the networking training.  As we prepare to begin, please take a few moments to go through the packet you have received.  Please write your first name on the name tag and read through the agenda.  This will tell you what to expect during each chapter.
In this workshop, we will be talking about using the people you know, as well as the people they know, in order to learn about career or job interests. We will spend time helping you understand how these people can help you with your career choices.
In order for you to benefit from this workshop, it is important for you to be an active participant.  That means you should feel free to ask questions and to add your thoughts and ideas relating to networking at any time.  
Throughout each chapter we will be using the terms “networks” and “personal connections.”  When we use these terms, we are referring to the people you see and interact with in all the activities you do (and have done) at work, in school, at home, and in your community. They may include family or close friends, former bosses or co-workers, professionals, and people working in stores you frequent. We all know people, and we all have networks. These people may be able to offer you helpful information relating to your career exploration and job search.  Talking to people about the work they do now, or have done in the past, helps you learn about the range of options open to you in your career exploration.
Interesting and Exciting Jobs
Key Point
It is important to have a dream job and learn about other jobs.
Facilitator’s Directions
•	Hand out the “Interesting and Exciting Jobs” worksheet and have the group fill in the boxes.
•	Have each student introduce themselves, including their name and answers to the four questions.
•	Record all of the answers on a flip chart as follows:

Name 

Interesting/Exciting Job…

More Info About… 

Jobs I Have Had

Dream/Fantasy Job…

Carla 

Lion Tamer 

Veterinarian 

School Cafeteria 

Animal Trainer

Anthony 

Train Designer 

Working for Amtrak

Haven’t had a job yet

Train Conductor

Sean 

Trainer for Boston Bruins

Physical Therapist 

Volunteer in School Library

Hockey Player



Trainer’s Tip
When possible, give the group the “Interesting Jobs” exercise prior to the start of the unit, so they arrive at the first class with some ideas.  If this is not possible, expect that this exercise may take longer.
Students should be encouraged to develop a dream job.  This does not have to be based in reality.  In fact, it is best when it is a real stretch!  If the group is getting stuck, give examples such as rock star, hockey player, fire chief, President of the United States, or owner of a record company.  Ask the students to think about when they were younger and people asked them what they wanted to be when they grew up.  What was their answer?
The trainer and other professionals in the room should go first in this exercise and try to use interesting examples.  The dream or fantasy job works best if the trainer admits an honest fantasy job, because it encourages students to do the same.  
If students have extensive work experience, limit jobs they talk about to one or two.
Suggested Script
In a few minutes, we will all introduce ourselves.  When you introduce yourself, state your name, the most interesting/exciting job you have ever heard of, a job you would like to find out more information about, any jobs that you have had, and what your dream job is.  Take a couple of minutes now to fill in the “Interesting and Exciting Jobs” handout.
Goals of the Workshop
Key Point
Networking is important for career development.
Facilitator’s Directions
•  Explain the importance of networking and hand out the “Goals” outline.
Suggested Script
Throughout the workshop we are going to spend much of our time talking about networking, career exploration, and employment.  The main goal of each chapter is to get you more and more comfortable with the concept of networking.  
This workshop is designed to help you begin to use the most effective method of getting jobs and doing career exploration: identifying and using personal connections, or “networking.”  If you actively explore different careers and job opportunities, and learn how to reach out to people you need for help, you will have a better chance of finding a job that matches your interests and preferences.  This is not to say that the  role of a teacher or counselor becomes unnecessary.  These professionals work in partnership with you.  The more effort you put into the process, the more efficient it will be for you.
Homework
How Did You Get Your Job?
Key Point
People get jobs many different ways.
Facilitator’s Directions
•	Explain that after each chapter students will have homework to complete.
•	Give each student at least two copies of the “How Did You Get Your Job?” handout.
•	Before the next session, have students ask at least two people the questions on the sheet.
•	Have students practice asking the questions during the session.
Suggested Script
You will have homework to complete after each chapter.  It is very important that you complete these, for we will be talking about them at the following session.  These assignments  will help you to understand the material better and teach you how networking can help you in exploring career options and looking for a job.
Before the next session, please ask two people you know the questions on the handout.  You can ask anyone you know: for example, parents, friends, relatives, teachers, or neighbors.  
Take a minute now and get into pairs. Practice asking the questions of your partner.
Best Job/Worst Job
Key Point
To have the group start to talk about their work experiences, good and bad, to articulate their dream jobs, and to think about what type of job they are going to look for at this time.
Facilitator’s Directions
•	Have each student complete the “Best Job/Worst Job” handout while waiting for the section to begin.
•	If possible, provide them with the handout the day before so they will come to class prepared to discuss their experiences.
•	Ask each student to read his or her answers aloud.
•	The information should be recorded on a flip chart and kept nearby, as it is often helpful to refer back to people’s responses and offer concrete examples relating to specific students.



Optional
Target Audience: 
Students who have had at least a few jobs or work experiences.
Trainer’s Tip
Some students will struggle with parts of this exercise and may need to be guided through the discussion.  For the best and worst jobs, if no ideas or experiences are offered, you may prompt them to consider projects from school, chores at home, etc., as options to list.  
Everyone should be encouraged to develop a dream job (which does not have to be based on reality; in fact it is best if it is a real stretch.)  Give examples from past workshops such as rock star, owner of a movie company, policeman, and pro baseball player.  If none come to mind, ask about the most interesting or best job they ever heard about or saw someone doing.  You may also want to ask what they dreamed of becoming when they were younger. 
The trainer should go first in this exercise and try to use examples where they found their jobs through some sort of networking process.  The dream or fantasy job works best if the trainer admits an honest fantasy job because it encourages students to do the same.  Trainers, teachers, and other professionals working with the group should skip over the current search section as they are most likely happily employed.
Suggested Script
Use the Best Job / Worst Job sheet to introduce yourself.  Tell us your best job, worst job, and how you got them.  Also tell us your dream job and what you would like to do next. 
Example of flip chart outline for Best Job/Worst Job Exercise:

Name

Best Job (How job was found)

Worst Job (How job was found)

Dream Job/Career

Current Job Search

Maria

Newspaper Delivery (friend)

Bussing Tables (Newspaper)

Tour the World as a Travel Agent

Stock Clerk

Justin

Class Project on Modern Art (school)

Cleaning Bedroom (home)

Professional Hockey Player

Job in Sports Stadium

Anthony

Activities Assistant Volunteer (aunt)

McDonalds (walk-in)

Phys. Ed. Teacher

Health Club Staff






Name

Best Job (How job was found)

Worst Job (How job was found)

Dream Job/Career

Current Job Search

Maria

Newspaper Delivery (friend)

Bussing Tables (Newspaper)

Tour the World as a Travel Agent

Stock Clerk

Justin

Class Project on Modern Art (school)

Cleaning Bedroom (home)

Professional Hockey Player

Job in Sports Stadium

Anthony

Activities Assistant Volunteer (aunt)

McDonalds (walk-in)

Phys. Ed. Teacher

Health Club Staff






Best Jobs & Worst Jobs
Which of these Jobs
Key Points
To develop a list of jobs that the students want to learn more about.


Optional
Target Audience: 
Students who learn best visually and need to explore career options
Exercise Directions
Pass out the “Which of these jobs would you like to learn more about?” handouts.  
Ask everyone to look at the pictures on the handout.  Ask if any of these jobs look interesting to them. 
When a student answers that one looks interesting, probe with questions such as:
	• Why do you think that this job looks interesting?
	• What do you think that you would do in a job like this?
	• Where do you think you could do this job (type of business)?
	• Does anyone know someone who does a job like this?
	• Are there other jobs similar to this one?
	• What do you need to know to do this job?
If anyone in the class knows someone who does that job, ask if you can call the person to arrange for an informational interview or tour. 
Trainer’s Tip
Think of the types of jobs that students might be interested in and create your own handouts accordingly.  Develop a collection of photographs or magazine pictures of people working. Continue to repeat the exercise with the different handouts as long as the students are benefiting from the exercise.  You may even want to start each session with looking at one picture and asking questions about it.

Unit #2
Finding Good Jobs
Goals
Students will engage in a dialogue about good jobs and ways to get them.
Unit Plan #2
Exercise: Three Things that Matter Most
Materials: “Three Things That Matter Most” handout
Homework Review: How Do People Find Their Jobs?
Materials: “How Do People Find Their Jobs” flip chart outline
Presentation: Research to Prove Networking Works
Homework: How Would You Describe Me?

Optional Exercise: Ways to Find a Good Job
(target audience: students who have had job search experience)
Materials: “Ways to Find a Good Job” handout
Optional Presentation: Job Seeking Statistics
(target audience: students who like research and numbers)
Materials: Department of Labor “Methods” pie chart
Optional Discussion: What Does it Take
(target audience: students who need to understand career patterns and job search efforts)
Materials: “What’s it Take?” & “Typical Patterns” handouts

Exercise
Things that Matter Most
Key Point
Different things matter to different people. Before someone can decide on a career, they need to find out what is important to them.
Facilitator’s Directions
•	Complete the exercise.
•	Discuss what makes a job good.
•	Talk about what people generally want from their jobs.
Suggested Script
Last time, we talked about some of your work experiences, your dream job, what careers you think sound interesting, and what job you might be looking for now.  Today we are going to try to figure out what makes a job a good one for you.  
People have different ideas about what makes a job or career a good one, so we may have different ideas from one another and that’s ok. We like to do different activities and we all value different things.  For example, one person may be looking for a career that pays lots of money, no matter how much work and pressure may come with it, while another person might want to be in a job working with nice people in a relaxed environment.  By figuring out what matters to you in a job, you will be able to start looking at different careers as options.

Exercise Directions
Give students a copy of the exercise and ask them to record three things that are important to them in a job. Have each student read one answer aloud.
Trainer’s Tip
When people are asked what they generally want from their jobs, the following come up most often:
•	jobs with good pay and benefits
•	employers that respect their employees
•	involvement in the workplace and community
•	opportunities for career growth
Homework Review
How Do People Find Their Jobs?
Key Point
People find jobs in a variety of ways, but the most effective way is through networking.
Facilitator’s Directions
•	Review Homework from Unit 1 and record answers on flip chart.
•	Discuss with students how the majority of favorite jobs were found.
•	Discuss how to get someone to look at your resume.
Example of what flip chart should look like:
Homework Review
Ask each student to share information from the person that they talked to with the best job. Go through each question and record answers on the flip chart as outlined. Discuss how the majority of jobs were found.
Suggested Script
In order to get a job, you usually need to have an interview.  In order to have an interview, you usually need to submit a resume or job application. Sometimes when an employer runs an ad in the paper they get 500 or more resumes!  How do you get someone to look at your resume or application when they have such a huge stack to go through?
Trainer’s Tip 
For some groups that are not as talkative, try the following exercise: 
Pull out a large stack of paper (an entire ream) and place it in front of the group.
Last week I placed a help wanted ad in the paper.  These are all resumes that came in for the job I have open. My boss told me that I better hire someone good and hardworking. How do you think I might choose which ones to call in for an interview?  You really want this position. How are you going to get your resume chosen from this pile?
Spend some time problem solving on these questions while building on the overall question of “When you want to find a job, what do you do?”  Encourage the group to come to the conclusion that networking would be the best way to help get their resumes seen and eventually find a job.
Research to Prove Networking Helps
Key Point
Research shows networking is an effective job search tool for all people.
Facilitator’s Directions
•	Review facts one, two and three below with students.
Presentation
Fact one:  
People with disabilities are more likely to be unemployed than people without disabilities. Approximately 36% of people with disabilities are employed, compared with 79% of people without disabilities (American Community Survey, 2006). The rate of employment for people with disabilities has remained steady in recent years despite changes in the economy. There are factors that influence these numbers that go beyond the inability to secure a job. Though some people with disabilities may choose not to work, there is a big difference between the unemployment rates of the general public and the population of individuals with disabilities.
Fact two:  
People with disabilities are more likely to rely on professionals to help them find employment. Research on how people get jobs clearly indicates that it is personal connections that help most people find work.  It is also logical that the more methods tried when looking for a job, the better the odds of finding one. When people with disabilities solely rely on professionals for job placement help, they are limiting their opportunities and decreasing their chances of being employed.
Fact three:
A national survey was completed at The Center on Promoting Employment (RRTC) at Children’s Hospital Boston which examined job search practices for persons with disabilities.  The research looked at people who had recently gotten jobs, and it asked what methods were utilized to successfully secure employment.  The networking approach was commonly used, but most importantly networking helped job seekers: 
•	find jobs with better wages
•	secure jobs with more hours
•	shorten the length of their job search
•	become thirteen times more likely to be successful than someone using want ads (Darling, 2003).
Homework
Describe Me
Key Point
Job Seekers need to know positive traits about themselves.
Facilitator’s Directions
•	Give each student two copies of the “How would you describe me?” handout.
•	Before the next session have each student ask two different people that know them well the questions on the handout.
Suggested Script
When looking for a job it is important for you to be able to talk about the positive traits you have.  Sometimes it is hard for us to think of positive things about ourselves.  Before the next session, you are going to talk to two different people that you know well and ask them to describe you. This will help you  start to build a list of positive traits about yourself.  You should use the questions on the handout to guide you through this process.  
Let’s quickly practice asking the questions.
(Choose one of the students in the class and ask them the following questions about you)
Handout
Record your answers on the handout provided.
Does anyone have any questions on the homework?  Next time we meet we will talk about what you found out.
Ways to Find a Good Job
Key Point 
Job seekers should not limit their job search activities to one method.
Facilitator’s Directions
•	Complete exercise on ways to find a good job.
•	Present on not limiting job search activities.



Optional
Target Audience: 
Students who have had job search experience
Exercise Directions
Give each student a copy of the exercise. Ask the group how they would go about finding a job. As they come up with an item, ask what is good and bad about using that way.
•	How do we go about finding the jobs we want? 
•	Has anyone ever used any of these ways to find a job?  
•	What was good/helpful about it?  
•	What was bad/frustrating about it?
(Go through each item on the handout)
Suggested Script
One mistake that many job seekers make is that they limit their job searches to one activity such as responding to online advertisements.  By using your networks and varying your job search strategies, you will have a better chance of being considered for a position.  For example, you may want to send out a few resumes to ads that you find in the newspaper, go to the local One-Stop Career Center to look through their resources, walk around your neighborhood and apply for open jobs that you see, ask a few friends about opening where they work, as well as look up openings on the Internet.  By using all these methods you will have a better chance at finding a job faster than if you only used one.
Resource Tip
One-Stop Career Centers were developed to bring together employment and training services that work with all people into one place and make it easier for job seekers and employers to use their services.  See appendix for  “One-Stop Career Centers: A Guide for Job Seekers with Disabilities,” which is helpful for students who plan on using a One-Stop Career Center.




Job Seeking Statistics
Key Point
Employers like to know who they are hiring and look positively on employee referrals.
Facilitator’s Directions
•	Present on hiring practices of employers.
•	Discuss methods that job seekers use to find a job.

Optional
Target Audience: 
Students who like research and numbers
Suggested Script
Let’s look at some research that has been done regarding the best way to find a job.
According to the U.S. Department of Labor, more than half of people who are working found their jobs through someone they know- for instance, a friend, family member, teacher, or neighbor. Even though some job openings are advertised on the internet or in the newspaper, over 80% of available positions are not advertised. Employers fill those positions by promoting current employees, asking for referrals from employees and business associates, or hiring someone that has already expressed interest in working for the company (McConnell, 2002). 
Employee referral programs have become much more popular in recent years. Employers now rely on their current employees to introduce them to good people that want to work for the company. Employers with strong referral programs report that between 20-40% of their hiring is accomplished through referrals (Cluff & Associates, 1998). What do you think the benefit is to the employer? 
The Internet has been another place to go to look for a job.  However, even though there may be many jobs posted, it isn’t always the most efficient way to find a job. Bolles (2004), author of the book What Color is your Parachute estimated that the average rate of success for someone looking for a job on the Internet is 4%. That means that out of every 100 people looking for a job on the Internet, 4 will get hired. In some of the high-tech industries it is more effective to look for a job online, but for other companies you are better off trying a different method. 
Another way to find employers that are hiring is by attending job fairs. Has anyone ever been to a job fair? Job fairs vary in size, and can be set up so that all of the employers are within the same industry, or include companies of all kinds. Some job fairs are small enough that employers can hold interviews on the spot; others are so large and busy that employers are not even able to accept applications. Some employers come to job fairs looking to pick out workers; others come when they don’t have openings just to see what kind of prospective employees they meet. Bolles (2004) estimated that 8% of people who go to job fairs are successful in getting hired.
This is probably due to the lack of face to face contact with perspective employees.  The low number of employers that utilize job fairs may be due to the cost of renting a booth at a job fair or the lack of availability of a human resources representative to go to the fair.  Companies usually do not have a HR department until they reach 75 - 100 employees, and then there is generally one HR representative for every 50 employees. Therefore, it would be a stretch for a small company to send someone to a job fair.  Most companies at a job fair are the larger employers in the area, such as universities, financial Institutions, hotels and large chains, hospitals and high tech companies.
This does not mean that job fairs should not be utilized.  Job fairs are great for people seeking jobs in the industries represented.  They also are great places to practice interacting with employers.  However, it does send a caution out to individuals who may rely only on one or a small number of techniques for finding a job.  The survey results emphasize that face to face contact, along with employee referrals, are effective since both methods reduce the “unknown” aspect of the person’s resume.
Methods of finding a job
The Department of Labor (DOL) “Methods” pie chart looks at job searches from the applicants’ perspective. In this survey, a group of individuals who recently secured employment were asked which job search technique yielded their job. According to the survey, 63% of the respondents got their jobs through informal means such as contacts within the company or direct employer contact, 14% through want ads, 12% through private agencies, and 11% through other means including job fairs, civil service testing, or public agencies.
Trainer’s Tip:
What do all these statistics mean to the job seeker? While some techniques seem to be more effective than others, it is crucial not to rely too heavily on one approach. The more strategies you use, the better your odds are of finding a good job that you want.
What Does It Take To Get A Job?
Key Points
People will have many different jobs in their lifetime. It takes time and effort to find a good job.
Facilitator’s Directions
•	Discuss the typical number of jobs and careers people have.
•	Discuss the number of interviews and calls it takes to get a job.



Optional
Target Audience: 
Students who need to understand career patterns and job search efforts
Suggested Script
How many jobs do you think you will have in your lifetime?
Any book on job searches shows it takes a lot of time and effort to get a job.  It also shows that people often change jobs and even careers.  The average person will hold eight to 10 jobs and have two to three career changes in his/her lifetime.  So if you are looking for one of your first jobs right now, think of it as a way to explore career options.  I don’t know too many people who have only had one job during their lifetime.  If it is not the job that you want to stay at for five, 10, 15 years, that’s ok!  Now is the time to try out different areas that you are interested in.
If you do not know anyone in the company, how many phone calls do you think it takes before you get a job interview?  How about if you know someone there?
How many interviews do you think it takes to get a job?
As a general rule, it takes 10-20 cold calls to land one interview, and seven-10 interviews to get a job. This means 70-200 calls to get just one job!  This process includes a lot of “No’s” and rejection along the way. While no one can totally eliminate that, we can improve the odds of at least getting an interview by using personal connections to search for a job.  Everyone knows people who can be helpful to you and others, and this help includes assisting you in your job search. 


Unit #3
Networking & Positive Things About Me
Goals
Students will come up with a definition of networking and start to identify positive traits about themselves.
Unit Plan #3
Exercise: Networking Definition
Materials: “What is Networking?” handout
Flip Chart for Group Brainstorm
Homework Review: How Would You Describe Me?
Discussion: Creating Positive Perceptions
Exercise: First Impressions
Materials: First Impressions Exercise
Exercise: What’s Good About Me?
Materials: “What’s Good About Me?” handout
Homework: What’s Good About Me?

Optional Presentation: Career Development Network
(target audience: students who need further explaination of how networking can help them find a job)
Materials: “Career Development Network” handout


Networking Definition
Key Point
There are many definitions of networking.  You need to decide what networking means to you.
Facilitator’s Directions
•	Brainstorm on what networking means.
•	Decide on a definition of networking as a group.
•	Record definition on handout.
Exercise
Exercise Directions
Pass out the “Networking Definitions” exercise to each student. Ask students to generate a list of terms or explanations of networking and record these ideas on a flipchart or blackboard. Come to a consensus on a definition of networking.  Have students write it on the “What is Networking?” handout and start the remainder of the chapters with a review of this definition.
Suggested Script
In the past two sessions, we have been discussing good jobs and how to find them. We have also talked about the fact that networking has been proven to be the best way to get a job.
As a group, let’s come up with our own definition of networking that we will use throughout the rest of the chapters. What do you think of when I use the term “networking?”
Discussion Tip 
If the group is having a hard time coming up with a definition, try talking about the following networking definitions that other people have come up with:
1. “Networking is building relationships before you need them. Then when you need them,you will know whom to call and s/he will want to help you.” –Darling, 2003
2. “Networking is cultivating relationships and investing regular time and effort, establishing and maintaining career-related contacts.”  –U.S. Department of the Interior, 1998
Homework Review
How Would You Describe Me?
Key Point
In identifying our positive traits, it often helps to ask others for opinions about us.
Facilitator’s Directions
•	Review Homework from Unit 2.
Suggested Script
Please take out the handouts that you filled in for homework.
Let’s look at the positive things that others said about you. Would someone like to volunteer to share some of the things others said about them? Were there any things people said that surprised you?
Creating Positive Perceptions
Key Point
To learn about why we are attracted to other people.
Facilitator’s Directions
•	Discuss what attracts you to someone.
•	Discuss how long it takes to form an initial impression of someone.
Discussion
Discussion Points
What makes you like someone?
• appearance		• curiosity
• personality		• sense of humor
• shared problems	• honesty
• friendliness		• similar situations
	• common interests	• eyes
Discussion Questions
• 	How do you engage people to become interested in some aspect of your life?
• 	What attracts you to someone?
• 	What makes you want to get to know someone?
• 	How long do you think it takes to form an initial impression of someone?
Suggested Script
Many things attract people to each other.  Developing networking relationships is similar to developing new friendships.  It involves presenting yourself in a way which is positive.  How a person talks, looks, shakes hands, makes eye contact, etc., all influence our perception of them. 
When we meet a person for the first time, we form opinions right away. In fact, it is said that the initial impressions are made within the first 30 seconds to three minutes of meeting someone. We check if they are friendly, have something you need, smile, are listening to us, and are courteous.
Increasing the chances of creating a positive perception of yourself takes planning.  You may begin by considering how you perceive yourself.  Do you perceive yourself as the poor job seeker who will only get a job out of charity?  Do you feel uncomfortable or unworthy of asking for assistance? This will come across when you meet people. 
You may not be able to affect all aspects of how people perceive you, but you do have some control.  You cannot predict what others will do, say, or think, but you can control yourself and your reaction.  By becoming aware of possible bad first impressions that you may make, you can prepare yourself to emphasize your positive qualities in order to make the best possible first impression.  While we cannot control every aspect of a first meeting, becoming aware of how we present ourselves can help us to create a more positive first impression.
First Impressions
Key Point
To get feedback on the kinds of first impressions we make to others and to compare this to our perceptions of ourselves.
Facilitator’s Directions
•	Complete the “First Impressions” exercise.
•	Discuss the findings as a group.
•	Discuss ways to convey a good first impression to employers.
Exercise
Exercise Directions
Hand out the “First Impressions” sheet.
Depending on the reading abilities of the group, you may need to read each word aloud and describe what it means.
Have each student place a check mark next to three to five words that they think reflect themselves best.
Next, pass the “First Impressions” sheet to another participant in the group. Have them circle three to five words that describes their first impression of that person.  
Suggested Script
Look over all the words on the sheet.  Which words do you think best describe you?  Place a check mark next to three to five words that you think reflect yourself best.
Next, pass the “First Impressions” sheet to someone else in the group. Have them circle three to five words that describe their first impression of you.  
What is important to get from this exercise is that you may not be aware of how you come across. You may give off negative messages without knowing it, but now you can offset that first impression. 
Trainer’s Tip
If members of the group do not read enough sight words to use the sheet, act out different “first impressions” and have the group come up with words to use when they pair up to give feedback. For example, you can act out a person who is shy by coming in and sitting down without looking up at the group, speaking softly, and not introducing yourself.  Show examples to help the group come up with their own describing words.  
Discussion Questions
• Did how you perceive yourself match how others perceived you?
• What is the same, what is different?
• How do you come across, and how do you want to come across?
•Does everyone agree with their first impression summaries?
Trainer’s Tip
With some groups you may need to explain that none of the words on the form are necessarily positive or negative.  For example, if you were looking to hire a librarian, you would probably look for someone who is “laid back.”  But if you were looking to hire a car salesman, you would generally NOT want to hire someone who is laid back.
If the group is not able to evaluate each other, give your first impression of each person.  This will be a good first impression of each person, especially if you have just met him or her.

Suggested Script
Getting feedback from a group of individuals who have not known you long can provide accurate information on initial presentations.
One thing everyone needs to do is to help professionals, employers, and others you meet get past any negative first (or past) impressions.  Getting jobs through connections is more than just increasing the number of contacts you make with people in business.  Making this process truly effective is also about getting people to perceive you as someone who has talents and skills from which others can benefit. 
If you struggle to see yourself in a positive light, one trick that has worked for many is to describe how others have seen you positively.  For example, one could say, “I’ve been described as motivated and hard-working.  I have frequently received feedback in my performance reviews commenting on my motivation.”  What this does is offer positive statements without feeling like you are boasting.
Discussion Questions
• 	What does it take to make a good impression on an employer?
• 	How do you think that you might convey these traits in a quick meeting with an emloyer?
What’s Good About Me?
Key Point 
Job seekers need to know that they have a wide range of positive traits.
Facilitator’s Directions
•	Fill in as many bubbles as possible on the handout.
•	Discuss why it is important to know what is good about you.
Exercise
Exercise Directions
Pass out the “What’s Good About Me?” exercise. While the group is filling this out, the trainer should be filling in as many bubbles for him/herself on the flip chart or blackboard. These should range from general things such as “good hair,” to activities such as “excellent chess player,” to work related attributes such as “organized.” Encourage students to look at their homework from the last unit for ideas.
Suggested Script
To be an effective networker, it is important to present yourself in a positive way.  This is easier for some than others.  Most of us do not feel comfortable saying positive things about ourselves because it feels like we are bragging.  Nonetheless, in order for people to assist you with career exploration, they need to know what it is that you are good at, what you can offer to an employer, and where you think you would fit into a company.
In a job interview you only have a few moments to discuss why you are a good candidate for the job.  Talking positively about yourself is a skill that is very important when you are searching for a job.
Discussion Tip
If students get stuck and cannot come up with anything, ask questions such as: “What would your friends say about you?  What would your family members say about you?  What would your teachers or supervisors say about you?”
Discussion Tip 
In some groups, it may be helpful for the trainer to get the group motivated to do this activity.  For individuals who are having a hard time coming up with positive traits about themselves, the trainer can present the following scenario:
I am the owner of a business in town and am looking to hire someone.  I pay really well and offer great benefits.  You will make $100/hour, get four weeks vacation, have all summer and every holiday off, and get great health insurance.  My workplace is really nice, clean and fun.  I can only hire one person.  Of all of these people knocking down my door, why should I hire you?
Go around the group and ask each person, “Why should I hire you?”  Have everyone stand up and shake your hand when introducing him or herself to you.  This is an ideal time to begin encouraging good eye contact and a firm handshake.  If there are specific questions about the nature of the job, it is fine to make up details for each individual which differ from the others.  The goal of this exercise is for you to have a job that every student wants and will encourage them to “sell themselves” to the best of their abilities.

What’s Good About Me?
Key Point 
Job seekers need to be able to talk about a wide range of their positive traits.
Facilitator’s Directions
•	Before the next session, have students continue to fill in as many bubbles as possible on the handout.
•	Students should also write back-up statements (on the back of the handout) for each positive trait that they identified.
Homework
Suggested Script
Before our next session, I would like you to continue to fill in all the bubbles on the “What’s Good About Me?” handout.  Once you have completed filling in all the bubbles, I would like you to think about back up statements for each of the traits you wrote down.  These are statements that prove that this is something positive about you.  For example, if I write “organized” in one of my bubbles, my back up statement for that could be “I am always able to find everything in my desk.”
Does anyone have any questions on the homework?  Next time we meet we will talk about what you wrote down.


Career Development Network
Key Point
Networking means more than just talking to the people that you already know.
Facilitator’s Directions
•	Give the “Career Development Network” handout to each student.
•	Read through each column and explain the steps that networking involved (how meeting each person led to meeting another).
•	Explain how Jose was able to expand his network from 5 to 12 people and ended up with two possible opportunities.



Optional
Target Audience: 
Students who need further explanation of networking
Suggested Script
Jose wants to explore nursing as a career option.  This handout shows the networking that he did to find out more information about this career.
The top row contains the words: Priest, Neighbor, Cousin, Teacher, & Friend.  Below each of these is an arrow pointing downward to either another name or a “0” signifying a dead-end:
• 	The priest points to a church member (who is a social worker) who Jose calls, and this leads to a friend of theirs (who is also a social worker), who leads to a dead-end.
• 	The neighbor leads to a friend (who is a nurse) for an informational interview, who leads to a friend (who runs a nursing home) who phone interviews Jose and then meets him in person and offers him a volunteer opportunity.
• 	The cousin leads to a dead-end.
• 	The teacher leads to a neighbor (who worked in Human Services) who has a phone conversation with Jose.  The neighbor leads to another friend (who works in a residence) who talks on the phone with Jose, who then leads to another friend (who manages an agency) who interviews Jose and offers him a volunteer slot.
• 	Finally, the friend leads to a dead-end.
Though some of these contacts have lead to a “dead-end,” Jose has gained useful information about nursing and has let many people know of his interest in this field.  In the future, if any of these connections hear about a job in that area, they might call Jose and let him know.
-	Look at Jose’s initial contacts.  How many did he have?  (answer: 5; Priest, Neighbor, Cousin, Teacher, Friend): How many contacts did he have after networking?  (answer: 12; everyone on the list)
As you can see, Jose more than doubled the number of people that can now help him with career exploration.

Unit #4
Why Hire Me? & Who You Know
Goals
Students will continue to identify their positive traits and begin to talk about the people they know.
Unit Plan #4
Homework Review & Exercise: Why Hire Me
Materials: “Why Hire Me?” handout, “Why Hire Me?” flip chart
Exercise: Who Do You Know
Materials: “Who Do You Know” handout, “Who Do You Know” flip chart
Homework: Consumer Guide to Networking

Optional Exercise: Consumer Guide to Networking
(target audience: students who would benefit from a closer review of the Consumer Guide to Networking)
Why Hire Me!
Key Point
Job seekers need to be able to support statements about their positive traits with examples.
Facilitator’s Directions
•	Review “What’s Good About Me?” homework.
•	Complete “Why Hire Me?” exercise.
Homework Review & Exercise
Exercise Directions
Pass out the “Why Hire Me?” handout.
•	Ask the group to take out the “What’s Good About Me?” homework from Unit 3 so they can refer back to it while doing the next exercise.
•	Have the group fill in the three boxes under “Anything Good About You” as well as come up with statements to back them up.
•	Next, have each attendee read three items and give examples to substantiate them.
•	Record these attributes in the first column on the flip chart as demonstrated below. You will be referring back to their attributes many times, so it is very important to list them on the flip chart.
Suggested Script
Today, we are going to continue to talk about the positive traits you have.  This will help you to be better prepared to talk with others about your career ideas, go to an interview, and discuss your positive traits with your networking contacts.
Take a few minutes to write down three of the positive things you listed during the “What’s Good About Me?” exercise onto the “Why Hire Me?” sheet.  They can be anything at all that is good about you.  At this point do not be concerned about whether or not they are work related; simply start to think about yourself in a positive manner.  
Next, come up with a proof statement for each of these.  These can be taken directly from the homework you completed from Unit 3.
Facilitation Tip
If individuals are having a hard time coming up with proof statements, ask them:  “Why would you say that about yourself?” or “Give me an example of when you were ________.” Some individuals will struggle with this exercise.  You may need to facilitate further brainstorming or encourage the individual to think of more examples, as some people devalue themselves.  It is very important that each person’s traits be truthful.  If someone gives an answer identical to another person, and you know that it is not applicable to him or her, assist the person to think of another answer.  If the student gives a statement such as “I’m not bad at...” or “I’m okay at...” help them to turn these into more definite and empowering positive traits.

Example of what flip chart for Why Hire Me! should look like:
Exercise
Who Do You Know?
Key Point 
It’s not what you know, it’s WHO you know that can help you with your search.
Facilitator’s Directions
•	Review the networking definition that the group came up with.
•	Complete the “Who Do You Know?” exercise.
Exercise Directions
Give everyone a copy of the “Who Do You Know” handout.
Explain the difference between the two categories and instruct students to work on putting together a list of all the possible people that could fit into either of them.  Write your list on the board or flip chart so the group can refer to it when they start to put together their own personal networking list.  

Suggested Script
Usually when we ask people to come up with a list of people in their “network,” the list is short.  One reason is that most people think, “Who do I know who can hire me?” or, “Who has a job I might be interested in doing right now?”  Remember that personal contacts extend far beyond those people who provide a direct link to a job.  At this stage, when you are simply identifying your networks, think of everyone you possibly can.  This list should be as long as possible.
Who are the people who know you really well?  Who are the people who sort of know you?  Who are the people who you know well enough to start a conversation with?  Say “hello” to?  
We are now going to come up with a list of the types of people who know you well and the types of people who you know well enough to start a conversation with.  For example, if you have a sister, she probably knows you very well and the person at the coffee shop where you go every day probably knows you well enough to start a conversation.  Think about who says “hi” to you as you go out shopping or running errands.
On the inside circle, write down all the people that know you well.  On the outside circle, write the names of the people who you know well enough to start a conversation with. Often it is the people in the outside circle that provide the best new leads.
Many people do not consider stores they use as networking resources.  Remember, you give these places your business.  It is very likely that the people who work there know you.  Think of all the places that you go to often; the people who work there could be very helpful resources for you.
Consumer Guide to Networking
Key Point
Networking is one of the most effective ways to conduct a job search.
Facilitator’s Directions
•	Assign each student a section of the ICI Tools for Inclusion publication: “Networking: A Consumer Guide to an Effective Job Search.” (see appendix)
•	Before the next session, have students read the assigned section and write down an important point on the handout provided.
Homework
Suggested Script
Before the next session, please read your assigned section of the Consumer Guide to Networking. Using the form provided, write down the important points that were mentioned in your section.  Try to write down at least three to four points. 
Does anyone have any questions on the homework?  Next time we meet we will talk about what you found out.
Guide to Networking
Key Point
Students will become more familiar with the concept of networking.
Facilitator’s Directions
•	Choose a section of the guide to read out loud with the students.
•	As a group, discuss the questions for that section as outlined below.


Optional
Target Audience: 
Students who will benefit from a closer review of the Consumer Guide to Networking
Trainer’s Tip
Depending on the group, you may want to go through all of the sections or just a few of them.
Example of Section Outline:

Unit #5
Using Your Network
Goals
Students will use the group to identify who is in their network and how to use their network.
Unit Plan #5
Homework Review: Consumer Guide to Networking
Materials: Networking Guide: Questions for discussion
Exercise: Using Networks
Materials: flip chart or blackboard
Exercise: Identifying Your Network
Materials: “Networking Exercise” handout
Homework: Continue Networking Exercise and Asked Me for Help
Materials: “Asked Me for Help” handout

Optional Presentation: Job Development Network
(target audience: students who need further clarification as to how networking can assist them in finding a job)


Consumer Guide to Networking
Key Point
Networking is one of the most effective ways to conduct a job search.
Facilitator’s Directions 
•	Review the networking definition that the group decided upon.
•	Have each person read the main points of the section that they were assigned in the consumer guide.
•	Briefly discuss points that the group brings up.
Homework Review
Exercise
Using Networks
Key Point
Networking is not difficult. It is effective and can help you in many ways.
Facilitator’s Directions
•	Complete the discussion exercise.
•	Discuss why networking works.
•	Discuss how students can use their networks.
Exercise Directions
Start a problem-solving discussion using the following situation about moving to a new neighborhood and trying to make new friends.
As the group offers you suggestions, be sure to ask if they know anyone in particular that you could talk to. For example, if someone suggests a gym, ask if they know anyone who belongs to that gym so you can find out what type of equipment they have.

Suggested Script
Listen to the following situation.  Try to help me out...
I have recently moved to this neighborhood and really want to make new friends.  I will be starting at your high school next week, and I do not know anyone in the area.  I think that there are two teenagers who live next door to me, but I have not spoken to them yet.  
I was wondering if any of you have some ideas as to where I could go to meet people and make new friends.  Do you have any thoughts about places I could go, clubs I could join, or activities I can do that will help me make new friends (i.e. join a gym, take a class)?  Where do students hang out around here?  (record answers on flip chart)
As you can see, once we got started, it was easy for you to generate ideas of places I could meet new people.  That’s networking!  You were all able to give me suggestions and now it is up to me to follow through with them.
Why Networking Works
Discussion Points
Some of the advantages of using your networks to make work contacts are:
• 	You have credibility because someone knows you.
• 	Your contact has a relationship within the organization.
• 	Your contact may be able to help you avoid initial screening and help you to be considered by the actual person hiring.
• 	It is easier to request support or help on the job when there is a connection.
• 	Having a connection may help to get your resume pulled out of a large stack.
Suggested Script
Getting job leads through your connections opens up more employment opportunities because many of the good jobs in good companies are never advertised; even if they are, the people who are hired often have some connections to the company. To have a chance at being considered in (or even finding out about) this hidden job market, one needs to work through other people. 
As you become a more effective networker, you will begin to define who in your network is best able to help you. Your needs will change over time, and as a result, you may focus on different people in your network at different times. 

Using Your Network
Discussion Points
Your network contacts can be used in many ways:
• 	They may help with career planning and exploration as you try to discover what areas are of interest to you and learn more about those fields.
• 	They may help you arrange informational interviews or tours.
• 	They may sometimes lead to actual job opportunities.
• 	They may frequently lead you to other people, all of whom offer new leads and connections.
Identifying Your Network
Key Point
To identify as many people in your network as possible.
Facilitator’s Directions
•	Complete the “Networking Exercise” handout.
•	Be sure to emphasize the fact that the students should be writing down as many names as possible, not just those leading to possible employment connections.
Exercise
Exercise Directions
Pass out the “Networking Exercise” handout.
Have students work on filling in as many names as possible in the time allotted. They will continue to work on this for homework.
Suggested Script
We will now begin to identify your networks. Try to name as many people as you can who fit into each category. Remember the following points:
•  Include everyone you can think of- put specific names down if possible
•  The purpose is to get information and contacts, not just direct job leads
•  You won’t know how useful a particular contact is until you ask
•  You won’t know how willing someone is to help until you ask
•  Don’t forget former employers, co-workers, classmates and teachers.
Identifying Your Network
Key Point
To continue identifying as many people in your network as possible, not just those that you think have a possible employment connection.
Facilitator’s Directions
•	Before the next session, have students add as many names as possible to their “Networking Exercise” handout.

Homework
Suggested Script
Before our next session, continue to work on filling in the networking sheet with as many names as possible.  Try to think of all the people you know and write their names down.  If you cannot think of someone’s name, write down how you know them (i.e. the counter person at the coffee shop).
Does anyone have any questions on the homework?  Next time we meet we will talk about what you found out.
Discussion Tip
For some groups it is helpful to make this homework assignment into a contest. You can award small prizes for the most names in a particular category, the most names overall or the most creative/innovative contact ideas.
Homework
Asking for Help
Key Point
To have students realize that they can not only ask others for help, but that they can help others as well.
Facilitator’s Directions
•	Give each student a copy of “Asked Me for Help?” handout.
•	Before the next session, have students think of three times that someone has asked them for help and how it felt to be asked.
Suggested Script
Think of three times when someone has asked you for help with something.
It can be anything–for example if your mom asked you to help your little brother pick up his toys, your friend asked you to get his/her homework because he/she was out sick, or your neighbors asked you to pick up their mail while they were on vacation.  How did it feel to be asked for help or advice?  
Before our next session, write these answers down on the “Asked Me For Help” sheet.
Does anyone have any questions on the homework?  Next time we meet we will talk about what you found out.


Job Development Network
Key Point
To look further at the “Career Development Networking Tree” that was discussed in the Unit 3 Optional Presentation.
Facilitator’s Directions
•	Give the “Job Development Network” handout to each student.
•	Read down through each column and explain the steps involved in networking.


Optional
Target Audience: 
Students who need further clarification as to how networking can assist them in finding a job
Suggested Script
The follow-up to Jose’s career development overhead is the following job development overhead. Jose got to see what nurses do in his volunteer service job and now wants to work in Human Services with the elderly, but not as a nurse. He returns to his initial network and expands upon it. Remember that Jose ended with 12 networking contacts the first time. This time he chooses five to start networking with. The top row of contacts includes the following: Church Social Worker, Nursing Home contact, Cousin, Teacher and Supervisor.
• 	The social worker offers a job lead with the director of a nursing home who interviews Jose and offers him a job.
• 	The Nursing home offers two leads. One is a dead-end lead. The other leads to an interview with the director of an agency, which ends with Jose being told of a potential position in six months.
• 	The cousin again leads to a dead-end.
• 	The teacher leads to the director of an agency and a phone interview, which dead-ends.
• 	The supervisor offers two leads. One is a dead-end. The other directs him to an interview with the HR department of an agency. This ends with a “We’ll call you if a job comes up, but we don’t have anything open right now.”
How many contacts does Jose have now?


Unit #6
Talking to People in Your Network
Goals
Students will become comfortable with the idea of asking for help and come up with questions for people in their networks.
Unit Plan #6
Homework Review: “Asked Me For Help?” handout
Discussion: Making Contact
Discussion: Talking to People in Your Network
Materials: “What to Say to a Contact” flip chart outline
Homework: Talking to Your Network

Optional Exercise: Asking for Help
(target audience: students who seem hesitant to ask others for help)
Homework Review

Asked Me For Help?
Key Point
It is okay to ask for help!
Facilitator’s Directions
•	Discuss what it feels like to be asked for help.
•	Review “Asked Me For Help?” homework.
•	Discuss why some people may not ask for help.
Discussion Questions
• 	Has a total stranger ever approached you to ask for directions or for the time of day?
•	 Does it bother you to be asked for help or information?
• 	What are some of the things that people have asked you for help with?
• 	How did it make you feel to be asked for help?
• 	How did you feel after you helped them?
Trainer’s Tip
Throughout the first five sessions you have hopefully asked everyone in the group for assistance with something (i.e. moving chairs around, writing on the flip chart, giving out the handouts, holding your manual).  Refer back to those individuals who helped you as you lead the following discussions.

Homework Review
Ask each student to talk about some of the things that people have asked them for help with, as well as how it made them feel to be asked to help someone.
Trainer’s Tip
Lead the group in a discussion about what might keep someone from asking the people they know for help.  Ask the group if anyone ever been asked by a friend or family member for help in looking for a job and what that experience was like.
Refer to the flip chart with the Interesting Jobs list and ask about times when individuals found their jobs through a contact.
Suggested Script
Asking directly for help and getting individuals interested in your career goals do not have to be the same thing.  You can tell people you know about your interests without asking for help.  Conversations about your goals can lead to help from a casual acquaintance or a complete stranger.  Also, talking to people you know about your goals may lead you to someone they know who has interests/connections/skills that could be of assistance to you. 
You now have a list of people who are in your network, but maybe you are still feeling uncomfortable about asking them to help you look at different careers.  In general, most people feel good about being asked for help.  In many ways, being asked for help is a compliment.  It is an indication that the person thinks highly of you. 
Have you ever been turned down when you asked someone for help?  What happened? 
Generally speaking, the outcome will be better than your worst fears. Remember, people will often be flattered by your asking for their assistance.  If a reasonable request for assistance is made, most people will try to offer help.  

Discussion Points
Keep in mind...
•	People choose whether or not to help.
•	Rather than being a nuisance, it is often an ego boost to be in a position to help others.
•	Most people use personal contacts when conducting a job search. Everyone needs some kind of assistance. Even if you are working with a job counselor, when it comes to getting a job, the more people helping the better.

Discussion
Making Contact
Key Point
Once you make enough contacts, you will come across someone connected to a business that might have employment opportunities now or in the future.
Facilitator’s Directions
•	Discuss what to say when asking someone for help with a job search.
•	Refer back to the “Why Hire Me?” exercise for positive traits about each student.
Discussion Questions
• 	What do you say when you contact someone for help with your job search or deciding on a career path?
• 	What information should you ask for?
• 	What information should you tell about yourself?
Suggested Script
When speaking with contacts, ask if they, or anyone they know, work in places that might have the types of jobs you are interested in.  You should also ask if they know anyone else with whom you might talk.  This could be someone who knows a lot of people and businesses in the community and who might be willing to talk with you.  
If your contact has no leads or suggestions for you but seems interested in helping, ask if you could leave your resume and call back in a few days just in case he/she thinks of an idea.  Also, ask if they have any suggestions of ways to improve your resume.  Be sure to send a simple thank you card to everyone who gives you information or a lead.
Eventually, once you make enough of these contacts, you will come across someone connected to businesses that might have employment opportunities now or in the future.  Once you are talking with this contact person, you want to offer them more details about your skills, interests and experiences.  Refer back to all the positive things about yourself that you listed on the “Why Hire Me?” form.
Suggested Script (continued)
Unless the person volunteers information about a specific job, don’t ask about job openings at this point.  Instead, try to get information about the company, types of jobs available, people they employ, working conditions, and anyone else you might talk with at their company.  Ask them if you may use their name as a reference in making further connections. 
For those of you who simply want to explore careers, the same principles apply.  You want to connect with as many people as possible who can help you explore career options.  While you are not actively seeking a job right now, eventually you will, and these people can be helpful at a future point in time.
Discussion Points
• 	Everyone in your network should know you are looking for a job or doing career exploration.
• 	Tell people the type of work in which you are interested as well as other information about the setting, such as location and hours.
• 	See if your contact can refer you to someone else working in this field.
•	 Try to have your contact introduce you to the person, or ask them to call the contact prior to your calling.
• 	Keep lots of resumes to hand out.
• 	Try to expand your contacts. Always ask if the person can refer you to someone else.
• 	It is best to assume that not all contacts are going to have specific leads or suggestions. 
• 	Ask if you can keep in touch with them.
Discussion
Talking to People in Your Network
Key Point
To give students an idea of what to say while actively networking.
Facilitator’s Directions
•	Discuss what to say when contacting someone from your network.
•	Go over some basic networking lines to use.
Discussion Question
• 	What do you think you will say when you contact someone from your network? (Record these on the flip chart.)
Sample networking lines to use:
• “Tell me a little about what you do.”
• “With my interest in _______, skill in ______, or experience in ______, I’m interested in learning more about what you do.”
• “I’m in the process of learning more about jobs in ______(field).  Do you know anyone who works in ______?”
• “(contact name) suggested I call you.”
• “You always seem to have good ideas.”
• “You seem to know everybody.”
• “When would be a convenient time to meet?”
• “Do you know anyone else I can talk to?”
• “I really value your opinion.  Could you look at my resume and tell me what you think?”
Talking to People in Your Network
Key Point
To have students begin to talk with the people in their network.
Facilitator’s Directions
•	Before the next session, have student contact two people in their network to talk about possible careers or a job search.
•	Encourage students to come up with questions to ask this person based on what they know about him or her already.
Homework
Suggested Script
For your homework assignment, you are going to get in touch with two people in your network. One of the people that you contact should be someone you do not know as well as the other.  Your goal is to talk to them about their jobs/careers and tell each person about your current job or career search.  Try to arrange a meeting time with them or someone they know who may be helpful to you in your search.  Your goal is to get ideas or suggestions from your contacts that may lead to other people, and eventually, to some potential job opportunities.  
If you are unsure about what to say or ask, use this opportunity as a way to get information. Make a list of questions that would fit this particular contact based on what you know about them.
You will be asked to discuss how this went when we meet next time.
Trainers Tip
If the group members need more support with this assignment, ask each person in the group to identify the two people in their network they plan to talk to. Give them a chance to practice what they will say.
Asking for Help
Key Point
To practice asking for help.
Facilitator’s Directions
•	Have students practice asking each other for help with something.
•	Discuss ways to make asking for help easier.
•	Discuss how to decide what is reasonable to ask of a contact.



Optional
Target Audience: 
Students who seem hesitant to ask others for help
Suggested Script
Take a few minutes to try this exercise with the person next to you.  Ask him/her for a simple favor (i.e. help with a subject in school, directions to a place you have never been, to be introduced to one of their friends, eat lunch with you).  
How did that feel?  Was it difficult to ask for help?  
Next, request a time to sit down with your partner to discuss the job you are interested in.  
What did you say to your partner?  Were you able to describe the job you are interested in?  How did that feel?

Discussion Points
Helpful Hints to make dealing with contacts easier
• 	Present the name of the person who referred you to them as you explain why you are calling.
• 	Ask if it is a good time to talk before you say anything else. If it is a bad time, ask when would be a convenient time to call back.
• 	If you have a resume, offer to mail or fax it to the person before or after you speak with him or her.
• 	If you feel more comfortable in person than over the phone, ask to set up a time to meet with the person at his or her convenience.
• 	If you arrange a meeting, call the day before (or that morning) to confirm. This reminds the person about your visit, and it allows the individual to think about the meeting’s purpose. If the person has forgotten or mis-scheduled, it allows you to reschedule. This reduces the risk of catching the person off guard and as a result, less prepared to be receptive to you. 
• 	Don’t start off by asking directly for a job.
• 	Always ask if you may keep in touch with them about any possibilities that come up or for further suggestions.
• 	Leave an extra copy of your resume and ask him or her to pass it on to others who may be of assistance to you.
• 	Ask for feedback on your resume.
Suggested Script
There are different rules in dealing with each contact.  A request may seem reasonable to one contact, while the same request might feel like an imposition to another.  In planning interactions, there are some basic questions to ask yourself. 
How to Decide What’s Reasonable To Ask:
• 	Do you know the person very well?
• 	Make sure that your requests are appropriate to the person; not everyone has authority to hire you.
• 	Is this request putting the person out?
• 	The more breaks in the relationship, the less you ask. Is it a friend, or a friend of a friend of a friend?
• 	Some people offer more help than others.


Unit #7
Informational Interviewing
Goals
Students will understand the difference between informational interviews and job interviews. They will also continue “Why Hire Me?,” identifying work-related strengths and skills they have.
Unit Plan #7
Discussion: Informational Interviews vs. Job Interviews
Materials: “Job Interview vs. informational Interview” flip chart
“Benefits of Informational interviews for Job Seeker and Employer” flip chart
Discussion and Exercise: Informational Interviews
Materials: “Questions to ask on an informational interview” handout
Homework: What Can I Do for an Employer?

Optional Exercise: Informational interview script 
(target audience: students who need more concrete preparation for an informational interview)
Optional Discussion: Taking a Tour
(target audience: students who would benefit from seeing what goes on at a particular company)
Materials: flip chart
Optional Exercise: Practice Calling
(target audience: students who need more practice with calling and talking to people in their networks)
Materials: “Phone Script” handouts

Informational Interviews vs. Job Interviews
Key Point
Whether we are seeking a job or merely exploring options, informational interviews are a way to gather useful information.
Facilitator’s Directions
•	Compare and contrast informational interview and job interviews.
•	Discuss the benefits of informational interviews for job seekers and for employers.
Discussion
Trainer’s Tip
On the flip chart, compare and contrast informational interviews and job interviews. Have students suggest differences.  Below are some possible ideas. If no one has ever had an informational interview, start with “Job Interview” column and use the “Informational Interview” column to teach the concept.
Suggested Script
Who has ever heard of an informational interview?  Who here has ever had an informational interview?  (Ask someone in the group who has had an informational interview to explain his or her experience to the rest of the group.)
If no one has ever had an informational interview, does anyone know what one is?
How does it differ from a job interview? Who asks most of the questions?  What is the main purpose? What is the level of formality expected?  How much pressure or stress is there?  Is it harder or easier to set up than a job interview?
Is there a difference in how you should present yourself?
Example of what flip chart should look like:
Suggested Script
Informational interviews are helpful to both you (the job seeker) and the employer.  What are some of ways that informational interviewing can help you when you are deciding upon a career? What are some of the benefits of doing them?  (Record answers on the flip chart.)  
Why would an employer want to do an informational interview with you?  How do you think an employer benefits from doing them?  (Record answers on the flip chart.)
Discussion Points
Ideas for Benefits to Job Seeker
• 	Contact makes you a known person; it gives you an advantage because you have already met them
• 	Allows better potential for entry into new positions and part-time and temporary work that is not always advertised
• 	People working there may now think of you as a prospective employee
• 	Gives you opportunities to meet new people and add to your network
• 	Can help develop new contacts through the person you are interviewing with
• 	Provides more leisurely interviewing and a better chance to evaluate the company and the environment to see if it is worth pursuing
• 	Less stressful than a job interview- you may be able to present better and provide more information as a result

Ideas for Benefits to Employer  
• 	Meet potential employees in a leisurely fashion, rather than during the busy time of intensive interviewing
• 	Add to a pool of potential applicants who can fill open positions in the future, or who can be used for temporary or seasonal work
• 	Avoid costly and time consuming advertising and interviewing for positions by filling them with people they have already met
• 	Meeting new people who offer interesting skills or experiences can help employers identify employment needs or rethink how they currently use their employees’ skills and time
• 	Provides a nice break from the routine of day-to-day work to talk with someone new, or to assist someone in furthering his or her career
• 	No risk is involved- the employer may find a good person for the future, but they don’t have to hurt anyone’s feelings by turning them down now

Discussion & Exercise
Informational Interviews
Key Point
It is very important to be prepared for informational interviews.
Facilitator’s Directions
•	Talk about how to set up an informational interview.
•	Come up with a list of questions to ask on an informational interview.

Suggested Script
For anyone who has had an informational interview, how did you set it up?  How did it go?
How do you think you would go about setting up an informational interview?
If you are interested in setting up an informational interview, identify businesses or individuals with whom you would like to connect.  Inquire within your own network to see whether anyone has any contacts with those people or places.  If so, use these connections.  
If you do not have any contacts to a particular business, research the company, including identifying a person who is connected to that company.  You should then call to ask if you could set up a time to talk with this person to find out more about the business.  

Discussion Tip
Try to get the following two points across to the group during your discussion:
1. Avoid asking directly for a job.  Even if the person has job openings, don’t ask. You will often get “no” for an answer and your aim at this point is to get to know people and share your interests, skills and experiences with them.
2. Many job searchers use the strategy of informational interviewing to get their foot in the door.  You may feel awkward about calling employers to talk with them if they don’t have a job available. You are not wasting their time! There are benefits for both you and employers to participating in informational interviewing.

Exercise Directions
Hand out the “Questions to Ask on an Informational Interview” worksheet to the group. Have the group come up with a list of questions that they would ask on an informational interview.

Suggested Script
What questions are you going to ask on an informational interview?  
Think about companies and jobs that you want to learn more about.  What could you ask them during an informational interview?  (Record answers on flip chart and have students write their answers on the handout.)
During these exercises the class should come up with questions to ask on an informational interview.  After the class, type up the questions the group thought of and hand them out to the group at the next meeting.  Leave space after each question for students to be able to write in answers.
What Can I Do for an Employer?
Key Point
Students need to know what skills they can bring to the workplace.
Facilitator’s Directions
•	Give each student a copy of the “What Can I Do for the Employer” handout.
•	Before the next session, have students fill in as many bubbles as possible with all the work skills that they have.
Homework
Suggested Script
We have discussed many general positive traits about ourselves. Now we need to focus on the skills we have that will be beneficial to an employer. Think about the different things you could do in a work setting
1. What do you do at your current job?
2. What have you done at former jobs?
3. What are your best classes in school?
4. What chores do you do at home?
Before our next session, please fill in as many bubbles as you can with skills you have that would be helpful in the workplace.
Does anyone have any questions on the homework? Next time we meet we will talk about what you found out.
Informational Interview Script
Key Point
To put together a script for an informational interview.
Facilitator’s Directions
•	Review the differences between informational interviews and job interviews.
•	Come up with a script of what students might say on an informational interview.



Optional
Target Audience: 
Students who need more concrete preparation for an informational interview
Exercise Directions
Ask students the following questions as if they were going on an informational interview tomorrow: 
•	What will you say when you first get to the interview?
•	What do you say to the receptionist?
•	How do you ask for the interviewer?
•	How do you introduce yourself?
•	Do you always remember to shake hands with the interviewer?
•	What types of questions might you ask the interviewer
Trainer’s Tip
This section works best if you are able to have an informational interview set up for at least one student in the group, and the class can work on figuring out exactly what to say. 
Review the differences between informational interviews and job interviews with the group to ensure that they understand the purpose of each. Have the group come up with a definition of each and write them on the flip chart.
Sample questions to ask during an informational interview:
•	What do you do at this company?
•	What is the best part of your job?
•	What type of education or training is necessary to do this type of job?
•	What other types of jobs are there at this company?
•	Can you tell me more about this company?
•	How do you apply for a job at this company?
•	Can you look at my resume and give me some feedback on it?
Discussion Questions:
What should you do after the interview? What should you do if you are interested in a job at the company where you had an informational interview?
Trainer’s Tip
It is very important to send a thank you note as soon as possible after the interview. Stress this as much as possible with the students.
Some Possible Answers:
•	Follow-up with a phone call to the interviewer.
•	Write a thank you note or email as soon as possible after the interview and mention that you are interested in working for the company.
•	Ask if you can keep in touch.
•	Ask if you would need any further training or education to work at that company.
•	Leave a resume.
Taking a Tour
Key Point
To understand why you would want to take a tour of a company and how to prepare to do so.



Optional
Target Audience: 
Students who will benefit from seeing what goes on at a particular company
Exercise Directions
• 	Discuss why someone would want to take a tour of the company.
• 	Brainstorm on how to set up a tour.  Talk about follow-up after taking a tour.
Discussion Points
Try to touch on the following points when discussing what to do and ask on a tour:
• 	What tasks appeal to you?
• 	Ask questions- people like to talk.
•	 Identify more people for informational interviews.
• 	Look for someone who could help you.
• 	What jobs need to be filled most oftten?
Suggested Script
• 	Has anyone ever taken a tour of a company?  
	If yes, how did you set it up?  Was it fun or scary?  Was it 	helpful? What did you learn?  
• 	If no, have you ever visited someone else’s workplace?
• 	Why would you want to take a tour of a company? 
• 	What do you think you might gain from that experience?
In addition to asking the employer questions about the company during an informational interview, you want to have an opportunity to observe the actual work that happens there.  Look closely, and talk to people along the way.  You may see tasks that need doing, tasks that you have done already, or particular parts of the company or a job that would be suitable to your skills and experience. 
• 	How do you think that you would go about setting up a tour?
• 	What kind of questions might you want to ask while touring a company?
	(Record answers on a flip chart.)
To take best advantage of a tour, make sure you pay attention.  Try to pick a job or area to ask questions and learn more about.  Be sure to get business cards or the names of the people who help you.
After going on a tour, be sure to write a thank you note to everyone that assisted you.  This is where the business cards will come in handy.  You will have the correct spelling of the names and addresses of everyone who helped you.  If there were any jobs that you were interested in, be sure to mention them and find out how you might apply for those positions.

Practice Calling
Key Point
To help students gain a better understanding of what to say when contacting someone for the purpose of networking.
Facilitator’s Directions
•	Give each student a copy of the “Phone Script” exercise.
•	Go through the questions with students.
•	Use the blank sheet to help students come up with their own scripts.
•	Have students practice by asking each other the questions.



Optional
Target Audience: 
Students who need more practice calling and talking to the people in their networks
Exercise Directions
•	Hand out a copy of the “Phone Script” exercise.
•	Go over each question with the additional questions added below.  
•	One trainer role-plays by calling a group member to arrange an informational interview.
•	Once the basic version is done, students should work on ways to include small talk while promoting personality, interest, and skill.

Suggested Script
Before you even pick up the phone, you should think through what you are going to say.  This guide will help you with that process.  Remember, this is only a guide.  You should feel free to make changes and personalize it so you feel comfortable.  Let’s go through the questions one-by-one, so you will know what to say.
(continue once you have gone over the questions.)
Everyone should find a partner and pair off.  Try one or two of the phone scripts with your partner.  Be as clear about your  job objective as possible and use this information in the role-play exercise.
Don’t forget to tell your parent or the people you live with that you are making these calls. It is important for them to be prepared if they happen to answer when a contact will call you back.
Sample Exercise Questions: 
1.  Who are you calling? 
How are you going to address this person? (Mr., Mrs., Dr., first name)	
2.  How did you get the contact? 
Who gave you their name and phone number?
3.  What are you going to say when they answer their phone? 
Hello.  How are you today?__________ gave me your name and suggested that I call you. Is this a good time to talk?
4. What will you say if you have to leave them a message? 
Be sure to clearly state your name and number where you can be reached. Let them know that you are calling to find out more about their company.
5.  What kind of job are you looking for? 
Be as specific as possible. If you do not have a specific job in mind, be able to 	talk about a career that you think you want to learn more about.
6.  What are your skills and strengths? 
What jobs have you had? What are you good at? Look at the “Why Hire Me?” exercise for ideas.
7.  What are you going to ask them for help with?
Can I talk with you about your job or company? I was wondering if you could give me feedback on my resume. Could I get a tour of your office/company? Do you know anyone else I could talk to? Can you offer me advice on my job search?
8.  What do you say when you end the conversation? 
Thank you! If you think of any more ideas, please give me a call. Can I call you back if I have any more questions?


Unit #8
First Impressions
Goals
Students will realize the importance of socializing and discuss what makes a good person a good “schmoozer.”
Unit Plan #8
Discussion and Exercise: Schmoozing
Exercise: Introduce Yourself
Homework: Writing a Thank You Note
Materials: “Thank You Note” handout

Optional Exercise: Like to Talk To...?
(target audience: students who learn best visually and need a more visual explaination of the concept of a first impression)
Materials: “Which of These People Would You Like To Talk To” handout


Discussion and Exercise
Schmoozing
Key Points
To further enhance the concept of networking by introducing the strategy of “schmoozing.”
Facilitator’s Directions
•	Introduce “schmoozing.”
•	Discuss what makes a good schmoozer.
Discussion Questions
• 	Can anyone define schmoozing?
• 	What makes a good schmoozer?
Suggested Script
Making networking a part of your everyday life includes schmoozing.
Engaging people and broadening networks involves an ability to talk with people, but more importantly, being an effective schmoozer.
Some people are born socializers, while others have a more difficult time being outgoing. Developing a network requires that an individual reaches out and talks to people. Schmoozing skills can be developed. 
What are some things we can say to people to get friendly conversations started?
• Start with a greeting and a smile
• Comment on the activity
• Compliment the person
How can you tell if a person isn’t interested in talking? 
• No eye contact
• No smile
• Looks busy
What are some friendly ways to end a conversation?
• “Very nice to meet you”
• “Take care”
• “Talk to you soon”

Discussion Points
The Art of Schmoozing
• 	Talk about anything
•	 Be available
• 	Smile and make eye contact
• 	Don’t just talk, get others to talk as well
• 	Keep the conversation light and pleasant
• 	Be sincere and genuinely interested
• 	Get to know the person
• 	Ask people about themselves and then listen
• 	“Please and thank you”
Exercise
Introduce yourself
Key Point
To further emphasize the importance of starting conversations with new contacts by introducing yourself in a polished manner.  
Facilitators Directions
• 	Discuss strong ways to introduce yourself.
• 	Review the importance of making a good first impression.
• 	Have group members practice giving an introduction.
• 	Have group members practice an entrance for a meeting.

Discussion Points
• 	Basic aspects of an introduction
• 	What to say if this is a job interview 
• 	How to enter the room in a way that facilitates a smooth introduction
Suggested Script
Successful networking involves meeting new people. It is one thing to talk to someone that you already know, but when you meet new people your approach is a little different. This takes some practice. Right now, we are going to pretend that we are meeting for the first time as a result of your expanded network. You will all stand up, shake my hand, and introduce yourself to me.  

Trainer’s Tip
When group members introduce themselves to you, make note of strength of handshake, eye contact, confidence, etc., and give feedback. Once everyone has had the opportunity to try, have them do it again, but have them add one or two sentences about why you should hire them. Once everyone has tried that, model coming in from the hall on your way to a “meeting” with one of the group members. Be sure to do a few things wrong, such as having something in your right hand so that you had to adjust to shake hands, forgetting the name of the person to meet with, or looking disheveled from being outside. Then, have the group critique you, and then ask for a volunteer to do it correctly.
Writing a Thank You Note
Key Point
To stress the importance of thank you notes.
Facilitator’s Directions
•	Before the next session, have students practice writing a thank you note.
Homework
Suggested Script
After every interview it is extremely important to write a thank-you note to every person that you spoke with.  This is a great chance to make a good impression on an employer.  
What do you think are some important things for you to write in a thank you note?  How would you start the note?
Let’s look at the handout for today’s homework and read over the Thank You Note Tips.  
Let’s pretend that you had an interview today at a company for a job you really want. Before our next session I would like you all to try writing a thank you note to the employer who interviewed you.
Trainer’s Tip
If it would be helpful for the group, give them a name of an employer, the company, and address so they will not spend too much time thinking about that.
Like To Talk To...?
Key Point 
To further explore the idea of a first impression.
Facilitator’s Directions
•	Complete “Like To Talk To” exercise.
•	Discuss importance of making a good first impression.



Optional
Target Audience: 
Students who learn well visually and need a more visual explanation of the concept of a firse impression
Exercise Directions
•	Hand out the “Which of these people would you like to talk to?” handout that you created.
•	Discuss why they were interested in talking with a particular person. Discuss why there were not interested in talking with a particular person
Suggested Script
When you look at the people on the handout, which of them would you want to talk to?  
What is it about them that makes you want to talk to them?
When you look at the people on the handout, which of them would you not want to talk to? 
What is it about them that makes you not want to talk to them?
Why do you think it is important to make a good first impression when meeting someone for the first time?
What do you think that you can do to make your first impression a good one?
Trainer’s Tip
Think of the types of people that the students might be interested in talking to and create handouts accordingly.  A good idea is to use photographs or magazine pictures of people with very differing looks and facial expressions.


Unit #9
Job Interviews & What Employers Look For
Goals
Students will discuss the traits that employers look for in an employee, and identify qualities they have that are desireable to employers.
Unit Plan #9
Homework Review: Thank you note 
Discussion: What are Employers Looking For?
Materials: “Looking to Hire” handout.
Exercise: Reasons to Hire Me
Homework: What Will You Wear? Come dressed for a job interview.



Homework Review
Thank You Note
Key Point
To stress the importance of thank you notes.
Facilitator’s Directions
•	Have students read their thank you notes to the group.
•	Reiterate the importance of a thank you note.
Trainer’s Tip
If you think that the students in your group had a difficult time writing the thank you note for homework, have a sample one written out so they can see what one should looks like. Have the students read them aloud and record on the flip chart some of the good points they made in their notes.
Suggested Script
At the end of an interview–either an informational interview or a job interview– it is always a good idea to ask for the interviewer’s business card so you can write a thank you note.  Can anyone tell me why a thank you note is so important?
Last time for homework you all practiced writing out a thank you note to an employer.  Please take those out now so we can read them as a group. 
What are Employers Looking For?
Key Point
Most employers are looking for a consistent set of qualities in their employees.
Facilitator’s Directions
•	Present the scenario outlined below.
•	Discuss what most employers look for in their employees.
•	Review the basic rules of human relations.
Discussion
Suggested Script
The principal has asked your class to assist her in writing a help wanted advertisement to hire a new teacher.  You get to choose all the qualifications, skills, and traits that you would like this individual to have.  Additionally, you will get to sit in on the interview and ask questions. 
What are you going to say in the ad?  What are the most important traits that this individual should have?  
What questions are you going to ask when you interview the candidates?
Discussion Tip
What do most employers look for in their employees?
Most employers look to hire people who:
• 	Fit in or get along well with others
• 	Are dependable
• 	Have skills and abilities to do the job
• 	Express interest in how they can help the company
Here are some basic rules of human relations that help to create a positive interaction:
• 	People enjoy pleasant interactions.
• 	People like to hear their names. It makes them feel good to be remembered.
• 	Remember the golden rule... Do unto others as you would have others do unto you.
• 	Sound as though everything is a pleasure.
• 	Remember to offer thanks and praise.
• 	Try to avoid criticism or negatives.
• 	Remember others’ feelings.
• 	Try to meet when they can.
• 	What goes around comes around.
• 	Ask people more about themselves and wait to be asked before spending much time talking about yourself.

Reasons to Hire Me
Key Point
Students need to be able to easily talk about their work-related strengths.
Facilitator’s Directions
•	Complete the “You Should Hire Me Because...” handout.
•	Have students provide a back-up statement for each trait they identified.
•	Homework: come to the next group dressed for an interview.
Exercise
Trainer’s Tip
Have the group spend some time thinking about positive traits they have that are work related. Refer back to the “What is Good About Me” exercise from Unit 3 and pull out those traits that are work related. Remind the group that these examples will all come in handy in informational interviews as well as job interviews. 
If students get stuck and cannot think of any, ask them:
• 	What would your supervisors at work say about you?
• 	What would your teachers say about you?
NOTE- Allow students to copy ideas from others if they are true. Ideally each student will have more than three ideas, but to keep things moving, students should focus on three.
Suggested Script
Earlier we talked about making a good impression.  Job interviews are a time when we must be ready and able to present ourselves well.  Let’s do the “You Should Hire Me Because...” exercise. Let’s come up with three work related positive traits about ourselves and back-up statements for each.
(Continue once everyone has come up with traits and examples.)
For next time, I would like everyone to come dressed as if they are going to a job interview.
Examples of work-related back-up statements:
•	Punctual: I am always on time or early for my classes.
•	Organized: My locker is neat and I can always find everything I need.
•	Team Player: I like to work as part of a team, like in my art class when we did a group project on building pyramids.

Unit #10
Interviewing Part Two
Goals
Students will understand what it takes to interview successfully.
Unit Plan #10
Exercise: Interview Tomorrow Morning
Materials: “Preparing for an Interview” flip chart
Exercise: Interviewing Part 2
Homework: Tell Me About Yourself

Optional Discussion: Research Before an Interview
(target audience: students who will be going on job interviews in the near future)
Optional Discussion: Reasons for Being Late
(target audience: students who have a habit of being late for class)
Optional Discussion: Reasons for Not Going to Work
(target audience: students who have a poor attendance record)


Interview Tomorrow Morning
Key Point
To help students understand how to get ready for an interview.
Facilitator’s Directions
•  Discuss what you need to do the night before an interview to get ready for it.
•  Discuss what a job interview is like.
Exercise
Trainer’s Tip
In this exercise the group will be talking through the process of getting ready for an interview.  If the group is unable to come up with ideas, try asking the following questions:
•	 How will you get there?
• 	How long will it take?
•	 Who is the interviewer?
• 	What do you know about the job?
• 	What do you know about the company?
•	What are you going to wear?
•	What are you going to say?
• 	Where is your resume?
Have the group think through all different types of problematic scenarios that could happen and discuss ways to avoid them.  For example, wearing brand new shoes could hurt your feet.  Forgetting to check bus/train schedules ahead of time may make you late.  Or putting resumes directly in your bag, instead of in a folder, may make them messy.  This will further reinforce the idea that the more prepared they are for the interview, the better the outcome will be.
Sample Exercise: 
You have an interview tomorrow morning at 10 am in a part of town that you are not familiar with.  What are some of the things you need to do today to prepare? (Record answers on the flip chart.) Here are some examples:
• 	get clothes ready (clean and ironed)
• 	polish shoes
• 	find out how to get there 
• 	practice getting there
• 	put together a clean copy of resume and references
• 	fill out a practice job application
• 	find out some information about the company
Discussion Questions
Who has ever gone on a job interview? 
• 	What was it like?
• 	How was it set up?
• 	Did anyone help you?
Suggested Script
Throughout your job search, you will most likely go on many interviews.  The best way to be successful is to prepare ahead of time.  There are many things you can do beforehand to ensure that you are ready for your interview.
Interviewing Part Two
Key Point
To help students understand what they should do on the morning of an interview as well as what to do when they get to the interview site.
Facilitator’s Directions
•	Discuss what students need to do on the morning of the interview.
•	Discuss what students need to do when they get to the interview site.
•	Have students practice introducing themselves and answering the interview question, “Tell me about yourself.”
Exercise
Trainer’s Tip
If the group is quiet or unable to come up with ideas about what to do on the morning of an interview, try asking the following questions:
• 	What time are you going to leave your house?
•	 How early should you arrive at the interview?
• 	While eating breakfast, you drip a little food on your shirt. What do you do?
•	 What about smoking and eating before an interview?
While discussing what to do on the morning of an interview, be sure to touch upon personal hygiene, including showering, shaving, cologne, hair style, and jewelry.
Discussion Questions
• 	Today we were all supposed to come dressed for an interview. Let’s go over what we should wear. 
• 	Are parts of some outfits appropriate for an interview (i.e. nice pants, shirts and shoes) while others are less appropriate?
Trainer’s Tip
Bring pictures of people dressed professionally for a visual representation of appropriate style and fit of clothing. Make sure the pictures reflect those of varied gender, age, ethnicity, race, disability status, etc.
Suggested Script
It is 8 am on the morning of your interview. Your interview is scheduled for 1 pm. What are you going to do now to ensure that your interview is successful? (Record answers on the flip chart.)
Trainer’s Tip
Next we will be discussing what to do when you get to the interview site.  If the group is unable to come up with ideas, try asking the following questions:
• 	What do you do in the waiting room?
• 	What do you say to the receptionist?
• 	If you get there 45 minutes early, what should you do?
	You can also explain that sometimes the receptionist will be asked his or her opinion of the job applicant and how they interacted in the waiting room.
• 	You have just arrived at the interview site. What do you do? (Record answers on flip chart.)
Now have each person stand up, shake your hand, introduce him or herself, and state that he/she is there for an interview.  Comment on his/her eye contact, hand shake, and confidence level.
Next ask each person to tell you a little about him or herself (referring to “Why Hire Me?”). 
Homework
Tell Me About Yourself
Key Point
To have students get more familiar with common interview questions.
Facilitator’s Directions
•  Before the next session have students write down answers to the “Tell Me About Yourself” exercise.
Suggested Script
Today, we discussed ways to succeed on an interview.  It is very important that you spend time preparing for every interview you go on.  You should be able to easily talk about your strengths and skills as well as what you can do for an employer. 
Take time between now and the next time we meet to write down what you are going to say when an employer asks you the very common interview question “So, tell me about yourself.”  The more you practice this, the better prepared you will be for an interview.
Look at the handout for tonight’s homework.  What are some things you can write down in each category?  Look at some of the handouts we have been working on throughout this training if you get stuck (such as “Why Hire Me,” “What’s Good About Me?” and “What I Can Do For an Employer”.)
Research Before an Interview
Key Point
To further discuss what it takes to be successful in an interview.
Facilitator’s Directions
•	Discuss how to find out information about a company.
•	Review the discussion points below.



Optional
Target Audience
Students who will be going on job interviews in the near future
Discussion Questions
If you are going on an interview, additional company information maybe be helpful.  What strategies have you used to get information about a business? What other ways can you think of to get information about a company? (Record answers on flip chart.)
Discussion Points
Research before the interview:
• 	Read company brochures. They can be sent to you or you can pick them up. 
• 	In addition to the informational interview, ask for a tour. You gather more information this way because you see the worksite. It also allows you to meet more people. 
• 	Take time before you interview to talk with current employees. Ask if they like their jobs, if they know of good people to connect with in the company, etc.
• 	Talk to the competition (businesses who do the same kind of work).
• 	Read the bulletin board while there. If you don’t take a tour, visit as a customer.
• 	Look on the Internet at their website or on a related business website (i.e. Chamber of Commerce).
• 	Talk to someone you know who knows the company well.
Suggested Script
These strategies are effective for gathering information prior to an interview. Not every strategy will work for every business. For example, you can take part in a public tour of a museum or walk around a retail store prior to an interview, but this would be more difficult to accomplish in an insurance company. With all of these strategies, the aim is to gather factual data, get names of potential contacts, meet new people directly, identify potential allies or advocates who may take an interest in you, and broaden your overall network. Remember, getting a job takes time and effort!!
Even when talking with people who are in positions to hire or influence the hiring decision, you should avoid asking for a job right away. It is an easy way to get a quick no before they have a chance to get to know you. You want to make sure that you have an opportunity to present what you have to offer. 
Instead of asking about a job opening, spend time asking questions about their business and specific projects, what they look for in potential employees, and what they anticipate their future needs to be. In asking these questions, you may obtain valuable information, not only about potential jobs, but also about the people themselves and what is important to them. You may then present information about your skills, experience, and interests in a way that fits best with the information you just learned about the company. 
Reasons for Being Late
Key Point
To help students understand that there are very few acceptable reasons for being late to a job.
Facilitator’s Directions
•	Come up with a list of reasons why someone might be late for work.
•	Discuss with students why there are very few good reasons for being late to work.
•	Remind students that they should call their supervisor as soon as they realize that they are going to be late.



Optional
Target Audience: 
Students who have a habit of being late for class
Exercise Directions
Have students come up with some reasons for being late to work. Record answers on flip chart.
Now have students look at the list and vote on which are really good reasons for being late to work.  Read a reason and have them tell you, if they were your boss, would they accept the reasons as good excuses for being late?
Go through the reasons one by one and have the group decide if each would be accepted by a supervisor.  The goal is to come to the conclusion that there are very few, if any, good reasons for being late.
• 	What should you do if you realize you are going to be late?
Direct the group into coming to the conclusion that you should always call as soon as you know you might be late.  For example, if you scheduled a doctor’s appointment in the morning, tell your supervisor as soon as it is scheduled.  Or if your car will not start, immediately call your boss.  
• 	What would you do if you realized you were going to be late for a job interview?  Or your first day of work?
• 	How could you prevent this from happening?
Trainer’s Tip
Have the group come up with as many possible reasons as they can for being late to work, regardless of their validity. If they are not able to come up with a good like, start asking questions such as:
• 	How about when you need to walk your dog in the morning?
• 	Or if you little sister is crying?
• 	What if you need to go to the hospital?
• 	Or if you are tired?
Reasons for Not Going to Work
Key Points
To help students understand that there are very few accceptable reasons for not going to work.
Facilitator’s Directions
•	Come up with a list of reasons why someone might not go to work.
•	Discuss with students that there are very few good reasons for not going to work.
•	Remind students that they should call their supervisor as soon as they realize that they are not going to work.


Optional
Target Audience: 
Students who have a poor attendance record
Exercise Directions
Have students come up with some reasons for not going to work. Record answers on a flip chart.
Have them look at the list and vote on which are really good reasons for not going to work. Read a reason and have them tell you–if they were your boss, would they accept it as an excuse for not coming to work?
Go through the reasons one by one and have the group decide if each would seem acceptable to an supervisor. The goal is to come to the conclusion that there are very few, if any, good reasons for not going to work.
• 	What should you do if you realize you are not going to make it to work?
Direct the group to the conclusion that you should always call as soon as you know you are going to be out. For example, if you have scheduled a doctor’s appointment, tell your supervisor as soon as it is scheduled. If you are very sick, immediately call your boss.
• 	What would you do if you realized you could not make it to an interview?
•	 What about vacation time?  Or personal days? How far in advance should you request time off?
Time off policies vary from employer to employer. The main thing to remember is that you are requesting time off, not demanding it. In some instances, a supervisor might not be able to grant you the exact week off that you would like due to scheduling. Be sure to speak with your supervisor before booking a trip or making plans.
Trainer’s Tip
Have the group come up with as many possible reasons for not going to work as they can, regardless of their validity. If they are not able to come up with a good list, start asking questions such as:
• 	How about if your friend is on vacation and you want to hang out with them?
• 	Or if you do not like what you have scheduled to do that day?
• 	How about if you are very sick?
• 	What if you have a slight cold?

Unit #11
Why We Don’t Network
Goals
Students will discuss reasons why people don’t network and how to deal with a “no.” Students will also continue to identify more potential contacts.
Unit Plan #11
Homework Review: Tell Me About Yourself
Discussion: Why We Don’t Network
Discussion: Dealing with “NO” 
Homework: Adding People to Your Networking List

Optional Discussion: Getting Unstuck
(target audience: students who have a tendency to procrastinate or who have been searching for a long time and need some additional motivation to continue with their job search)
Optional Brainstorm: Broadening Your Network
(target audience: students with a small network)
Optional Discussion: Schmoozing
(target audience: students who are shy or uncomfortable with talking to people they do not know well)


Tell Me About Yourself
Key Point
To be able to answer the most common interview question, “Tell me about yourself.”
Facilitator’s Directions
•	Discuss what to say when asked the question, “Tell me about yourself.”
Homework Review
Suggested Script
Last time you were all asked to come up with ideas on how to answer the question “Tell Me About Yourself”.  Please take out the handouts that you worked on and let’s look at some of the ideas that you came up with.
“Tell me about yourself.”  You will hear this question in some shape or form at every interview you go on.  Basically, an employer is trying to find out why they should hire you over the next person.  Remember, the focus here is on work-related skills.  Including personal or non-job related aspects of ourselves does help to present a fuller, more interesting picture, but be mindful to focus on why that employer should hire you.  It helps to develop your own scripts for this question and practice until you can recite them confidently, so you sound pleasant and natural.    
Remember, when answering this important question, keep your answer employment focused.  This is where you should be able to convince an employer that you are the right person for the job!
Discussion Points
“Tell me about yourself” means “Why should I hire you?”
•	skills
•	personality & attributes
•	hobbies & interests
•	oriented to meeting employer needs
Discussion
Why We Don’t Network
Key Point
Many times people will come back to class without having contacted people from their network, or will have only talked to people that were very easy and convenient for them (such as their mother, father, sibling). Lead a discussion about why they might be feeling uncomfortable with networking right now.
Facilitator’s Directions
•	Check in about progress with putting networking skills into practice.
•	Discuss why some people are uncomfortable with networking.

Suggested Script
Has everyone talked to people in his/her network?  If not, why?
It is very common to be nervous or scared to talk with people about your job search or career exploration in the beginning.  As with almost anything, this will get easier with more practice.  
What do you think are some of the reasons that people feel uncomfortable with networking?  (record these answers on a flip chart)

Discussion Points
Why people are uncomfortable with networking
•	You are scared. What’s the worst that could happen?
•	You don’t feel comfortable asking for help or don’t want to feel like you owe someone for helping you.
•	Asking for help is something “weak” people do.
•	You believe you are not worthy of help from others. Remember, unemployment is a temporary condition, not a character flaw!
•	You feel foolish asking for something that you should be able to do yourself. We all need help sometime.
•	The more you ask for help, the more comfortable you will get with it. Try to imagine the worst scenario of what could happen if you ask for help. How bad is it?
Dealing with “NO”
Key Point
 “No” does not have to mean the end of a relationship.
Facilitator’s Directions
•	Discuss what to do/say if an employer does not want to hire you.
•	Come up with a list of positive responses that students can use to deal with getting “no” for an answer.
Discussion
Suggested Script
Remember that receiving a “no” from a networking contact or potential employer does not have to be the end of a relationship.  It is important to keep in touch with employers that don’t hire you.  They may have liked you very much but just could not offer you a job right now.  They can be good sources for other contacts and connections in the future.  How helpful they will be in considering you for a job in the future, or in making connections with other employers for you depends greatly on how you handle getting the “no thank you” from them.  
Let’s come up with a list of  some suggestions of what to do (and not do) when an employer doesn’t hire you.  Always listen carefully to what the employer says, ask questions, and don’t get upset.  As much as possible, you want this exchange to be positive and open to invite future opportunities to expand your network.
Discussion Questions
•	What are some things you could ask or say to an employer who did not offer you a job?
• 	What are some thing you would NOT want to say?
Discussion Points
Positive responses
• 	What could I do differently next time?
• 	Do you have any suggestions regarding how I can get this experience or skill?
• 	Is there someone else you suggest I speak with (inside or outside of the company)? May I use your name when I call this person?
• 	May I keep in touch with you about future job possibilities?
Responses to avoid
• 	If you asked better questions, you would have hired me!
• 	Will you hire me next time?
Adding People to Your Networking List
Key Point
To add more people to networking lists.
Facilitator’s Directions
•	Before the next session, have students revisit their networking contacts handout and add names to it.
Homework
Suggested Script
We have discussed ways in which to reach out to contacts and expand upon existing relationships.  Look at the list of people on your networking tree.  Is there anyone that you could add to this list?  Think hard!  Before our next session, ask two people that know you well if they can think of anyone that you might have missed.  
Try to add to the current list and begin to think about community resources which tie in more to your particular field of interest.  Again, you are not just looking for contacts to hire you.  You are trying to find people who may know about the field or know others working in the field.
During our next session we will see how many names everyone added.
Getting Unstuck
Key Point
Talk about why people procrastinate with exploring career options and job searching.
Facilitator’s Directions
•	Talk about why there are really no good reasons for putting off exploring career options or a job search.
•	Brainstorm ways to stay active and motivated in a job search.



Optional
Target Audience: 
Students who have a tendency to procrastinate or have been searching for a long time and need some additional motivation to continue with their job search
Discussion Questions
•	 Why do you think that some people put off doing a job search?
• 	Do you feel that any of these are good reasons for someone to delay their job search or to identify their career path?
• 	Can anyone think of some ways to stay active and motivated in a job search?  
• 	How do you usually motivate yourself to do something that you have been avoiding?
Trainer’s Tip
If students do not come up with any suggestions, you can offer some of these:
I called but they never called back. My resume is not done. My resume is not up to date. I am waiting to hear back from another job. Nobody hires during the holidays, before or after weekends, during a full moon, on rainy days, in the summer, etc. My turtle is looking a bit green–I should take care of him.
Suggested Script
Figuring out a career path and then looking for a job are not easy tasks.
Since most people find job-hunting stressful and discouraging, they often will go to great lengths to avoid it, delay it, or stop it. There are many ways to put off identifying a career path and job searching.
It is important to be aware of the natural tendency to procrastinate on tasks that are difficult.  Keep in mind that actions lead to outcomes.  When the temptation to put off the job search is strong, try to resist it. 
Discussion Points
Set goals each week for how many...
• 	people in your network you will contact
• 	job applications you will fill out
• 	ads you will respond to
Go to the library and research a career you are interested in. Reward yourself when you go to a job interview. Walk around your neighborhood and see what businesses are there. Talk to a friend about his or her job.



Broadening Your Network
Key Point
To brainstorm ways to broaden your network.
Facilitator’s Directions
•	Brainstorm ways to broaden your network.
•	Discuss how to start a conversation with someone you just met.




Optional
Target Audience: 
Students with a small network
Discussion Questions
• 	What are some of the things you can do to broaden your network?
• 	What are some things that you can ask or say to someone to start a conversation?
Discussion Tips
Tips on broadening your network
•	 Informational interviews
•	 Let everyone know that you are looking
•	Ask if they know anyone in the field
• 	Have him or her call a person and introduce you
• 	Ask if you may use his or her name
• 	Always have resumes handy and ask your connections to pass them along for you
• 	Volunteer or do temp work
•	Join clubs, activities, church, or other groups

Suggested Script
Some people know many others, and some people know few.  Whether we have two or 20, our personal contacts are often not enough to get us the job we want. But our contacts can lead us to more connections (and those connections to more connections) until we have a broad enough network to lead us to potential jobs or information on a career search. 
Once you have located a place in the community where you would like to work, find out who you should connect with there and how you can be of service (even if they are not hiring right now). Maybe you could volunteer there or work in a part-time or seasonal position.  Remember, when employment opportunities present themselves at most places of business, people who have been in sight and mind are most often considered.
Having connections is good, but most of us need to work on expanding ours because we don’t have a family member who owns a business, or neighbors who can hire us for the jobs we want.  Searching for a job through connections takes persistence.  One thing that will make your efforts more productive is to focus on trying to meet people who have lots of connections themselves, and who are good at helping other people make connections.  That is the reason you not only ask the people you know if they can help personally, but also ask if they know anyone who might be helpful to you.  These resources can be a gold mine that not only helps in finding a job now, but also can be a great resource for the future.  
The connections that help most people get jobs are not usually the people in the job seeker’s close circle (parents, relatives, and close friends).  Rather, they are the casual contacts such as neighbors, former co-workers, and connections you have made through people you know.  To benefit from this method of searching for a job, you need to continually work at expanding your network.
Identifying, expanding, and using your contacts to get a job requires that you make it a part of your everyday routine to talk to people in line at the grocery store, to neighbors as you walk home, or to others waiting in the dentist’s office.  Always ask everyone you know and meet what he or she does!  This is not intrusive.  People like to talk about themselves and what they do. You never know when you will meet someone who is in a position to offer you assistance or information.

Unit #12
Keeping in Touch
Goals
Students will discuss how to network without being a pest and how to keep in touch with their network.
Unit Plan #12
Discussion: Creating a Network Without Becoming a Pest
Discussion: Keeping in Touch
Final Thought: Keep Schmoozing and Networking

Optional Exercise: Assertive vs. Aggressive
(target audience: students who are having difficulty differentiating between assertiveness and aggressiveness in their job search)

Creating a Network Without Becoming a Pest
Key Point
To show students the importance of communicating effectively with their networks without being a pest.
Facilitator’s Directions
•	Discuss examples of being too pushy with networking contacts.
•	Discuss how to communicate effectively.
•	Discuss ways to get what you need without being a pest.
Discussion
Discussion Questions
• 	What behaviors would be too pushy in dealing with a contact?
• 	What types of people turn you off?
• 	Would you be willing to help someone who has a style that turns you off?
Discussion Points
Communication is:
• 	Being available and open to people, taking time to talk to a receptionist, neighbor, etc.
• 	Body language that communicates interest.
• 	Asking questions.
• 	Showing curiosity.
• 	Getting others to talk about themselves.
• 	Saying what you want positively and politely.
• 	Understanding that a person is busy, but not allowing this to prohibit you from asking.

Not being a pest is:
• 	Being direct, but not backing this person into a corner–can he or she say yes?
• 	Having good manners.
• 	Always offering something in return.
• 	Using notes, cards, e-mail, etc.
• 	Making requests that will be reasonable to the other person.
• 	Getting back in touch whether it works or not, but be ing polite in delivery and meaning (i.e. the idea went nowhere).
• 	Letting them know good news.
Suggested Script
As we have already discussed, one of the key elements of using connections to help you get a job is the ability to develop and maintain positive relationships with a wide variety of people.  
For this to happen, you need to be able to communicate clearly and effectively about what you are interested in and what you want from that person.  The more specific your request is, the higher the probability of getting what you want.  At the same time, you don’t want to be thought of as a pest. 
Discussion
Keeping in Touch
Key Point
Effective networking means keeping in touch with many people.
Facilitator’s Directions
•	Discuss ways to keep in touch with people in your network.
•	Reinforce the importance of sending thank you notes.
Discussion Questions
• 	What are different ways to stay in touch with the people in your network?
• 	How can you organize yourself to remember to keep in touch?
Suggested Script
Effective networking requires active outreach again and again.  You will speak with many people you know and many you are referred to.  It is crucial that you keep in touch with people and follow-up with them.  This takes time, energy, and organization.  As a general rule, follow-up with thank-you notes as immediately as possible.  The longer you put off writing a note, the less likely it is to be sent.  Also, a note loses its effectiveness if it takes longer than five working days to be received.
The goal is to keep in touch and maintain the involvement of people you connect with beyond the first contact.  Try to personalize your contacts to  make more of an impression, and stay in touch in a way that is persistent rather than pushy.
Discussion Points 
Keeping in Touch:
• 	datebooks/calendars
• 	PDA/iPhone
• 	rolodex
• 	computer files
• 	holiday cards
• 	stop in and say “Hi”
• 	announcements
• 	notebooks
•	 small thank you gifts
Final Thought
Keep Schmoozing and Networking
Key Point
Remember to keep schmoozing and networking!
Suggested Script
The best way to build and use your network is to constantly schmooze. Keep talking to people about what you are doing and what you would like to be doing and remember to NETWORK, NETWORK, NETWORK!
Discussion Points
Keep Schmoozing:
• 	The more people you know and talk to, the more you can learn.
• 	Let people know what you want.
•	 People who network have many sources of information.
• 	People may help you along the way.
• 	Some ideas may come up that you did not think about. Don’t reject them–think about them.
• 	You never know who could end up being of great help.
Facilitator’s Directions
Ask each participant to share a goal they have set to advance in his or her career exploration or job search. Record what people say on the flip chart and help them brainstorm with input from the group to come up with next steps to reach their goals. Encourage them to connect with someone to help them in the next few weeks. It is important to help people maintain the momentum after the group ends.
Assertive or Aggressive
Key Point: 
To learn the difference between assertive and aggressive interactions.
Facilitator’s Directions
•	Discuss the difference between assertive and aggressive.
•	Read through statements to determine which are assertive and which are aggressive.
•	Have students pair up to practice assertive interactions.



Optional
Target Audience: 
Students who are having difficulty differentiating between assertiveness and aggressiveness in their job search 
Exercise Directions
•	Read each statement and ask the students if they think the statement is assertive or aggressive.  After each statement, discuss how they could phrase a similar request to someone in their network.  You can also come up with more statements that may be more appropriate/applicable for the group.
Discussion Questions
• 	What do you think I mean when I use the word aggressive?
• 	What about the meaning of this word gives it a more negative tone?
• 	What do you think I mean when I use the word assertive?
• 	What about the meaning of this word gives it a more positive tone?
Suggested Script
I am going to read a statement about job searching.  After I read the statement I would like you to tell me if you think the statement is assertive or aggressive.
1.  	Could we meet sometime to discuss your job?
2.  	I really need to get some information from you ASAP!
3.  	Do you know anyone I can talk to about a job in that field?
4.  	Can you take a look at my resume and tell me if I have the proper skills for that job?
5. 	 You must know someone who can help me out!
6.  	Get me a job!
7.  	I value your opinion.  Do you have any suggestions for me?
8.  	Can I give you a call next month?
9.  	I would love to talk with you sometime about how you got your job. Could we meet sometime next week?
10.  You must interview me for that job!
Exercise Directions
Next, have people pair off to practice interactions which are assertive, but not pushy or aggressive. Have them role play, one acting as a job seeker and one as a network member. They should practice making requests of one another.
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Introduction

One-Stop Centers were developed to bring together employment and training services that work with all people into one place and make it easier for job seekers and employers to use these services. One-Stop Centers first began in the early 1990's as demonstration projects, and have expanded so there are now One-Stop Centers opening in all areas of the country. Services available through the One-Stop system include such things as: information about job vacancies, career options, and relevant employment trends; instruction on how to conduct a job search, write a resume, or interview with an employer; referral to training programs and unemployment insurance claim processing. 

The One-Stop system is designed and required to meet the needs of all job seekers who want to use the system. This includes people with disabilities. The establishment of the One-Stop system across the country provides a wonderful opportunity for people with disabilities to receive services in new and different ways, right alongside everyone else. This brief is designed to help you use the One-Stop system. It includes information on what services are available, how to make the best use of those services, and how to advocate to get the services you want and need. The brief describes general information about the One-Stop system and then answers specific questions individuals with disabilities may have about these services. 

One-Stop Centers are part of America's Workforce Network, the new federally-sponsored nationwide employment and training system. The expansion of the One-Stop Centers was authorized in a law called the Workforce Investment Act that was signed in 1998. This law has several main principles that influence services. 
 ·	Universal Access. Any individual should be able to go into a One-Stop and receive services called core services, to assist in making decisions about what career to pursue and in the actual job search.
·	Streamlining services. Employment and training programs for all people should be brought together, and be easily accessible via One-Stop Centers.
·	Increased accountability. The One-Stop system is being evaluated based on how many people get jobs and the satisfaction of the customers.
·	Empowering individuals. Customers should be given more information about services in order to make informed choices and have more control of their services.
·	State and local flexibility. Local One-Stop systems can set up services in different ways to respond to the needs of their local community.
  
The Workforce Investment Act is a new law and, in many areas, the One-Stop system is just beginning. All of the goals of the law may not be achieved yet, but Centers are working toward achieving these principles. Individual states are developing plans for how they will implement the Workforce Investment Act. (The deadline for submission of all state plans was April of 2000, and implementation must have begun by July of 2000.) 

Who is eligible to receive services from the One-Stop system?

Everyone can use services provided by the One-Stop system. Even if you receive services from another agency, you have the right to access One-Stop services. 

What kinds of services are available through the One-Stop System?

There are three levels of services available through the One-Stop system and adults typically move from one level of service to the next depending on their needs. Each level of service is described on the table to the left. The first level of service is called core services and they are usually self-directed in nature. For individuals who try core services but have not become employed, intensive services may be available, if the One-Stop Center determines that core services are not sufficient to obtain employment. Training services are available to individuals who meet eligibility criteria, and have used core and intensive services, but still are not successfully employed. In addition support services may be provided by a One-Stop to people receiving any service, so that the services an individual receives are effective. 

Three Categories of Services Available through One-Stop Centers

Core Services

Core services are those services that are available at no cost to everyone. Individual One-Stops determine how their core services are provided. An individual may receive core services as part of a large group, or service may be provided one-to-one. The following is a sampling of the types of core services that may be available: 

Sample Core Services: 
 ·	intake and orientation
·	work skills exploration
·	resource library which includes access to computers, telephones, fax and copy machines
·	searches for jobs and training
·	access to job banks or listings of available jobs
·	Internet access
·	resume development
·	job search skills training
·	networking skills workshops
·	interview techniques workshops
·	referral to an employer with current job openings
·	customer satisfaction follow-up
·	determination of eligibility for additional services
  
You should ask the One-Stop staff to help you create a plan or list of ideas on how you can get the most out of the services of the One-Stop Center at no cost and without having to apply for additional services. Making a plan or list like this will allow you to get the most out of the core services. 

Intensive Services

Intensive services are available to individuals who are unable to obtain employment by using core services, and who meet specific eligibility criteria. These services are free to individuals who meet eligibility criteria. One-Stops may have projects or services that are targeted toward specific groups such as teenagers, veterans, people with disabilities and people with limited incomes. Funding for intensive services and special projects comes from a wide variety of sources including state and federal funds, employers, unions and other places. In some cases, Centers may allow individuals to pay for intensive services from their own funds. Talk to staff at the One-Stop about various options for funding these services. 

Sample Intensive Services: 
 ·	comprehensive assessments of skills and service needs
·	development of an individual employment and career plan
·	customized screening and assessment
·	reference/background checks
·	intensive career counseling
·	in-depth interviewing skills development
·	computer workshops
·	one-to-one assistance with updating your resume, cover letters and thank you letters
·	case management
  
Training

Referral for training services may be available to individuals who have used core and intensive services and have not become successfully employed, and meet eligibility criteria. The type of training that is offered varies between local One-Stop systems and is based on the employment needs of the local economy. Individuals eligible for training services use what are known as Individual Training Accounts (ITAs). You can use an ITA to freely choose training services from any eligible organization that provides training. Listed below are some of the types of training services available from the One-Stop system. Talk with staff at your local One-Stop Center about what is available. 

Sample Training Services: 
 ·	occupational skills training
·	on-the job training
·	up to date work skills
·	job readiness training
·	adult education and literacy
·	customized training for an employer who commits to hiring
  
How do I find out about One-Stop Centers and where they are located?

One-Stop Centers go by a variety of names depending on the state. Some states use the same name for all centers throughout the state (for example in Connecticut, all centers are called "Connecticut Works"), while in other states (such as Massachusetts), the name is different in each local area. Centers are not typically listed in the phone book as "One-Stop Centers." You can find the location of your local One-Stop by contacting  America's Service Locator from the U.S. Department of Labor at www.servicelocator.org, or toll-free by phone at (877) US2-JOBS [877-872-5627]. You can also contact your state, county, or local department of labor or employment listed in the government section of the phone book. You should be able to find out where your local One-Stop Centers are located through these sources. 

If there is more than one One-Stop Center in my area, can I use more than one?

You may use the services of more than one One-Stop if you want. Find out which Center has the types of free services that you want to use, and the Center where you are most comfortable. 

How do I start using the services of a One-Stop Center?

One-Stop Centers vary in how you initially begin to use the services. It is probably a good idea to call your local Center and find out the steps involved. At some One-Stops you can simply walk in the door and start using many of the core services, while others require registration and orientation before using any of the services - and may offer orientation only at certain times, or on certain days. Remember, it costs nothing to use the core services. (Please note that some Centers do charge small fees for incidental expenses associated with core services such as faxing, using the photocopy machine, etc. This varies from Center to Center.) 

What should I expect on my first visit to the Center?

On your first visit to the One-Stop, you may attend some type of orientation session and receive a tour of the facility, or at least be able to sign up for orientation (all Centers are required to provide orientation). You may be asked to fill out some type of registration form. At some Centers, you will receive a card, which you need to present each time you attend, while at other centers you only need to sign your name on an attendance sheet, or can just walk in. No matter what the procedures are at your local Center, you should be made to feel welcome! 

Once you have completed any requirements of the One-Stop to use the services such as initial registration and orientation (and remember, this varies from Center to Center), you may begin to use the services and resources that are available. 

Case Study 1

Jen, who has a visual impairment, was looking for a job and decided to register at a One-Stop Center. She chose to go to Boston Career Link because it was conveniently located. When Jen joined the Center, she felt welcomed. During the orientation, she learned that although the Center was designed to be generally self-directed, people were extremely helpful to her when she asked for help. For example when she asked a staff member to help her fill out some of the forms, the staff member was very respectful and also very helpful in completing the forms. 

The variety of different services available in one place was important to Jen. For example, she was able to use the resource library, attend workshops (some of which were paid for by the Massachusetts Commission for the Blind), attend job fairs, and fax her resume to employers all from one location. Center staff were good at getting information to her in formats which she could read. Staff members would regularly e-mail to her home the monthly calendars, announcements of current events, and other notices that were available at the One-Stop Center. 

The counselor Jen worked with helped her to clarify her work goals. He helped her to direct her own job search, and encouraged her to make cold calls to employers. The counselor met with her weekly and gave her job leads regularly. He also brought her resume to places of employment in order to market her skills and abilities to various organizations. 

Jen found it very helpful to make connections with the leaders of those workshops she attended at the One-Stop. She got better at making connections with people as she became more comfortable at the Center. Making good connections with people was very important to her because it became easier for her to ask those people for help when she needed it. She recommends that individuals pay attention to networking opportunities with the Center staff since they can direct you to job leads. She left the One-Stop Center with a lot of good information that will continue to be helpful to her in the future. One last tip that Jen shares with others who are using One-Stops, is that the more effort you put into your job search, the clearer you can be about your career goals, and the more you can recognize areas where you may need help and areas you can be more self-directed, the more you can get out of using a One-Stop Center. 

Jen gives credit to the One-Stop Center counselor for assisting her with obtaining the job she currently holds. When asked if she would consider using the Center again for her job search, she said she definitely would. She also said that she often recommends the One-Stop to others who are participating in a job search. 

How do I go about using One-Stop Center services?
 ·	Find out what the core services are at the Center you are using. Find out about any incidental fees that may be charged (such as faxing and copying) and make a plan to maximize your use of services without having to spend money or obtain funding for services.
·	Sign up for workshops that you want to attend
·	Review the One-Stop Center's monthly activity calendar to see if there are activities you want to attend (i.e., peer support groups, workshops, etc.); you should check the monthly calendars often
·	Explore resources in the Resource Library
·	Use computers and the Internet to look up job openings, to create a resume, and to write cover letters
·	Look through career exploration books
·	Post your resume on the resume bank (a set of resumes that employers can look at on a computer and will help them to find potential applicants)
·	Participate in any on-site recruiting activities that occur at the center (i.e., an employer might go to a Center and interview job applicants there)
  
What should I expect from the services I receive at the One-Stop Centers?

Most of the core services of the Centers are designed to be fairly self-directed. This means that you should not expect to receive a lot of one-to-one assistance from One-Stop staff (although you should never hesitate to ask for help if you need it). You can bring someone with you to help if you would like. You will possibly be making a lot of decisions on your own concerning what services to use. For example, Center staff usually do not provide people using only core services direct help in finding a job; however, Center staff do have contacts with a great deal of local employers. If you get to know some staff at the One-Stop and build relationships with them, you may be able to use them as part of your personal network through which you find a job. If you receive intensive services from the One-Stop system, you will get more intensive personalized services. 

Should I tell staff at the One-Stop Center about my disability?

It is your personal decision whether to tell staff about your disability. There may be advantages and disadvantages so you need to decide what is best for you. 

Under the ADA, One-Stop Centers can ask if you have a disability to determine if you are eligible for certain services. However, disclosing your disability and information about it, is strictly voluntary. (This should not be confused with the employment provisions of the ADA under Title I, which prohibit employers or potential employers from asking about the presence of a disability prior to making a conditional offer of employment.) 

However, if the Center asks about disability, these questions should be asked of every customer of the One-Stop, not just in cases where the Center staff feel a customer may have a disability. 

If the One-Stop asks about disability, they must have a good reason to ask (i.e., they are trying to identify individuals who might qualify for special programs and services for people with disabilities). 

Disclosing your disability can have some real benefits. By doing so, you can receive the accommodations and assistance you need and are entitled to, to fully benefit from the services of the One-Stop Center. By disclosing, you may also become eligible for special programs available for people with disabilities. 

As a person with a disability, how can I advocate for myself to get the services I want from a One-Stop Center?

The Americans with Disabilities Act (ADA) is a law that was passed in 1990 to assure that people with disabilities have the same opportunities for meaningful participation in our society as everyone else. Under the ADA, as someone with a disability, you are entitled to request accommodations and assistance in order for you to understand, use and benefit from the services that a One-Stop Center has to offer. It should be expected that the Center will work with you to make your involvement there successful. Here are some tips to help you get the most from your One-Stop Center experiences. 
 ·	During your initial visit at the Center ask for any assistance you need to help you understand the range of services the One-Stop can provide. Some accommodations that might be helpful include:<ul> <li>an individual meeting rather than group orientation
·	help with filling out any registration forms
·	brochures, flyers, and other information in an alternative format such as a different language, Braille, or large print
·	sign language interpretation
·	using a tape recorder to remember information
   </li>·	Bring a friend or family member with you to help you use the books and computers in the resource library in order to check job openings, compose your resume and cover letters, fax applications, etc. You can also bring a staff person from another agency with which you are working.
·	Gain an understanding of all of the Core services, classes, and other free resources and activities (such as computer lab) that are part of using at a One-Stop.
·	Request an individual meeting with Center staff to develop a plan or a list of ideas that can help you make the best use of the services and opportunities available at the One-Stop.
·	Stay informed about ongoing activities such as employer interviews or presentations held at the Center, as well as workshops and "hot job" leads. Look for flyers, posters, newsletters, etc.
·	Get to know the front desk staff. You will then feel comfortable asking them for helpful general information including what current events and activities are happening or coming soon.
·	Other important people to get to know are the library staff. They can be extremely useful in answering your questions as you use the resource library (career books, magazines, newspapers, job postings, fax and copy machine) and the computers and Internet.
·	As you settle into using the One-Stop Center, be sure to ask for any accommodations you may need such as: <li>a larger/accessible work station at the computer
·	resources in a different language
·	Braille, large print, TTY, interpreter services, etc.
·	assistance using information you don't understand
·	adaptive equipment to use computers and phones
  </li></ul>
What can I do if I feel that the One-Stop Center staff are not making the accommodations I need?

Information concerning non-discrimination including what to do if you feel you have been discriminated against, must be posted in each Center, and also reviewed during orientation sessions. If you have tried to ask for help and feel that the Center is not making a reasonable effort to meet your needs, you should bring the matter to the attention of the staff member involved, as well as the management of the One-Stop Center, in an effort to get your needs met. In most cases, by calmly and clearly clarifying your needs with Center staff, issues can be resolved fairly easily. With the implementation of WIA, each Center is required to have an Equal Opportunity Officer, and if you feel it is necessary, you should ask to speak to this individual to discuss the issue. However, in cases where your efforts to resolve the situation with a Center have not been successful, you can contact the U.S. Department of Labor's Civil Rights Center (CRC), which is responsible for ensuring that One-Stop Centers do not discriminate. Contact information for the CRC is listed in the resource section of this brief. Other information concerning your legal rights may be available from your state's Protection and Advocacy Organization and other legal advocates. You should also feel free to contact the local Workforce Investment Board, which is the local board that oversees One-Stop Centers, or your state Workforce Investment Board. 

Can I use a One-Stop Center if I am already receiving services from another agency?

Yes. If you are receiving employment services from another agency you can also utilize core services of the One-Stop system. In fact the core services may be helpful to you and your current service provider. In addition, you can utilize core services any time in your career. If your employment services provider helps you become familiar with how to use the One-Stop now, you may be able to use the Center on your own in the future if you want to change jobs. You may also want to speak with your counselor at the other agency about whether you are eligible for some of the special projects at One-Stop Centers. They could refer you to the Center and help you get these services. 

How would services through the One-Stop system supplement what I am getting from another agency?
 ·	Access to computers. Using a computer can help you develop a professional looking resume and cover letters. In addition you can use the Internet at One-Stop Centers to help you find out about job openings, to submit your resume to a number of different resume banks, and to learn more about companies where you would like to work.
·	Workshops. Many One-Stops offer some workshops as part of the core services. Workshop topics may include resume writing, interview skills, introduction to the Internet, job search skills and information about industries that have a demand for new employees. While the agency helping you find a job may also offer support in these areas, you may want to review the workshop calendar for the Center you are using to determine if any offering would be useful in your job search. Participating in the workshops may also allow you to meet fellow job seekers who can provide support and advice.
·	Job Referral. The staff at the Centers work with employers to help them find qualified applicants for job openings. While they will not provide individualized job development as part of the core services, they may have job leads that you will not learn about through other sources. If you find out about a job through the One-Stop, the Center staff and your employment service provider can work together to make sure you receive the individualized assistance you need to follow-up on the job lead.
  
Should I let my counselor know that I am working with the One-Stop Center?

Yes. If you are also working with a Vocational Rehabilitation agency and/or with a private employment program to help you with your job search, let them know about your involvement with the One-Stop Center. Everyone can then be working together to best meet your employment goal. 

Case Study 2

Jim had been working for many years in a job he disliked. His efforts to find a new job on his own were unsuccessful. Jim's counselor from the vocational rehabilitation agency referred Jim to a community rehabilitation provider (CRP) for individualized job placement services. Jim and his employment specialist worked together to develop a career plan and to update his resume. In addition to providing job development services, the employment specialist went with Jim to the local One-Stop. She attended the orientation session with him and, together with a career counselor at the One-Stop, they identified core services that would complement the work that she was doing with Jim. Jim decided to post his resume on a number of resume banks and signed up to attend an industry briefing session. Jim was looking for a job in human services and an industry briefing at the One-Stop, conducted by a number of large local human service providers, gave him more specific information about the types of jobs available in his community. Jim and his Employment Specialist then worked together to contact these employers. Jim recently obtained a new job. In addition to accomplishing his primary goal of finding a new job, he has become familiar with a local resource, available to the general public, that can be used in the future as he progresses through his career. 

Conclusion

The One-Stop system expands the resources available to individuals with disabilities looking to work and provides an opportunity to receive services side-by-side with the general public. We hope the information in this publication will help you to make most effective use of these services. As you are using the services of a One-Stop Center, keep the following in mind: 
 ·	Centers have a wide array of resources that help you to obtain and succeed in employment.
·	You have the absolute right to use these services, and to be treated in a welcoming and respectful manner.
·	Recognize that this is a new system, and that One-Stops are still learning how to best provide quality services for all people, including people with disabilities.
·	While hopefully your experience will be a completely positive one, if you have concerns about how the services of a One-Stop are being provided, remember that it's your responsibility to make the Center aware of your concerns, and to educate and advocate in a positive and effective manner, so that your needs, and the needs of all people with disabilities are met.
  
The most effective way that One-Stop Centers can learn how to meet the needs of people with disabilities is by people with disabilities going out and actually using the services of a One-Stop. We encourage you to go visit your local One-Stop Center, and find out what it has to offer. The use of One-Stops by people with disabilities, combined with education and advocacy, will ensure that this new service system is able to fully deliver on its potential for helping people with disabilities succeed in employment. 

RESOURCES

 To find out the location of One-Stop Centers in your area, contact America's Service Locator:
 

On the Web:  www.servicelocator.org 

By phone (Toll-Free Helpline): (877) US2-JOBS [877-872-5627] 

You can also contact your state or county department of labor or employment listed in the government pages of your local phone book. Most state One-Stop systems also have their own web sites. 
  

Information on non-discrimination polices and One-Stop Centers:

The Director
 Civil Rights Center (CRC)
 US Department of Labor
 200 Constitution Avenue NW, Room N-4123
 Washington, D.C. 20210
 Phone: (202) 219-8927
  e-mail: CRC-WIA@dol.gov 

For additional information on One-Stop Centers and the Workforce Investment Act:

United States Department of Labor
 Employment and Training Administration
 Division of One-Stop Operations
 200 Constitution Avenue, NW, Room S4231
 Washington, DC 20210
 Voice: (202) 219-8395
 Fax: (202) 219-0323
  E-mail: wia98tf@doleta.gov 

The Employment and Training Administration (USDOL/ETA) is the federal agency overseeing the establishment of the One-Stop Career Center system nationwide. Contact this agency to obtain copies of various WIA regulations, and information on the implementation of WIA. 

USDOL/ETA has One-Stop Disability Coordinators in each region of the country.   Get a list of One-Stop Disability Coordinators on the Web at http://wdsc.doleta.gov/disability/htmldocs/gotrlist.htm or contact your local USDOL office (listed in the federal government pages of the phone book). 

Additional useful web sites:

 Dept. of Labor Employment and Training Administration: www.doleta.gov 

 WIA Information: www.doleta.gov/usworkforce 

 ETA: disAbility Online: http://wdsc.doleta.gov/disability/ 

 ETA: disAbility Online - One-Stop: http://wdsc.doleta.gov/disability/onestop.cfm 
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Networking: Your Guide to an Effective Job Search
by Cecilia Gandolfo and Audrey Graham

Introduction 
Finding a job is hard. On average it takes 10–20 calls to set up an interview and 7–10 interviews to get a job. Networking is a way to speed up the process. But while research has shown that networking is the best strategy, many people with disabilities never use this tool. This article will teach you how to use networking to improve your job search.

So, what is networking? Networking means talking with many people to learn about job openings faster. It means telling people about the kind of work you want to do, and about the past experiences you have had. It also means asking people about their work, and asking for the names of other people who might be willing to talk to you. This process lets you gather information about the career you’re interested in. It also can help you learn what jobs are out there, and meet people who may be able to offer you a job.
A study done by the Institute for Community Inclusion (ICI) showed that networking helped people with disabilities to find jobs. Here are three ways networking was helpful: 
1. People got jobs with better pay.
2. People got jobs with more hours. 
3. The job search took less time.
Read on to learn how you can use networking to get better results in your job search.

Networking really is okay!
Many people feel uncomfortable about networking. Perhaps they think they won’t know how to talk with strangers. They may worry that people will not have the time to talk to them. 
Being a bit anxious as you start out networking is natural. But here are three important facts that will help you: 
1.Networking is part of a typical job-search process. Almost every successful job seeker—with or without disabilities—does it.
2.You have a right to ask for help.
3.People like to help.
People will not be surprised when you ask them for help with your job search. After all, they have probably done the same thing, and everyone needs help at some time. Also, most people feel good about being able to offer assistance to others. Most of the time, if people are able to help, they will.
How do you network?
The saying, “It’s not what you know, it’s who you know,” is very true. Every single person you know may be able to help with your job hunt. When you are choosing people to talk to, include everyone you can think of—not just people who can hire you. 
Start by making a list of everyone you know, including family, friends, neighbors, counselors, teachers, coworkers, and employers. Your list should include everyone you know well enough to have a conversation with. These people are probably going to be willing to give you suggestions for your job search. This first group of people may simply introduce you to others, or they may offer specific help.
Using your network
So now you’ve identified your network: those people on your list. These are also called your contacts. The next step is to let them all know that you are doing a job search, and to tell them the type of job you are seeking. These people may be able to give you useful information. They may also introduce you to other contacts, and even to employers.
From all these contacts and connections, you can find out about: 
Current and future job openings
Inside information about your chosen career, industry, or company
Who in a company is best to talk to
Other people who are doing a particular job that you would like to do
Which companies or departments are expanding or laying off
People who are experts in the type of work you want to do
Other types of businesses that could use your skills
You will not know how useful or willing any of your contacts are until you ask them. But what do you say, and how do you ask for help?

Remember: Not all of your contacts will be able to help you in your job search. Some people will provide better leads than others. Not everyone will have ideas on how to help. Suggestions will also vary depending on how close you are to your contacts.


What do I say and do?
Tell people that you are looking for a job, and describe the type of work you are interested in. 
Ask them if they know anyone who does this kind of work. If so, see if they will introduce you so that you can have an informational interview. (See the next page for more details about informational interviews.)
Show them your resume and tell them about your skills and your interests. Ask if they have ideas for your job hunt.
Give your resume out to everyone. Having people read your resume is helpful because they get to know you better. Ask people to pass it along to others too.
Ask, “Can you refer me to someone you know who might be good for me to talk to?”

Note: It is important to let everyone know that you are looking for a job, but don’t ask contacts if they can hire you or if they know someone who can hire you. This question ends conversations quickly! If they have leads they will tell you about them. 


When you get a referral or introduction to a new person:
Mention the name of the person who referred you, and explain why you are calling.
Ask if it is a good time to talk. If it is not, ask when a good time would be. You are responsible for calling back.
Offer to email or fax your resume, and ask what would be most convenient for them.
Leave an extra copy of your resume and ask them to pass it on to others.
Ask for suggestions and names of people who can assist in your job search.
Ask if you may keep in touch to let them know how your search is going.
Thank them for making the time to talk to you.

Informational interviews
Informational interviewing means talking with someone about their career. The goal is to learn about a type of job or a certain company, not to get a job offer. This kind of interview can happen in person or over the phone. Usually you’ll be talking to people you don’t know very well. That’s great—they are valuable new contacts for you! 
Useful questions for you to ask during informational interviews:
	What is your favorite thing about your job? What is your least favorite thing?

How did you get started at this company or in this job?
What advice would you have for someone like me, who is starting out in this career?
What is the typical work day like?
Who would you recommend that I speak with to learn more about the company?

There are many benefits to informational interviews:
	less stressful than job interviews

good practice for job interviews
give you a head start on the competition
help you find out about what a company or career might really be like
face-to-face contact with people who do a job you’re interested in
good source to learn about other people to talk to

To set up an informational interview, list people or businesses you would like to talk with. Next, ask your network to connect you with those people or companies. Or you can just call a company and ask if you can set up a short, 20-minute informational interview. Explain that you are doing a job search and would like to learn about the company. 
If you are anxious about this process, ask for help from your support system. They can practice the call with you, or someone can go with you to the interview.

Maintain a positive relationship with people in your network
Networking means that you will meet and talk with many people. It is important to maintain a good relationship with them. Follow-up is part of that process, and one way to do so is to send a thank you card. A thank-you card or email should be sent immediately after you meet with a person. Whether you prefer sending a card or an email isn’t important, but it is important to send something!
Following up doesn’t end with the thank-you note. You can ask people in your network if it’s OK for you to call or email them once a month to let them know how your job hunt is going. Most people will say yes. Only keep in touch with contacts who say it is okay to do so. The idea of following up isn’t to ask for a job. The idea is to stay in touch and to keep your contacts aware of you. Be sure to keep follow-up phone calls short and to make sure it’s a good time to talk.

Tips for keeping your spirits up while networking
No matter what your approach is, a job search is slow and tedious work. Keeping track of your networking is a good way of maintaining energy in your job search. It helps you see how much you’ve accomplished, as well as what you still need to do. Here are some other tips:
	Make a list of all your contacts, starting with the ones that gave you the most useful leads. 

Keep reminding people that you are looking for a job, so they will tell you about any leads that turn up.
Make a contact follow-up plan, and follow up on leads that you may have overlooked. 
Be sure to keep in touch with your new connections, especially people who were helpful and fun to talk to.
Rework your resume after three months if you get no interviews during that time.
Get support from other job seekers to keep your energy up.
Work on improving your writing and computer skills. This will increase your employment opportunities.
Talk about yourself in a positive way. Include your skills, interests, and hobbies in discussions about your job hunt. 

Do whatever it takes to keep pushing ahead in your job search. Try to keep a positive outlook—other people will notice, and it will pay off for you in the long run!

Conclusion
The time and energy you invest in your job search will pay off. Try to remain hopeful and believe that your efforts will lead you to a good job.
When you find a job, and you will find a job, don’t forget to contact the people who helped you with your search. They will want to hear your good news. As a way of saying “thank you,” remind these people that you are available to offer assistance to them if they need it.
Keep in mind how it felt to do a job search and to reach out to people. Remember what it was like to ask people in your network to give you assistance. They were there for you, and now it is up to you to return the favor to someone else. You can be helpful to others going through a job search. They will be grateful to you, just as you were to those who helped you. 

Self-advocacy
	Being a self-advocate means speaking up for yourself and being assertive. Here are tips on how to do this when working with professionals such as job developers:

Be an active participant. Give lots of input to your job developer.
Ask for what you want. If you have a clear idea of what you want, make sure you say it.
Tell different people about your goals. Everyone involved should know what you want (job developer, case managers, friends, family, etc.).
Ask more than once. Don’t be afraid to say what you want several times, especially if nothing is happening.
Ask why. If something is unclear or doesn’t seem right, ask for an explanation.
Don’t just accept the way things are. Patience is good, but it is fair to want to get help. If you feel your job developer is not willing to work with you, you have the right to question why.
The Americans with Disabilities Act (ADA) protects people with disabilities and ensures that they will be treated fairly. Become familiar with your rights. Go to www.ada.gov to learn more.
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Introduction

For any young adult, finding the first few jobs can be hard to do. Many new job-seekers are unfamiliar with the employment process of locating jobs, filling out applications, and speaking with employers at an interview. Adolescents with disabilities may face additional roadblocks due to lack of knowledge about the job search process, difficulty in understanding and completing forms, or communication challenges that can make interviewing an even more stressful event. 

Many students rely on formal mechanisms like newspaper ads or school counselors to explore job options and to locate a job. While these methods can often lead to successful employment, friends, family members, and other personal connections can dramatically expand the opportunities for a young adult seeking a job. 

The Institute for Community Inclusion (ICI) conducted a study with high school students with disabilities and their parents/guardians. The 12 students and 10 parents came from four different high schools in Massachusetts that represent a mixture of urban and suburban culture and ethnic diversity. The students represented each high school grade level, and had a wide range of disabilities including learning, cognitive, physical or health-related, sensory, behavioral, and psychiatric. 

ICI asked these families to share their experiences in planning for and finding employment. Both students and their parents explained the positive and negative factors that influenced the job search. The findings showed that students with disabilities and their families used their personal networks and mentoring relationships throughout the career planning process. 

This brief will share stories about how students used networking and mentoring to become interested in or learn more about a line of work, or even to find jobs. You will also learn how to identify, build, and use personal networks to help in the job search, as well as strategies for developing mentoring relationships. 

What is a personal network?

A personal network is all of the people that a family knows. This includes family members, friends, neighbors, community connections through religious organizations, clubs, local services and stores, and professional or business relationships such as past employers, former co-workers, classmates, teachers, and doctors. 

What is networking?

Networking means talking to the people in your personal network to learn about the jobs they have or to find out about where there are job openings. Through networking, you can learn about the different kind of jobs that there are and what jobs you might like to do. It involves telling people about the kind of work that you are looking for and asking about their jobs and employers. These people may then refer you to others, eventually providing opportunities to speak with employers who are hiring. 

What is a mentor? What is mentoring?

A mentor is a special person, often older, who provides support and guidance on a variety of life issues. Through their own job experiences, mentors can help provide advice in career development. They can also provide support and encouragement to help you succeed in obtaining a job or making career decisions. 

Stories of Success

Many of the students and their parents who were interviewed mentioned using family and friends to develop the students' career goals and/or find employment. Although most likely they were not aware that they were doing it, they were expanding and utilizing their social networks. Examples of how these networks were used include finding and obtaining current jobs, securing future employment, and becoming familiar with a particular career field through the use of mentoring relationships. 

The following case studies are based on the conversations with these students and their parents. Each of these stories illustrates several examples of how personal networks can be used throughout the career planning process. Please note that names have been changed to protect the confidentiality of the participants. 

Story 1: Finding jobs through personal connections

"All of the jobs he has gotten have been through friends." - Jamal's mother 

Jamal is an 18-year-old junior in high school who was interested in finding employment for the summer and weekends. He has a combination of health-related, sensory, and learning disabilities. He began searching for a job on his own by applying at local businesses. Although Jamal sometimes had difficulty filling out the applications, he was able to turn to his mother for help with the hard parts. However, when he put out the applications, he was never called back for a job. Since he was unsuccessful with the typical application process, Jamal decided to ask friends about job opportunities. Jamal is fortunate in that he has a large, close-knit family and a wide circle of friends. Through the youth group at his church, Jamal was able to meet many people. He became friends with a man who owned a campground, and Jamal began calling him to ask if he needed help with the maintenance there. This led to a permanent part-time job where Jamal worked at the campground on weekends. To make some extra money, Jamal also asked his brother, who is a roofer, if he could come to work with him and help out on the job. This led to another job opportunity and more employment experience. 

Jamal was also introduced to a new field through a personal contact who became a mentor to him. Jamal knew that he would like a career that involved helping people, but had not considered firefighting until he talked with another friend that he met through his church. His friend was a firefighter, and Jamal thought that his job sounded exciting and that he would like to do that in the future. Although Jamal thinks it will be difficult to pursue that career because of the classes, testing, and paperwork that he will need to go through, his friend (and mentor) will help him to prepare for the necessary training by tutoring him and helping him learn the material. 

Jamal's story shows several helpful uses of social networks: 
·	Getting help to overcome barriers in the job search process (filling out job applications).
·	Using personal connections to help find employment (friends from church to work at the campground, family members to work in roofing).
·	Gaining information about a new career from a mentor (learning about firefighting from a friend).
·	Finding information and resources to help work towards a career goal (getting the necessary materials to learn about firefighting).
  
Story 2: Exploring Careers

"I'm hoping that someone in the family can get her connected." - Sarah's mother 

Sarah is a 17-year-old junior in high school with a psychiatric disability who hopes to turn her personal talents into future careers. Her interests include taking care of children and woodworking. She is already working as a babysitter for her neighbor, a job that she got through her ongoing relationship with the neighbor. Sarah's experience from this job could be the first step on a career path; she is considering working in a day care setting someday. 

In the future, Sarah would also like to be a carpenter and build houses. She has a personal connection to the field because her uncle is a roofer. She hopes that he will be able to connect her with a professional carpenter so that she can work as an apprentice and pursue her future career interests. Sarah also has explored her interest in woodworking through a local YMCA program that she learned about through another neighbor. There she developed her skills by making shelves and chairs. Sarah was offered a chance to use both of her interests when someone she met at the YMCA offered her a job doing crafts with children there. 

Sarah's story illustrates examples of how to use personal networks to: 
·	Find a job while still in school (working as a babysitter for her neighbor).
·	Get connected with professionals in a career field of interest (finding professional carpenters to work with through her uncle).
·	Find a job for the future (working for the YMCA through a contact there).
  
Story 3: Power of a Mentor

"He had me work on his car when I was younger, and I just loved doing it." - Maria 

Maria is an 18-year-old senior in high school whose friends and family played a major role in her career activities. She has a combination of physical and learning disabilities. When she was looking for a summer job, Maria turned to a family friend who worked in landscaping to get a job in his business. Maria was also exposed to her long-term career interests through another family member who served as a special mentor in her life. Maria has had a passion for auto body since her brother introduced her to the field when she was ten years old. By letting her work on his car, Maria's brother exposed her to a career that she might never have otherwise considered. This led Maria to take classes in auto body at school to gain more experience. Maria frequently talks to her family about her career goals. Her father proved to be another mentor by helping her to apply to a school for auto body that he himself had attended, helping her to move one step closer to reaching her career goal. 

In Maria's story, personal connections were used to: 
·	Find and secure current employment opportunities (getting the landscaping job through a family connection).
·	Learn about an unfamiliar career option (becoming introduced to auto body through her brother).
·	Get help in taking necessary steps to reach a career goal (applying to school to learn about auto body).
 
What can you and your family do?

These stories show how useful personal networks and mentoring relationships can be in finding jobs and planning careers. Therefore, it is important that you and your family learn how to identify and expand your personal networks and use them in the job search process. Having a larger social network may also give you a chance to find someone who could serve as a mentor in the future and provide opportunities to develop mentoring relationships throughout your career. 

There are a variety of ways to examine and build your network: 

Identify your current network:
·	Use Worksheet #1: Identifying Your Network and Mentors to make a list of everyone you know, not just people who can hire you. This list should consist of people you know well enough to have a conversation with. Include family, friends, neighbors, counselors and other professionals, past and present teachers, co-workers, and employers.
 
Build your personal network:
·	Go on a few informational interviews. The goal of this type of interview is to learn about a type of job or a certain company, not to get a job. Informational interviews are an excellent way to explore different interests and jobs while making new contacts. People in your network can help you set up interviews where they work.
·	Join different community groups such as local neighborhood organizations, clubs, religious organizations, or recreational facilities.
·	Volunteer for a cause you believe in, or an activity that interests you.
·	Participate in community events, such as those sponsored by local groups, schools, and libraries.
·	Focus on developing relationships. Establish trust. Spend time doing this before you make specific requests of people.
 
Use your network:
·	Let everyone in your current network know that you are looking for a job and what your interests are. Use the Phone script for calling network members to help you talk with the members of your network about your job interests and employment possibilities.
·	Record important information for every contact or lead you have using Worksheet #2: Contact Sheet for Using and Building Networks. Make a photocopy for every network member you have identified and create a workbook as you set out on your job search.
·	Ask each person in your network to introduce you, or refer you, to people in their networks. Document each referral that you receive on your worksheets.
·	Tell these people that you want to talk to others who do this type of work. Use your worksheet to guide you through your conversations.
·	Give your resume, if you have one, out to everyone.
·	Ask your contacts if they know of companies that are hiring or opportunities in your field.
·	Invite a group of people from your network together to brainstorm about job possibilities. This is something an employment specialist or counselor can help you to organize.
·	Follow up with contacts with a personal thank you note. It is important to maintain connections even if nothing comes from the contact right away.
·	Ask more than once. Follow up regularly with members for your network as long as you are still looking for a job.
·	Keep your network updated on your progress.
 
Join with the school as you work to identify, build, and use your personal networks. Ask school personnel to help you to:
·	Map out your networks and develop action plans with you.
·	Think of additional strategies in reaching out to your network.
·	Provide support and encouragement in using your network.
·	Link your family up with both parent and student peer organizations to help build supports.
·	Create linkages with local school-to-work partnerships as a way to connect you with opportunities in local businesses. These partnerships are programs within the school that provide students with real-life work experiences. School-to-work activities provide a rich resource for career exploration and employment experience while building community connections and social networks.
 
Remember that school personnel should always listen to you, provide you with choices, and empower you. School personnel should never make decisions for you or your family. You are your best advocate! 

The following may be helpful in developing career mentoring relationships
 
A Mentor is:
·	A trusted friend.
·	Often older, so they can share their life experience and provide guidance.
·	Sometimes a person in your own peer group who just has more experience in an area you would like to learn about.
·	Someone who can offer encouragement when you need it.
·	Someone who can help identify good approaches to the job search or to issues on the job.
 
A Mentor is Not:
·	Someone you feel the least bit uncomfortable with.
·	A person who puts you down or makes you feel like you are not capable.
·	Someone who can't make time in their schedule for you.
 
Identify your current Mentor possibilities:
·	Using Worksheet #1: Identifying Your Network and Mentors, put a star on your networking list next to people with whom you feel especially close. Again, this can be a friend, a neighbor, co-worker, employer, teacher (past or present) or counselor.
·	Identify which of these people you can trust, and whom you would be comfortable asking for advice and help.
·	Identify which of these people has a job or an interest that you want to learn more about.
 
Build your Mentor relationship(s):
·	Set up a lunch date to discuss your job search ideas.
·	Ask them to tell you about their jobs and career experiences.
·	Go to work with them to get a clearer picture of what a day is like at their workplace.
·	Ask them to help you write your resume.
·	Talk to them about being a reference for you.
·	Keep them posted about developments in your career.
·	Thank them when they offer you their time or assistance.
 
Use your Mentor relationship(s) to:
·	Help you find jobs you are interested in.
·	Practice interviewing skills.
·	Give your resume to people they know who might be able to give you a job.
·	Identify contacts who can provide informational interviews, tours of their businesses, or opportunities to join them at their jobs.
·	Get advice on a variety of issues. Ask how your mentor was able to resolve similar struggles.
·	Build up your self-confidence.
 
Conclusion

As you and your family begin the task of finding a job, remember to consider the people in your personal network as important resources. The people you know may be the key to finding a first job or developing personal interests into a career. Remember that building relationships can take time, but stay positive and hopeful. 

Worksheet #1: Identifying your Network and Mentors

Family: 
 
School Connections (teachers, classmates, etc.): 
 
Clubs or Groups (after school activities, sports, gyms, etc.): 
 
Friends and Neighbors: 
 
Work or Volunteer Contacts (former and present): 
 
Phone script for calling network members
·	Who are you calling?
How are you going to address this person? (Mr., Mrs., Dr., first name)
·	How did you get the contact?
Who gave you their name and phone number?
·	What are you going to say when they answer their phone?
Hello. How are you today?
__________ gave me your name and suggested that I call you.
Is this a good time to talk?
·	What kind of job are you looking for?
Be as specific as possible.
If you do not have a specific job in mind, be able to talk about a career that you think you want to learn more about.
·	What are your skills and strengths?
What jobs have you had?
What are you good at?
·	What are you going to ask them for help with?
Can I talk with you about your job or company?
I was wondering if you could give me feedback on my resume?
Could I get a tour of your office/company?
Do you know anyone else I could talk to?
Can you offer me advice on my job search?
·	What do you say when you end the conversation?
Thank you!

Worksheet #2: Contact Sheet for Using and Building Networks

Make a photocopy for every network member you have identified. 

Contact Information

Name: 

Phone number/fax: 

Email: 

Street address: 

City, state, zip: 

How known: 

Employer: 

Job or position: 
 
Could you recommend any people who might be helpful for me to talk with about my career goals?
·	Name, job, employer, phone number
·	Name, job, employer, phone number
·	Name, job, employer, phone number
·	Name, job, employer, phone number

May I tell these people that you have suggested that I speak with them?

__ Yes 

__ No 
 
Other ICI publications on this topic

Tools for Inclusion Series

Networking: A Consumer Guide to an Effective Job Search

(4pp., January 1999, Vol. 7 No. 1, Order #TO7) 

Based on a training workshop developed by ICI to teach people with disabilities who are seeking employment on how to become more active in the job search process. 

An Examination of Teaching a Networking Strategy to Job Seekers

(2pp., August 1998, Order #TO6) 

Discussion of networking as a viable job search practice; discussion of information gathered from trainees at a network training workshop, including: knowledge of networking, as well as the impact of the workshop on how trainees implemented their job search. 

Manual

Building Community Connections: Designing a Future that Works is a training curriculum that offers detailed, yet easy-to-follow suggestions for improving your community networking skills in the job search. Although geared more towards trainers, the manual's easy-to-use format makes it useful for all audiences. 
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Introduction 

Every state has a vocational rehabilitation agency that is designed to help individuals with disabilities meet their employment goals. Vocational rehabilitation agencies assist individuals with disabilities to prepare for, get, keep, or regain employment. Many individuals with disabilities and their families, teachers, employers, and advocates have found these agencies can provide flexible services that help people reach their employment goals.  

This publication describes the vocational rehabilitation system by responding to questions frequently asked by individuals with disabilities. Our goal is to give you information that will help you get the services you need to reach your employment goals.  

1. What kinds of services are available through Vocational Rehabilitation (VR)? 

Helping you to get and keep a job is VR's ultimate goal. There are many different services available to help you in reaching this goal. The services offered during each step in the process vary and depend upon your employment needs and interests. Your services may include:  
  ·	 Eligibility determination to figure out if you qualify for services
 ·	 Assessment of vocational needs to learn more about your interests, skills, and the services and support you might need
 ·	 Development of an Individualized Plan for Employment that outlines your goals and the services you will receive
 ·	 Coordination of services to reach your goal of employment
 ·	 Post-employment services to help you keep your job once you get it

2. Who is eligible for services from Vocational Rehabilitation (VR)?

In order to be eligible for VR services, the federal regulations say you must: 
  ·	Be an "individual with a disability," meaning a person who      <ul>·	Has a physical or mental impairment that constitutes or results in a substantial barrier to employment and 
        ·	Can benefit from VR services to achieve an employment outcome
      
  ·	Require VR services to prepare for, secure, retain, or regain employment.
</ul>
If you receive Supplemental Security Income (SSI) and/or Social Security Disability Insurance (SSDI) benefits, you are presumed to be eligible for VR services, unless there is strong evidence that you are too significantly disabled to benefit from these services. 

When a state does not have the funds to serve everyone who would normally be eligible for services, they are required to first serve people with the most significant disabilities. This is called "order of selection." Each state decides for itself what "most significant disability" means. You should check with the agency in your state to find out if you will be eligible for services.  

It is important to remember that the government uses terms differently than they may be used in our daily lives. While you may not consider yourself to have a disability, let alone a significant disability, you may, in fact, qualify for services. Because the regulations are complex, you should not try to guess or determine for yourself if you will be eligible. Instead, if you think you could benefit from services, contact your local VR office and a counselor will meet with you and determine your eligibility. Remember, if you receive SSI or SSDI you are presumed to be eligible for VR services unless there is strong evidence that you will not benefit from them. 

It is important to note that in some states people who are blind receive VR services through their state division for the blind.  
 
3. Will I have to PAY for VR services?

There is no cost to apply for VR services and to find out if you are eligible. While most people do not pay for their services, some states may require you to complete a statement of financial need prior to purchasing services on your behalf. Depending upon your financial resources, you may be asked to help pay for your services. In most situations if you are going to take classes at a post-secondary school (such as a community college or a university) you will be required to apply for financial aid.  Regardless of your financial situation, if you are determined eligible for VR, you may receive the following services at no cost: 
  ·	 Assessments to determine VR needs
 ·	 Vocational counseling and guidance 
 ·	 Referral for other services
 
4. How does the APPLICATION PROCESS work?

Each VR office is different, but usually a staff person will outline available services to you during your first visit to the office. This may be done in a group orientation or during an individual appointment. The best way to get started is to call your local office.  

If you decide that you are interested in receiving services, you must apply for services. A VR counselor will be assigned to meet with you. During the first meeting, you and your VR counselor will have the opportunity to discuss your employment interests, concerns, and employment goals.  In addition to getting information from you directly, the counselor may ask your permission to get information about you from other sources in order to determine if you are eligible for services.  Your counselor must determine if you are eligible for services within 60 days of your application. 

If documentation of your disability is not available, or is out of date, then the VR agency may pay for you to have an assessment by a medical professional, psychologist, psychiatrist, or other appropriate entity.  

5. If I am ELIGIBLE for services, what will happen next?

You and your counselor will work together to figure out what services you will need to reach your goals. Typically, you and your counselor will: 
  ·	Explore your interests, skills, experiences and support needs 
 ·	Decide on your employment goals
 ·	Develop an Individual Plan for Employment to help you reach your goals
 
6. What is an Individual Plan for Employment (IPE)?

 Each person is unique and therefore requires an individualized approach to reach their employment goal. You and your counselor will work together to establish your goal and identify the services that are necessary for you to achieve your goal. You may choose from a variety of different services and different ways the services can be provided. The following is a list of many of the services, but not all, that you might receive during the employment planning stage: 
  ·	Vocational counseling and guidance
 ·	Job placement assistance
 ·	College or vocational training
 ·	 Supported employment services
 ·	Skills training
 ·	 Job coaching or tutoring
 ·	 Transportation
 ·	Interpreter services for individuals who are deaf or hard of hearing
 ·	Services to assist students with disabilities in their transition from school to work
 ·	Reader services for individuals who are blind
 ·	Assistive and rehabilitation technology services
 ·	Referral services
 ·	Support, advocacy, and follow-up services for at least 90 days following job placement
 
 Services may be provided directly by your VR counselor, coordinated with other services, or purchased by the VR agency on your behalf. Purchasing services means VR pays another agency or organization to provide you with services. For example, VR may pay for skills training or for a community employment agency to work with you. 
 
7. Is the IPE IMPORTANT?

 Yes! Take your Individual Plan for Employment seriously. The IPE is your map for meeting your employment goal. Be specific when developing it. Making weekly or monthly "to do" lists is an effective way to track your steps and mark progress. Frequently it takes time to meet your goals. Your IPE may need to be revised to reflect changes in your goals. You should discuss this with your counselor.  

8. What are community rehabilitation provider services?

Vocational rehabilitation agencies frequently purchase services from community rehabilitation providers (CRPs). These agencies are often able to provide more intensive services than typically provided directly by VR counselors. Your IPE may state that you will work with a CRP for more intensive employment services or training. You should be given a choice of providers and an opportunity to visit each one before deciding which one is best for you. If you decide to use the CRP's services, the staff there will work with your VR counselor and keep them informed. Take these resources seriously. Work on your goals with your CRP counselor or employment specialist. If you are not happy with the services provided by the CRP, you may always return to your VR counselor and ask to change providers.  

9. What SHOULD I EXPECT from the services I receive from VR?

You should expect respect for your choices and support in making decisions. You should also expect individualized services that are tailored to your specific goals. This means that VR will work with you to identify, search, and apply for jobs or educational opportunities leading to jobs that match your employment goals. VR does not have a ready-made pool of available jobs that you can automatically fit into. 

10. What is MY ROLE in working with VR? 

There are many things that you can do to work effectively with your VR counselor. 
  ·	Become familiar with the range of services VR offers.
 ·	Understand that participating in VR services involves going through multiple steps. Work with your counselor to identify the steps you will need to take and what will happen at each step in the process.
 ·	Be as clear as possible about what help or tools you think you need to reach your goals.
 ·	Participate actively in creating your IPE.
 ·	Read your VR agency's handbook for consumers. This is given out at orientation and can often be found by visiting your VR agency's website.
 ·	Ask questions, and listen to the answers.
 ·	Stay in contact with your counselor throughout the process.
 
It is important to show as much initiative as possible. Finding a job is hard work. You should spend a lot of your own time on your job search and use many different methods. For instance, go to a One-Stop Career Center or college career center to use their services, attend job fairs to practice interview skills, network in your community to discover who may be hiring, and join employment-focused support groups. Ask your VR counselor about some of these local employment resources. 

11. How should I PREPARE FOR MEETINGS with my counselor?

 Each time you meet with your VR counselor, you should: 
  ·	Be prepared with updates and questions. You are your own best advocate. It is good practice to tell your counselor the things you are doing on your own, including both challenges and successes. Also ask for ideas on how to build on all your experience. 
 ·	Be prepared to talk openly with your counselor about your employment goal, and listen to suggestions. Providing information about your employment history and goals will help your counselor provide you with services that are right for you.
 ·	Set small goals at each meeting that you can accomplish by the next one.
 ·	Prepare yourself for each meeting as if you were going to meet with a potential employer. The more you practice these skills, the easier they will become.
 ·	Keep appointments and be punctual. If you need to cancel, give as much notice as possible. If you are late, understand that your counselor may have another meeting after yours, so you will get less time.
 ·	Dress nicely for the meeting. Be clean and neat.
 ·	Bring with you any materials you are working on, such as a resume, job postings, school application, or cover letter.
 ·	Bring a pen and notepaper, and a calendar if possible.
 ·	Bring a list of questions and/or requests you may have.
 
12. Will my counselor HELP ME TO KEEP MY JOB after I get one?

 You and your counselor may identify services that you may need to keep your job. These services may be provided directly by your counselor or by a provider agency. You may also be eligible to receive post-employment services at any point during the three years following job placement, even if your case has been closed. These services are short-term and directly related to helping you keep your job, and they must be consistent with your original goal on the IPE. 

13. Can I use the VR system if I am ALREADY RECEIVING SERVICES from another state or private agency?

Yes. Even if you are receiving services from another state or private agency, you can receive services from your state VR agency. VR may be able to provide or fund services that you do not already receive. If you are receiving services from more than one agency it is important to let your VR counselor know this and talk about how your services will be coordinated. You will want to work with the agencies to make sure that the services you receive complement each other and that you and your team are working together toward the same goals.  

14. How do I FIND a VR office NEAR ME?

You can find the location of the nearest office on the internet at  http://janweb.icdi.wvu.edu/sbses/vocrehab.htm or  www.nchrtm.okstate.edu/resources/agencies.html. You can also look in the employment or disability listings in the government section (blue section) of the phone book. 

Remember, in many states a separate office offers services for people who are blind through their state division for the blind. Contact your local VR office to find out if there is a separate office that serves people who are blind. 

15. If there is MORE THAN ONE VR office in my area, which one should I go to? 

While VR offices are generally assigned to serve people in specific cities and towns, you can use whichever office is most convenient and accessible for you. You do not need to use the one that is in your town or closest to your home. 

16. Can I use more than one VR office at a time?

No. You can only receive services from one VR office at a time. 

17. What if I am UNHAPPY with the services I receive at VR or the CRP?

If you are dissatisfied with the services you have received, try to think of the reasons why. For example, is it because you have not found a job? Have you received the services you asked for? Or do you feel that your counselor is not listening to you? Discuss your concerns with your counselor and ask for suggestions. If you remain dissatisfied, you can ask to speak with your counselor's supervisor or the office director. You can also request a new counselor if you feel you cannot work things out with your current one. But start with honest communication and request what you want and need. If, after trying to work the issues out with your counselor and the supervisor, difficulties with services persist, you can contact your local Client Assistance Program. 
 
18. What is the Client Assistance Program (CAP)?

CAPs exist in every state. They provide advocacy and information for individuals applying for or being served by VR. If you are having problems with VR that you have not been able to work out with staff in your local VR office the CAP may be helpful to you. To find out more about CAP procedures, contact your local VR office and ask about their CAP services, or call the CAP program directly. You should receive information about CAP during your orientation to VR. 

19. What should I do if I cannot get services I need right away? 

Sometimes more people need VR services than the state agency can serve. When this happens you may not be able to receive services right away. When you complete an application for services, ask how long the review process takes and how long it will take for you to begin receiving services. 

Visit your state's VR website and see if there is any information that would be helpful, including a guide or handbook on services. Visit other public centers where you can access free employment and information services like a One-Stop Career Center, library, or college career center. You can find a One-Stop Career Center online at  www.servicelocator.org. 

20. Does VR offer any OTHER SERVICES for people with disabilities?

The agency in your state that provides VR services may also provide other services for people with disabilities. Contact your state agency to learn about the range of services that may be offered. 

Melissa: A New Career Path

After graduating from high school ten years ago, Melissa worked as a child care worker. Though she enjoyed working with children, she found the job a bit stressful due to her significant learning disability. About one year ago, Melissa injured her neck in a car accident and was eventually laid off from her job since she could not lift the children anymore. After a year of unemployment, her mother suggested that she contact her local VR office for help deciding upon a new career. At first Melissa was hesitant, since she had used VR services back when she first graduated from high school and had not found them to be very helpful. After thinking it over, she decided to give it a try and called the local VR office. 

Melissa attended the orientation and thought the services there would be helpful for her. A few weeks later she met with Linda, a vocational counselor. Linda worked with Melissa to help her decide what career path she would like to try next. The two of them met a few times and talked about Melissa's education, past jobs, and interests. Melissa then completed a series of vocational assessment tests, which helped her learn more about her strengths and skills. After the assessments and meetings, Linda and Melissa came to the conclusion that a job as a medical records clerk would be a great fit. Together they came up with an Individual Plan for Employment that included going to the local community college and taking a certificate program in medical records. With help from Linda, Melissa is currently enrolled in the program and is gaining the skills she needs to find her next job. 

Susan: Pursues Her First Job

Getting Started

Susan has a mental illness and lives in a public housing development in a large city. Since graduating from high school five years ago, she has attended a clubhouse-a program for  individuals with mental illness. Recently, Susan decided that she would like to get a job in her community. She talked with her therapist as well as a clubhouse staff member. They recommended that Susan contact the state VR agency to see if she would be eligible for their services.  

Susan called her local office and was given an appointment to meet with a VR counselor, Jim. She completed an application during this meeting and some time later received a letter saying she was found eligible for services. When she met with Jim again, he requested permission from Susan to talk with staff at the clubhouse, her therapist, her caseworker at the Department of Mental Health, and her family. Jim explained to Susan that with input from people who knew her well, he could help her develop the best Individual Plan for Employment possible.  

The IPE

Jim and Susan worked together to develop a good job. Together they came up with a plan for the services Susan would need. The VR agency agreed to fund job placement services for Susan along with some job coaching and support services as she began her job. Susan said she felt bad when she had too much time alone, so everyone agreed that it might be best for Susan to continue attending the clubhouse when she was not out looking for a job.  

Selecting a Provider

Jim told Susan that she could get her job placement services from a private agency called a community rehabilitation provider. He gave her a list of three to visit. She visited and chose one she thought would be best for her.  

Starting a Job

After working with a job placement specialist at the provider agency for four months, Susan was offered a full-time clerical assistant position with a local real estate company. When she began her new job a job coach went with her to help her get the accommodations she needed. He also helped her learn her job by providing one-to-one instruction. After a week the job coach was needed less and began to visit the worksite less frequently. Susan, the employer, and the job coach decided a weekly check-in by phone with the employer would be helpful. Susan also made plans to meet with her job coach once a week after work for additional support. 

Keeping the Job

Susan continued to meet with Jim every six weeks. At these meetings they reviewed the public benefits that Susan was receiving to make sure she understood the changes that would result from her increase in earnings. Additionally, he and the staff at the clubhouse began to help Susan make plans to stay in touch with her friends there. Jim made sure that all of Susan's services were coordinated well, and he was there to listen to Susan's concerns. After she worked for six months, Susan found that she no longer required any services from VR, and her case was closed. She continues to attend social events at the clubhouse when they fit in her schedule and she gets informal support on work issues as they arise from staff and peers there. She also meets with her therapist after work.  

Tips on Making VR Work from People Who Found Jobs Through the Program

Evaluate your expectations

Pat: "VR will not hand you a job. Nobody is ever handed a job. Expect to be given resources, advice and help on making connections. You must get involved in your job search." 

Jose: "Working takes a lot of effort and finding a job takes just as much work-if not more. Be prepared!" 

Ask questions

Juanita: "When I first went to the VR office, I was given a lot of forms and they asked a lot of questions. I was shy and did not say much even when I did not understand some things. I became frustrated and told a friend what had happened. She suggested I write down a list of questions to ask at my next meeting. I did this and I think my VR counselor and I understood each other better." 

Advocate for yourself

Tom: "I had a VR counselor that insisted I apply for jobs that seemed beneath my qualifications and were a poor match for my skills. In fact, my counselor submitted my resume to such positions without telling me. When I tried to tell my counselor how I felt, there was no response. After some thought, I approached my counselor's supervisor. It was decided that another counselor would be assigned to me. I worked better with this new counselor and got a job in six months!" 

Don't give up

Maria: "It can take from weeks to years to find a job, but those who stick with the program do the best. I once spent two years working on a job search while using VR services. Many times I wanted to give up. Finally, I was offered four different positions in one week! I chose one and have been employed ever since. I am pursuing my career!" 

Try new approaches

Tasha: "When my VR counselor first advised me to ask people I knew about employment opportunities, I did not want to. I was used to looking in the newspaper for job openings. Eventually I found a job, but I got it after I started asking people I knew about jobs. I also started using other sources such as the One-Stop Career Center in my area." 

Talk to your peers

Mohammad: "When I went to VR, I felt very alone. I was upset because I did not have a job. I really kept to myself except for talking to my counselor. One day my counselor suggested that I join the job seekers group. I thought it would not be for me since I had worked a lot in my past. I went and discovered that everybody had his own story. I got tips from them on what worked and did not work, different types of jobs and different resources that I would never had known about. We all found jobs. Some of us are still in touch." 

National Resources

Vocational Rehabilitation State Offices (from the Job Accommodation Network)
 http://janweb.icdi.wvu.edu/sbses/vocrehab.htm 

Rehabilitation Services Administration
 www.ed.gov/about/offices/list/osers/rsa/about.html 

General Disability Resources
 www.disability.gov 

Social Security Administration
 www.socialsecurity.gov 

Independent Living Centers
 www.ilru.org/jump1.htm 

Massachusetts Resources

Massachusetts Rehabilitation Commission (MA state VR agency)
Administrative Offices
Fort Point Place Suite 600;27 Wormwood Street
Boston, MA 02210-1616 
MRC main information numbers: 800/245-6543 (voice/TTY) or 617/204-3600;Fax: (617) 727-1354
 www.state.ma.us/mrc 

Vocational Rehabilitation Division
Phone: 800/245-6543 (voice/TTY) or (617) 204-3600
 www.state.ma.us/mrc/vr
Statewide Employment Services 
Phone: 617/204-3854 
 www.state.ma.us/mrc/ses/indexma.htm 

Independent Living Division
Consumer Involvement, Independent Living Centers, Turning 22, Housing, and Supported Living programs: 800/245-6543 (voice/TTY) or 617/204-3851Protective Services program: 508/823-2874 (phone) or 508/823-5186 (fax)
Homecare and Personal Care Assistance programs: 617/204-3853
Statewide Head Injury Program (SHIP): 
617/204-3852 

Disability Determination Services Division
Phone: 800/422-7200 (toll-free within Massachusetts)
Massachusetts Commission for the Blind
48 Boylston Street
Boston, MA 02116
Phone: 617/727-5550 
Fax: 617/626-7685  

Massachusetts Office of Disability, Client Assistance Program (CAP)
One Ashburton Place, Room 1305
Boston, MA 02108 
Phone: 800/422-7200 or 617/727-7440
 

For more information, contact:
Colleen Condon
Institute for Community Inclusion
UMass Boston
100 Morrissey Blvd.
Boston, Massachusetts 02125
(617) 287-4300 (voice)
(617) 287-4350 (TTY)
 colleen.condon@umb.edu
 

The authors would like to thank Joanne Baldesari, Mark Cowell, John Halliday, Joe Marrone, and Michelle Zalkind for their editorial assistance.  

This publication is a product of Partnerships for Employment, a Rehabilitation Services Administration-funded special demonstration grant (#H234M010131). 


Visit
 www.communityinclusion.org
to read this brief online;
find other publications on this topic; or
sign up for ICI's email announcement list 
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