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Teaching people the skills they need to find their own jobs can be empowering for both 
trainers and trainees. The ILO’s AbilityAsia programme has published Getting Hired: A 
Trainer’s Manual for Conducting Workshops for Job-Seekers with Disabilities to help trainers 
help people with disabilities get hired by teaching job-seeking skills.     
 
This manual is designed for job placement or employment officers, social workers, staff who 
work at organizations of and for people with disabilities and others who want to provide job-
seeking skills training. The manual has a special emphasis on people with disabilities since 
they face specific barriers to entering the labour force, however the job-seeking skills that are 
the basis of the curriculum are the same for any job-seeker and therefore the job-seeking 
training workshops that are offered can be for both disabled and non-disabled persons.  
 
The companion Getting Hired: A Guide for Job-Seekers with Disabilities (referred to simply as 
“the guide” or “guide for job-seekers”) should be used along with the this trainer’s manual 
when workshops are offered. Both the trainer’s manual and the job-seekers’ guide can be 
downloaded from www.ilo.org/abilityasia or www.ilo.org/employment/disability.   
 
The guide can be used independently if training workshops are not feasible; however most 
job-seekers with disabilities will benefit from some training in job-seeking skills.  
 
The guide and trainer’s manual were originally developed for use in ILO projects in Tanzania 
and Kenya during the 1990s, but have been updated and adapted for use in Asia and the 
Pacific. They were field-tested in Africa but have also been used in some Asian countries in 
the former formats. This updated version of the trainer’s manual was reviewed by employers 
and job placement experts from a number of different countries in Asia.  
 
Getting Hired: A Trainer’s Manual for Conducting Workshops for Job-Seekers with Disabilities 
also has relevance to other regions of the world besides Asia and the Pacific. And, since job-
seeking practices can vary within the region, guidance on how to tailor the curriculum to 
national or local practices is provided in Appendix I.  
 
This training manual takes on increased importance as the attitudes about disabled persons 
are changing. People with disabilities are no longer viewed as requiring protection and care; 
they are seen as individuals who have rights, including the right to access training and 
employment. With preparation and training, it has been proven time and again by employers 
who hire people with disabilities that the overall performance, productivity and safety records 
of disabled persons is on par with those of their non-disabled peers.  
 
Further, the right to meaningful, decent work is guaranteed in a number of international 
instruments. Most recently, the United Nations General Assembly adopted the Convention on 
the Rights of Persons with Disabilities, which entered into force on 3 May 2008. It is now 
being signed and ratified by many countries around the world and those who have ratified   
it are starting the process of implementation. The ILO Convention concerning Vocational 
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Rehabilitation and Employment (Disabled Persons), 1983 (No. 159) promotes equal 
treatment and equal opportunity for people with disabilities in work and training situations. 
The ILO Code of Practice on Managing Disabilities in the Workplace provides guidance for 
employers on how to implement these principles in the workplace.  At the national level, 
many countries also have laws to protect the right of people with disabilities to engage in 
work and to access the services to help them find decent work. To learn more about these 
instruments and local laws, consult the websites listed in the Section “Useful Websites” in 
Appendix VII and national ministries of labour, trade unions and disabled persons’ 
organizations.  
 
The ILO wishes you success in conducting a job-seeking workshop in your country. 
Hopefully, this trainer’s manual will assist you and that, as a result, many of the workshop 
participants will be getting hired! 
 

 G e t t i n g   H i r e d  
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PurposeandHowtoUsethisManual

1.1 PurposeoftheManual

The purpose of this manual is to assist disabled persons’ organization (DPO) staff,
employment placement officers, Community Based Rehabilitation (CBR) workers, social
workers and others in conducting a job-seekers’ training workshop for people with
disabilities. It provides the necessary information about how to prepare for the workshop,
whattocover,suggestedtrainingactivitiesandsampleworksheetsandexamples.

Thepurposeofthejob-seekers’workshopistoassistpeoplewithdisabilities infindingand
keepingemploymentintheformalsector,includinggovernmentagencies,privatecompanies
andthenon-profitsector.Itisdesignedtointroduceparticipantstothebasicstepsandskills
involvedinlookingforajob.Thestepsandskills,withtheexceptionofaskingforreasonable
accommodations, are similar for disabled and non-disabled job-seekers alike. Therefore,
classesthatareinclusiveofalltypesofjob-seekerscanbeorganized.However,peoplewith
disabilitiesoftenfaceuniquebarriers.ThismanualandtheaccompanyingGetting Hired: A 
Guide for Job-Seekers with Disabilities,whichsupportsthetrainingworkshop,addressesthe
uniquebarriersandchallengesdisabledpersonsfaceinseekingdecentwork.

The job-seekers’ guide includes similar content to this manual and the information to be
coveredintheworkshop.Theguidealsoincludessomeadditionalactivitiesandworksheets.
Copies of this trainer’s manual and the job-seekers’ guide can be downloaded at the
publicationssectionoftheILO’sregionalandglobaldisabilitywebsites,www.ilo.org/abilityasia
andwww.ilo.org/employment/disability.

1.2 OrganizationoftheManual

Getting Hired: A Trainer’s Manualisorganisedintoninechapterswithnineappendices.The
first chapter contains the basic purpose, workshop outline and preparations necessary to
organizethetrainingevent.

Chapters 2 to 9 contain the content and suggested training activities for each training
module.Eachmodule in turn includesastatementofpurpose, theestimated training time
and the learning objectives. A module is divided into sections organized around various
topics and associated learning activities. Learning activities include lectures, discussions,
individualactivities,groupactivities,roleplaysandothers.

The appendices contain samples of job-seeking documents and guidance for the trainer.
Someofthesampleswillneedtobeadaptedtoreflectthelocalemploymentmarketandthe
needsof the individualswhoaretargetedfor training.Theappendicesalso includesample
worksheets that canbecopied foruse in theworkshop, although youmaywish tomodify
someofthemtomakethemmorerelevanttothelocalsituationfirst.
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Trainersareadvisedtoreadthoughtheentiremanualbeforedeterminingwhatadaptations
arerequired.ThereissomeguidanceabouthowtoadaptthismanualinAppendixI.

1.3 OrganizingaGetting HiredWorkshop

Getting Hired WorkshopObjectives

Theobjectivesoftheworkshopcurriculaareto:


. assistparticipantsinassessingtheirinterests,abilitiesandskillsastheyrelatetoajob
goal;

. teachjob-seekingskillssuchashowtolocateandrespondtojobopeningsandhowto
presentoneselfandconductajobinterview;

. providesupporttojob-seekersandtogivethemanopportunitytodiscusssomeoftheir
problemsandconcerns.


WorkshopOverview

The workshop covers basic information about self-assessment, learning about jobs and
employment practices, job seeking and interviewing for a job. The content is designed
aroundthefollowingeightmodules.

 Module1: IntroductiontotheWorkshop
 Module2: Self-Assessment
 Module3: LearningaboutJobsandEmploymentPractices
 Module4: PreparingApplicationDocuments
 Module5: FindingandRespondingtoJobOpenings
 Module6: JobInterviewing
 Module7: TheEmployer’sPerspective
 Module8: StartingtheJobSearch

Time

Ideally, the workshop should be presented over two days. However, to accommodate
practicalconsiderations(e.g. limitedresources, travelconstraints,etc.), itmaybedelivered
inoneandahalfdays.Asample two-dayagenda isshown inAppendix II.The trainerwill
need to pay close attention to time to cover all the material. Some trainers may prefer to
adapt the timeframes and to extend the training time over several shorter sessions; other
trainers may decide to delete some activities to ensure a more relaxed pace within the
timeframetheyhaveavailable.Severalactivitieshavebeenmarkedasoptionalandtheiruse
willdependonparticipantneeds.

Morning and afternoon breaks of at least fifteen minutes each should be part of the
schedule.Amiddaylunchbreakofonehourisalsoessential.Trainersshouldplanaheadof
timewhenbreakswillbescheduledandincludethemontheagenda.Adjustthetimetableto
bestsuitlocalcustomsandtheneedsoftheparticipants.
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Audience

Theworkshopisintendedforjob-seekerswhoarelookingforjobsindependentlyaswellas
for those who are working with a placement officer. Although anyone can benefit from
developing job-seeking skills, this workshop is particularly designed for people with
disabilitieswhoaredisadvantagedinseekingemployment.Includingnon-disabledpeopleor
other disadvantaged participants to provide for a more inclusive workshop setting is
encouraged,althoughthismanualaddressesdisability-specificissues.

A disadvantaged person is anyone who faces a barrier to employment that results in
exclusionfromthelabourmarket.Barriersmayberelatedtogender,age,youth,lackofwork
experience,disability orpoverty thatputsan individual at adisadvantage incompeting for
jobs. With guidance and improved job-seeking skills, such individuals can develop an
advantage.Theywilllearnhowtopresentthemselvespositivelyandtostresstheirabilities.

ThematerialsaretailoredspecificallytoberelevanttotheAsianandPacificlabourmarket.
Thereisguidancefortrainersabouthowtotailorthecoursefurthertoaspecificcountryin
AppendixI.

NumberofParticipants

The workshop is intended for approximately fifteen to twenty participants. Trainers can
experimentwithlargerorsmallergroups.Thelargerthegrouphowever,themoredifficultit
willbetodiscussactivitiesandattendtoindividualquestionsandconcerns.

Pre-ScreeningWorkshopParticipants

Ifpossible, it isuseful todetermine the job-seekingneedsofworkshopparticipantsbefore
delivering the training to be sure that all participants are ready for employment. The
workshopisnotavocationalexplorationcourse;thereforeparticipantsshouldalreadyhavea
realisticjobgoalinmind.Theyshouldbepreparedtofindandacceptajobaftercompleting
theworkshop.

Further,itisusefultodeterminetheliteracylevelofparticipantsandtohavesomeideaabout
the types of jobs they are seeking before the workshop. For example, those seeking
professional jobswill need to knowabout résumésor curricula vitae (CVs),whereas those
who are entering the labour market for non-professional positions may not require such
paperwork.

Trainers will need to consider the specific needs of participants with disabilities in their
planning and how to make necessary accommodations. Depending on the participant’s
impairments, trainersmayneed toconsiderpresenting informationbothvisuallyaswellas
orally, hire a sign language interpreter,makematerials available inBraille or electronically.
Physicalaccesstotheworkshopfacilitiesshouldalsobeconsideredaswellashowtoteach
slowlearnersormakeadaptationsforthosewithpsycho-socialdisabilities.
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Theeasiestwaytopre-screenparticipantsistoholdashortmeetingwiththem,ortalkwith
themortheirreferralsourcesoverthephone.Askabouttheirexpectations,theirpreviousjob
search experiences, their goals and job readiness. This will also give the trainer an
opportunity to ask about any specific needs the prospective participants may have due to
theirimpairments.

WorkshopAdaptations


Time
The material in this workshop can be easily adapted to meet different timeframes
suchasaseriesoftwo-hourclasses.Itisalsopossibletoexpandmanyoftheactivitiesto
cover more information, do more activities, include more outside speakers, etc. A
numberofsuggestionsonhowtochangethetimingoftheworkshopareincludedinthe
materialsas“TrainerNotes”.

Content
Certain content items may not be necessary for certain groups of participants. For
example,résuméswillonlyberequiredfor individuals lookingforcertaintypesofwork.
Ifmostparticipantsplanto lookforfactory,non-professionalworkor jobs inthetrades,
thissectionmaynotneed tobecovered,dependingon localpractices. If,bycontrast,
the participants are college graduates or professionals, discussion of résumés will be
essential.

CulturalorLocalDifferences
Asnoted,thismanualwaspreparedtomeettheneedsofjobplacementpersonneland
non-governmental organizations primarily in Asia and the Pacific. Since culture
influencesbehaviourandjob-seekingpracticesmayvaryaccordingtolocality,thetrainer
will need to adapt the curriculum to local cultural and job-seeking practices. For
example, in some cultures, direct eye-to-eye contact demonstrates self-confidence; in
others, it is a sign of disrespect towards elders or superiors. Similarly, job-hunting
practicesmayvary.Asnoted,thereismoreguidanceinAppendixIabouthowtofurther
adaptthematerialstosuitaspecificcountry.

AccommodatingPeoplewithDifferentImpairments
Trainerswill need to be alert to their audienceboth when planning theworkshop and
conductingsomeofthelearningactivities.Adaptationswillneedtobemadeaccordingly.
Forexample,activities that involve readingorwritingwillneed tobeadjusted for those
whoarevisuallyimpairedorunabletoreadorwrite.(Requiringtwoparticipantstotalkto
eachotheraboutthewritingtask,oraskingasightedmemberof thegrouptowritefor
visually impaired members would be appropriate alternatives.) Activities involving role
playsandcommunicationmay require that thosewhoareDeaf orhearing impaired to
worktogetherandthatasignlanguageinterpreterbepresent.


TrainerQualifications

It is recommended that two trainers conduct theworkshop. Ideally, trainers shouldbe job
placementspecialistsorotherindividualswhoareknowledgeableaboutthejobmarketand
thejob-seekingprocessintheircommunities.Trainingskillsandknowledgeofadultlearning
principlesarealsodesirabletrainerattributes.
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If trainers lack job-seeking skills or labour market knowledge, they might assemble an
advisory group of volunteers from an employers’ association, a professional personnel
association, an NGO resource centre or business club such as the Rotary or Lions. In
addition, human resource professionals or personnel specialists from companies and
representatives from trade unions or government offices related to labour or employment
couldalsobeofassistanceonsuchanadvisorygroup.ChambersofCommerce, including
local chambers or international ones, such as the American Chamber of Commerce
(AmCham)ortheEuropeanChamberofCommerce(EuroCham),areoftenwillingtoprovide
peopletoassistwiththiskindofactivity.

Thepurposeoftheadvisorygroupwouldbetoprovidetrainerswithaccuratelabourmarket
informationandtodescribeappropriatejob-seekingpracticesintheircommunities.Suchan
advisorygroupwouldalsoserveasapoolofprospectiveguestspeakersfortheworkshop.

Sometimes trainers may lack experience. It will be important to follow the training outline
more carefully until the trainers build confidence and gain experience in conducting
workshopsforadults.

FormoreinformationonadultlearningprinciplesandtrainingtipsseeAppendixVI.

AdvertisingtheCourse

If participants will be invited personally to the workshop, letters should be mailed out to
announceanddescribethecourseandtoinvitejob-seekerstoattend.Participantsshouldbe
advised to bring job-seeking information with them (e.g. certificates, résumés or applications
thattheyhavealreadyprepared,etc.)aswellasadvertisementsforjobstheyareinterested
in.Adviseparticipantsiftheyneedtobringlunch,pensandpaper,etc.

Iftheworkshopisofferedtothegeneralpublicorrequiresadvertisement,considerposters,
flyers,publicserviceannouncementsontelevisionorradio,newspaperannouncements,etc.
Ifyouissueanopeninvitationyoumayneedtoalsoadvertisecontactinformationandaccept
only the first twenty applicants to avoid overcrowding. If you are faced with overwhelming
demand,keepcontactdetailsofpeoplewhomissoutandscheduleasecondworkshop, if
possible.Remember to advertiseusinga variety ofmedia formats to reachpeoplewithall
typesofdisabilities.

TheTrainingSetting

Thebestplace toconduct theworkshopwill beat a venuenearpublic transport andone
withadequateparkingforallparticipants.Ideally,thetrainingroomshouldbeequippedwith
tables so that participants can takenotes.Chairs and tables shouldbemoveable to allow
participants to form small groups, and to allow chairs to be removed to accommodate
wheelchairs. The workshop should be held in a facility that is accessible to those with
mobilityimpairmentsandtoaccommodatethosewithotherdisabilities.Remembertocheck
theaccessibilityoftoilets,parkingandbreakareasaswellasthemaintrainingroom.
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The training room should be large enough to fit all participants comfortably with space to
movearound.Ifanyoftheparticipantsusewheelchairs,youwillneedalargerspacesothey
canmovearoundeasily.Checktheaircirculationandheatingorcoolingsystemsifthelatter
areneeded. Insome locations,openingwindowsmayresult inexternalnoises thatcanbe
distracting.

Materials

Ablackboardorwhiteboardwiththeappropriatewritingimplementsorflipchartpaperanda
standisabasicminimumrequirementtodelivertheworkshop.Duringtheactivities,itwillbe
necessary to list responses to questions posed to the group. Ensure there are enough
colouredmarkersandthattheyareofthreedifferentcoloursforvariety.

Foranyvisualtoolssuchasoverheadprojectorsheets,flipchartsorposters,writingmustbe
clear and readable from the furthest point in the room. To accommodate minor vision
impairments,writingmayneedtobebiggerthanusual.

WorksheetssuitableforreproductionareincludedinAppendixIX.However,ifresourcesare
notavailable,participantscanuseablankpieceofpapertorecordresponsesortocomplete
activities.Ifpre-printedformsarenotused,thetrainerwillneedtoprovidecleardirectionson
howtocompleteactivitiesorworksheets.

If multimedia materials such as videos, DVDs or PowerPoint presentations on job-seeking
topicsareavailable,theycaneasilybeusedtosupplementtheinformationdeliveredinthe
workshop.Rememberthatthiswilladdadditionaltimetothetraining.

CompanionGuideforJob-Seekers

Trytosecurethecompanionjob-seekers’guide, Getting Hired: A Guide for Job-Seekers with 
Disabilities,whichhasalreadybeendescribed,anddistributecopiestoall theparticipants.
PointsofreferencetotheguidearenotedthroughouttheTrainingOutlineanditisassumed
thatworkshopparticipantswillhaveacopy.

TrainerPreparation

Thefollowingisabasicoverviewofpreparationsneededtoconducttheworkshop.Seealso
theTrainerPreparationChecklistinAppendixIII.Ineachmodule,thesuggestionsfortrainer
preparationarehighlightedintextboxes.TrainerNotesarealsohighlightedintextboxesfor
easyreference.

1. Reviewthistrainer’smanualthoroughly.
 Trainersshouldensuretheyunderstandall the informationandmaterial inthemanual.

Seek advice from the advisory group, if you have organized one, or from other
professionalsorexpertsinbusiness,governmentortradeunionsifcertainitemsrequire
clarification.Insomecases,thetrainerwillneedtolocateinformationappropriatetohis
orhercountrysuchasinformationonlabourlawsandminimumwages.SeeAppendixI
formoreguidanceonhowtoadaptthetrainingcoursetoaparticularcountry.


 Reviewthejob-seekers’guideandnotehowitcanbeintegratedintotheworkshop.
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2. Selectthetargetaudience.
 Advertisethecourseorotherwiseinviteandselectparticipants.Analyzetheirneedsand

theadaptationstothecurriculumthatmayberequired.

3. Makeanyrequiredadaptationstothecurriculum.
 See“WorkshopAdaptations”inthisIntroductionandAppendixIformoreinformation.

4. Personalizethecurriculum.
 Trainersshouldaddtheirownpersonalstamptothecurriculum.Flavour itwithstories,

anecdotes,proverbsorexamplesthatwilladdinteresttoandmaketheworkshopmore
memorable.Useexamplesthataremeaningfultotheparticipantssuchasstoriesabout
localemployersorpeoplewithdisabilities.Prepareflipchartsorothervisualpresentations
ifmaterialsareavailable.Skitsandroleplayscanalsobeused.Becreativeandmakethe
workshopenjoyableforboththetrainersandtheparticipants.


5. IdentifytwoguestspeakersforModules1and7.
 Thecurriculumcalls for twoguestspeakers.The first speaker (Module1)shouldbea

personwithadisabilitywhohasbeensuccessfulingainingandmaintainingmeaningful
employment inamainstreambusiness,not inanenterprisespecifically forpeoplewith
disabilities.The speaker shouldbepositiveandmotivational.Ask theguest speaker to
stressthepositiveaspectsof jobseekingandfindinga jobtomotivatetheparticipants.
Heorshecansharethestrugglesfacedbutalsohowtheywereovercome.Theoverall
themeshouldbemotivational,notdiscouraging.


 The second speaker (Module 7) should be a personnel manager or human resource

specialist from a company, factory, hotel, government office or other workplace who is
willing todiscusshiring tips from theemployer’sperspective.Again, theguest speaker
shouldbeencouragingandalsoreinforcethecoursecontent.

 
 Brieftheguestspeakersbeforetheworkshoptoensuretheyunderstandthepurposeof

theirpresentations.Givethemsomeinformationabouttheworkshopandtheparticipants
tohelpthemprepare.


 Module6ontheseconddayoftheworkshopincludessomeinterviewroleplaying.This

activity can be made more realistic for participants by inviting some human resource
officerstoattendandconductthepracticeinterviews.LocalChambersofCommerceor
businessassociationsmaybeabletoprovidepeoplewhowouldbewillingtoattendand
assistwithinterviews.


6. Createanagendafortheworkshop.
 The agenda should include, at a minimum, specific topics and the time allocated to

each.Thenamesofpresentersortrainersmaybeadded.Breaksandlunchshouldbe
includedontheagenda.AppendixIIisasampletwo-dayagenda.


7. Makearrangementsforspecificneeds.
 Sucharrangementsmay includechildcare, transportationornecessaryadaptations for

individualswithdisabilities.



 GettingHired
ATrainer’sManualforConductingaWorkshopforJob-SeekerswithDisabilities

-8-

8. Preparecoursematerials,handouts,roomset-upandrefreshments.
 Seesectionsinthismanualonroomset-upandmaterials.Ifaudio-visualequipmentwill

beused,makecertain that it is inproperworkingorderandplan forwhat todo in the
eventtheequipmentmalfunctions.Makearrangementsforlunchorrefreshments,ifthey
aretobeprovided.


9. Assignsectionsoftheworkshoptotrainers.
 Maketrainingassignmentssothateachtrainerisclearabouthisorherresponsibilityand

ispreparedaccordingly.Trainersshouldbethoroughlyfamiliarwiththeentirecurriculum,
notjusttheirsections.

WorkshopFollow-Up

Althoughthisworkshopispresentedasastand-aloneactivity, follow-upor thesupportofa
jobplacementofficer isrecommended.Itwouldbemostusefultoprovideopportunitiesfor
participantstomeetagaintoreviewworkshopcontent,todevelopskillsfurtherandtoshare
job-seekingexperiences.Regularfollow-upsessionsareoftenreferredtoasa“jobclub”.Job
clubsbringgroupsofjob-seekerstogethertoreviewtheirjobsearcheffortsandtoexchange
suggestions, advice and job leads. Job-seekers can practice their skills and provide each
other with support and assistance. A job club also provides a chance for job placement
officerstoshareinformationaboutjobopeningsandtolearnmoreabouttheindividualswho
attend.
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ModuleOne:
IntroductiontotheWorkshop

Estimated Time 
One hour. 

2.1 Purpose

Thepurposeofthismoduleistointroduceparticipantstothetrainers,totheworkshopand
toeachother.Participantswill start togetanunderstandingof their interests,abilitiesand
skills.

Thismoduleisalsodesignedtobegintomotivateandpreparejob-seekersfortheirtasksby
introducingthemtoasuccessfullyemployeddisabledpersonwithwhomtheycanidentify.

2.2 LearningObjectives

Afterthismodule,participantsshouldbeableto:

. explaintheobjectivesofthecourse;

.	 describetheexperiencesofonejob-seekerwhohasfoundemployment.

TRAINERPREPARATION

• Prepareagenda.(SeeAppendixII.)

• Prepare a visual representation (on board, flipchart, transparency or
PowerPoint)oftheworkshopobjectives.

• ReviewSection2“AssessingYourself”inthejob-seekers’guide.

• PhotocopytheInterests,AbilitiesandSkillsWorksheet(WorksheetOne).

• Arrangeforaguestspeaker.

• Brief theguest speakeronhisorher roleasamotivational speaker.See
Section1.3formoreinformation.
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2.3 TrainerIntroductions(Presentation)

Trainers introduce themselves to theparticipantsandpresent theirbackgroundandhow it
relatestojobseeking.

2.4 Purpose(Lecture)

Give a brief overview of thepurpose of the training, noting sponsors or any other relevant
information.

2.5 RulesandExpectations(GroupBrainstormingandDiscussion)

Rules(Optional)

Sincethegroupwillbeworkingtogetherforsometime,it ishelpfultoagreeonsomerules
forhowtoworktogether.Provideoneortwoexamplestogetthemstarted,suchas:


• Beontime.

• Onlyonepersonmayspeakatatime.

• Switchoffmobilephones.

• Nosmokingintheroom.


Askparticipantstosuggestotherrulesornormsofbehaviourforthetimeyouwillallspend
together.When the list is complete, askparticipants to agree to abideby the rules for the
duration of the training.Write the rules on theboardor flipchart paper so they are visible
throughouttheworkshop.Revisittherulesasneededoraddnewonesthatcomeup.

Expectations(SmallGroupActivity)

TRAINERNOTE

Rulesornormswillbemorenecessary ifyouareplanning tomeet formore
thanonesessionoroveranextendedperiodoftimethanifyouhaveashort
workshop.

TRAINERNOTE

Itisimportanttodiscussexpectationsassomeparticipantsmaythinktheywill
be given a job or a job referral as a result of participating in theworkshop.
Discussexpectationsbeforereviewingthecourseobjectivesandagenda.
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Askparticipantswhattheyexpecttogetoutoftheworkshopandwhattheyexpecttolearn.
Askindividualstoworkinsmallgroupstowriteuptheirexpectationsonaflipchartpaper.

Review participants’ expectations as a lead into the course objectives. Explain which
expectationswillbemetbythecourseandwhichwillnot.

2.6 ReviewtheWorkshopObjectivesandAgenda(Lecture)

Reviewthecourseobjectivesandtheoverallagendaandshowhowtheagendawillmeetthe
expectationsandobjectives.

2.7 Interests,AbilitiesandSkills-ParticipantIntroductions
(GroupActivity)



Explain to participants the difference between an interest, ability and skill by using the
following.


• An interest is something you like or prefer to do. For example, playing football,
reading,knittingormakingthings.Askpeopletonamesomeoftheirinterests.Most
peoplewantjobsdoingthingsthatinterestthem.


• An ability is something youarenaturally goodat or learneasily.Abilities or talents

can be developed through training, but they exist without formal training. For
example, somepeople have good singing voices that can be developed with voice
lessons.Otherpeoplemaybegoodwiththeirhands,whichmakesiteasierforthem
todevelopskillsincarpentry,sewing,assemblyorcomputerrepair.Askthegroupfor
otherexamplesofabilities.


• A skill is something you have learned to do. For example, reading and writing are

skillslearnedinschool;metalworkingandsewingareskillsandsoarethingslikejob
seekingorpreparinglegalbriefs.Askthegroupforotherexamples.

TRAINERNOTE

Participants sometimes experience difficulty in understanding the difference
between an ability (also called an aptitude or talent) and a skill. Stress that
abilities or aptitudes make it easier to learn skills. This is what makes it
importanttounderstandnaturalabilities,aptitudesortalents.Itisimportantto
selectjobsortrainingprogrammesbasedonabilities.
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GettingtoKnowEachOtherandOurselves:Interests,AbilitiesandSkillsWorksheet
(GroupActivity)

Askparticipantstofindapartner,someonetheydon’talreadyknowwell.Askparticipantsto
interviewtheirpartners,usingtheInterests,AbilitiesandSkillsWorksheet(WorksheetOne).
They should fill in the worksheet for their partners, including at least three items in each
section. Give them at least ten minutes to complete the interviews. Provide direction and
clarificationasneeded.

When participants have finished, ask them to introduce their partners to the group, by
highlightingoneofthepartner’sinterests,abilitiesandskills.

2.8 LearningfromaJob-Seeker’sExperience
 (DialoguewithaGuestSpeaker)

Introduceasuccessfulpersonwithadisabilitywho iscurrentlyemployed.Thespeakerwill
describe his or her experience and provide personal advice. Allow time for questions,
answersanddiscussion.
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ModuleTwo:
Self-Assessment

Estimated Time 
One hour. 

3.1 Purpose

The purpose of this module is to give participants more opportunity to consider their
interests,abilitiesandskillsandlinkthesetotheirjobgoals.

3.2 LearningObjectives

Afterthismodule,participantsshouldbeableto:

 . relatetheirinterests,abilitiesandskillstotheirjobgoal;
 . identifysomepotentialimpactstheirdisabilitymayhaveontheirjobgoal.

TRAINERPREPARATION

• Review Section 2 “Assessing Yourself” in the job-seekers’ guide which
correspondstothismodule.

• ReviewSection4“SettingYourJobGoal”intheguideformoreinformation
aboutjobgoals.

• Preparecopiesof theSkillsChecklist (WorksheetTwo) for theexercise in
Section3.4.

3.3 ModuleIntroduction

Introducethemodulebyreviewingitspurposeandlearningobjectives.
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TRAINERNOTE

In many countries it is not common for people to get a job based on their
interests andabilities,but onwhateveroption is open to them.Traditionally,
manyruralpeoplehavebeen involved inagriculture.Orpeoplemaywork in
familybusinessesor learnaparticular craftbecause that iswhat the village
hasalwaysspecializedin.Theconceptofbeingabletochooseajobbasedon
interestsandabilitiesmaybeunfamiliartosomeparticipantsandmayrequire
explanation.

Refer participants back to their Interests, Abilities and Skills Worksheet (Worksheet One).
Explainthatitisimportanttoconsiderinterests,abilitiesandskillswhenjobseekingasone
basis fordecidingwhat jobtodo. It isalsohelpful toassess interests,abilitiesandskills in
relationtojobgoalssinceemployersoftenaskquestionsaboutthemonjobinterviews.

Explainthatdisadvantagedjob-seekersfacealotofmythsandstereotypesabouttheirskills
andabilities.Asajob-seekeritisimportanttoignorethesestereotypesandberealisticabout
skillsandabilities.

Explainthatpeoplearemorelikelytobecontentwiththeirjob,achievesuccessonthejob,
andstaywithajobifitmatchestheirinterests,abilitiesandskills.Whiletherearemanyother
factorstoconsiderinjobseeking(suchastheavailabilityofjobs,jobsecurity,pay,etc.),itis
importanttoconsiderinterests,abilitiesandskills.

AskparticipantstotakeouttheirInterests,AbilitiesandSkillsWorksheet.HandouttheSkills
Checklist (WorksheetTwo)andaskparticipants to re-visit their interests,abilitiesandskills
andaddanyotherstheycanthinkof.

SettingaJobGoal

Explain to the participants that a specific and realistic job goal will help them in their job
search.Aspecificgoalwillhelpthemtodecidewhichemployersorjobleadstopursue,and
toprepareforinterviewsaccordingly.Ajobgoalshouldalsoberealistic.Arealisticjobgoal
should be based on their interests, abilities, skills and the availability of jobs in their
communities.

ExplaintheSectionsDandEoftheInterests,AbilitiesandSkillsWorksheetandaskthemto
writeandevaluatetheirjobgoalintermsoftheskillstheyhaveorneedtoachievethegoal.
Preparesomeexamplesofgoalsandaskparticipants towrite theirowngoalandcomplete
sectionsDandEoftheworksheet.

3.4 RelationofInterests,AbilitiesandSkillstoJobGoals
(Lecture,WorksheetandGroupDiscussion)
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The trainer shouldcirculatearound the room todetermine ifparticipantsneedassistance.
Check forparticipants’understandingof theconcepts, andcheck for individualswhomay
notbeabletoreadorwritewell.Provideassistancewithoutbringingittotheattentionofthe
group.

Whenallparticipantshaveidentifiedavocationalgoal,askthegroupthefollowingquestion
andthendiscusstheirresponses.

“Do you have the abilities and skills to do the job you desire?” 
 

• Askthosewhorespond“yes”toexplain.Usetheirexamplestoshowhowinterests,
abilitiesandskillsrelatetojobseeking.Iftheyarenotgoodillustrations,tactfullyuse
theirexamplestoexplainhowit is important tochoose jobsbasedon interestsand
abilities,orhowyoucandevelopneededskills.


• Ask those who respond “no” to explain. Use their examples to illustrate that

sometimesitmaybenecessarytochangeajobgoal(especiallyifsomeonelacksthe
ability to do the job). Other times it may be necessary to develop necessary skills
throughtraining.Ifpossible,usetheexampleofsomeonefromthegroupandbriefly
describewaysthatparticipantscandeveloptheskillstheyneed,whetherthroughjob
experience, self-teaching or formal and informal training programmes. Use local
examples.


• Askthosewhorespond“don’tknow”howtheycangetmoreinformationabouttheir

interests,abilitiesandskillsorhow theycan learnmoreabout the requirementsof
theirjobgoals.

3.5 RelationofInterests,AbilitiesandSkillstotheJobInterview
(ShortLecture)


Explainthatself-assessmentisimportanttoansweringquestionsatjobinterviews.Itcanbe
usedtomakepositivestatementsinresponsetointerviewquestions.(RefertoExercise2.3
“WhatDoIHavetoOffer”inthejob-seekers’guide.)

Interests, abilities and skills are only some of what job-seekers have to offer employers in
termsof the jobor jobs theydesire.Theymustalsobegoodworkersandhavegoodwork
habits.Notethatthesetypesofgeneralworkskillsandbehaviourswillbediscussedlaterin
theworkshop.

Oncesomeonehasinmindajobthatmeetshisorherinterests,abilitiesandskills,heorshe
canbeginseekingthatjob.
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3.6 AssessingthePotentialImpactofYourDisability
(ShortLectureandGroupActivity)


Explainthatmanypeople,includingsomeemployers,thinkthatsomeonewithadisabilitywill
havemanydifficultiesatwork,andneedalotofexpensiveaccommodations.Thisisamyth.
Research from a number of different countries proves that the majority of people with
disabilities do not need any accommodation to do a job effectively, and the majority of
accommodations,whenneeded,areinexpensiveandeasytoimplement.

Explain to participants that it is important that they understand the potential impact their
disabilitiesmayhave,sothattheyarepreparedforthejob-seekingprocess.Forexample,if
mobilityisaproblem,thedisabledparticipantmaydecidetolookforworkclosetohisorher
home.

Employersare likely tobeworriedabout thepossible impactofdisability,so it is important
thatparticipantsunderstandtherealimpactsotheycanreassuretheprospectiveemployer,
andaddressanymisunderstandings.

AssessingtheImpactofYourDisability(SmallGroupActivity)

TRAINERNOTE

This activity uses six common types of disabilities. Depending on the
participants, you may need to adapt the exercise to include other disability
typesandsampleaccommodationstosuittheparticipants.Forexample,you
maywant toaddpsycho-socialdisabilities,back injuriesorseizuredisorders
toreflectthecompositionofthegroup.Takecarehowevertoavoidbreaching
theconfidentialityofanygroupmemberwhomaynotwantahiddendisability
known to the group. Some of the websites listed in Appendix VII and their
linkswillprovideinformationforadaptingthisactivity.

Divideparticipants into groupsof fivepeopleby askingoneparticipant to say thenumber
“1”, the participant next to them to say the number “2” and so on until they reach the
number“5”.Thenextpersonthenstartsagainatnumber“1”.Onceeveryparticipanthasa
number,askallofthenumber1stositinagroup,thenumber2sinanothergroupandso
on.

Explain to the participants that the groups are going to be assigned different types of
impairments (e.g. wheelchair user, visual impairment). Their first task is to identify the
possibleimpactsoftheimpairmentsintheworkplace.

Writeanexampleontheboardorflipchartpaper:

Impairment PossibleImpacts

Visualimpairment •Difficultiesmovingaroundtheworkplace.
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Use the six impairments listed below: wheelchair user, mobility impairment, visual
impairment, hearing impairment, speech impairment, and learning disability. Give each
group two typesof impairments. (Each typeof impairmentcanbeusedbymore thanone
group.)

Giveeachgroupapieceofflipchartpaper.Instructthegroupsthattheyhavefiveminutesto
identifyasmanypossibleimpactstheycanthinkofforthetwoimpairmentstheyhavebeen
given.Askthemtowritetheiranswersontheflipchartpaper.

Afterfiveminutes,explaintothegroupsthattheyarenowgoingtoidentifyaccommodations
toovercomethepossibleimpactstheyhavewrittendown.

Writeanexampleontheboardorflipchartpaper:

Impairment Possibleimpacts Accommodationstoreduceimpact

Visual
impairment

•Difficultiesmoving
aroundthe
workplace.

•Keepworkplaceclearandneatand
avoidrearrangingthingsunnecessarily
andwithoutnotifyingthevisually
impairedperson.

Givethegroupsanotherfiveminutestoidentifyaccommodations.

Whenthegroupsarefinishedaskthemtosticktheirresponsesuponthewall.Inviteallthe
participants to circulate around and read the other groups’ responses. Facilitate a short
discussion, clarifying any issues that are not clear, answering participants’ questions, and
addinganyimpactsoraccommodationsthathaven’tbeencoveredusingthelistbelow.

In the discussion also explain that accommodations should be worked out between the
employeeandtheemployerandshouldbereasonable.Forexample,ifitispossibletomove
aworktasktoanaccessibleworkspaceonthefirstfloor,thismightbemorereasonablethan
askingasmallemployertoinstallanelevator.Theemployeeshouldalsohaveavoiceinthe
process,forexample,heorshemayknowthebestandmostcost-effectivesoftwareforthe
computer.

Itshouldalsobenoted that the impactofdisabilities,oftenreferred toasdifficulties in the
followingchart,areoftentheresultofthephysicalorsocialenvironmentintheworkplaceor
thesociety.Forexample,difficultygettingtoworkontimeusuallyresults frominaccessible
transportation.

Notealso that therearemanyother typesofdisabilities thatwerenot addressed, suchas
psycho-social impairments,seizuredisorders,braindamageandneurological impairments,
back injuries, limitations resulting from arthritis and others that also might require
accommodations.
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Impairment Possibleimpacts Accommodationstoreduceimpact

Wheelchair
user

•Difficultiesmovingaround
theworkplaceandusing
facilities.

•Difficultiesgettingtoworkon
time.

•Difficultiesjoininginsocial
activitiesheldforworkers.

•Expensivemodifications
required.

•Notabletorespondquickly
toanemergencysituation.

•Providerampsandwideaislesand
doorways.

•Keepworkplaceclearandneatso
wheelchaircanmovearoundeasily.

•Reducetheheightoftables/work-
spaces,ifneeded.(Somewheelchairs
usetransfertoaregularchair.)

•Providerailingsandwidedoors
inbathrooms.

•Allowflexiblestartingtimes,ifneeded
orhelptoarrangetransportwithother
employees.

•Holdsocialactivitiesinaccessible
locationsandtrytoidentifyinclusive
activities.

•Workwithsafetypersonneltofind
easyexitsincaseofemergencies
andidentifya“buddy”tohelp.

•Conductdisabilityawarenesstraining
forco-workers.

Mobility
impairment
requiringan
assistive
device
(stick,
crutches)

•Difficultiesmovingaroundthe
workplace.

•Difficultiesgettingtoworkon
time.

•Difficultiesjoininginsocial
activitiesheldforworkers.

•Expensivemodifications
required.

•Notabletogetoutof
workplaceinanemergency
situation.

•Providerailingsonstaircasesandin
bathrooms.

•Adaptworkplacesasneededbythe
individual.

•Othersasappropriatefromabovelist,
suchasdisabilityawarenesstraining,
inclusivesocialactivities,etc.



Visual
impairment

•Difficultiesmovingaround
theworkplace.

•Difficultiesgettingtowork
ontime.

•Difficultiesjoininginsocial
activitiesheldforworkers.

•Expensivemodifications
required.

•Maynotbeawareoforquick
torespondtoanemergency
situation.

•Difficultiesreceivingwritten
information.

•Keepworkplaceclearandneat.

•Havegoodandclearsignage.

•Notifyifchangesaremadetothe
lay-outoftheworkplace.

• Installaudibleemergencyalarmsas
wellasvisual.

•Usemeetingsorverbalcommunication
insteadofwritten.

•Providescreenreadingsoftwareor
othertoolsaccordingtoneeds.

•Adaptorreassignunessentialwork
tasksasneeded.

•Othersasappropriatefromabovelists.
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Impairment Possibleimpacts Accommodationstoreduceimpact

Hearing
impairment

•Difficultiescommunicating
withmanagersandco-
workers.

•Difficultiesgettinginstruction
frommanagersor
participatingintraining
situationsandmeetings.

•Difficultiesjoininginsocial
activitiesheldforworkers.

•Maynotbeawareofan
emergencysituation.

•Usewrittencommunication,emailand
eventextmessagingoncellphonesfor
thosewhoarecompletelyDeaf.Speak
directlytothepersonforthosewhocan
readlips.

•Providetraininginsignlanguage.

• Installvisibleemergencyalarmsaswell
asaudible.

•Othersasappropriatefromabovelists.

Speech
impairment

•Difficultiescommunicating
withmanagersandco-
workers.

•Difficultiesjoininginsocial
activitiesheldforworkers.

•Difficultyparticipatingin
meetingsortraining.

•Usewrittencommunication,email,or
cellphonetextmessaging,asneeded.

•Demonstratepatienceandrespectin
tryingtounderstandtheperson.

•Othersasappropriatefromabovelists.

Learning
Impairment

•Slownessinlearning
howtodothejob.

•Slowatwork,lessproductive.

•Difficultiesinattending
meetings,training.

•Difficultiesfittingin
withco-workers.

•Extratimerequiredby
supervisorsintrainingand
supervision.

•Provideinstructioninwrittenaswell
asverbalform.Demonstratetasks
orworkwheneverpossible.

•Provideadditionaltimefortraining.

•Assignawillingpersonasajobcoach.

•Allocatea“buddy”tohelpwithsocial
adjustmentandinanemergency,
ifneeded.

•Designcreativewaystohelpwith
memoryandworktaskssuchasusing
pictures,checklistsorcolourcoding.

•Othersasappropriatefromabovelists.
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ModuleThree:
LearningaboutJobsandEmploymentPractices

Estimated Time 
One hour. 

4.1 Purpose

The purpose of this module is to provide a general orientation to job and employment
practicesandinternationalinstrumentspromotingemploymentforpeoplewithdisabilities.In
particular, itdealswithemploymenttermsandjobmarketconditionsthatparticipantsmust
understandtoconductameaningfuljobsearch.

4.2 LearningObjectives

Aftercompletingthismoduleparticipantsshouldbeableto:

. recognizethebasicinternationalinstrumentsthatprotecttherightsofpeoplewith
disabilitiestowork;

. describethebasicemploymentagreementbetweenanemployerandanemployee;

. distinguish between various terms of employment such as casual, part-time,
permanentemploymentandothertypes;

. describemethodsofcompensation,includingmonetaryandbenefits;

. explainjobavailability,jobsecurityandadvancementopportunities.
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TRAINERPREPARATION

• ReviewSection3“LearningaboutJobsandEmploymentPractices”inthe
guide.

• Iftrainersarenotawareoflocallabourpracticesandlawsrelatedtohours,
benefitsandotheremploymentpractices, research thembycontactinga
job placement service, local employer association, trade union or the
appropriateofficeintheMinistryofLabour.

• If trainers are not already aware about the status, nature and impact of
labourlegislationandregulationsaffectingdisabledworkers,researchand
includetheseissuesinthetraining.

• Prepare benefits and their explanations on small pieces of paper for the
“JobBenefits”exerciseinSection4.5.

• Review the optional activity in Section 4.7 “Implications of Employment
PracticesandJobMarketFactorson theJobSearch”andpreparesome
job/employerpairsthatarerelevanttothelocaljobmarket.

• Addlocalexamplestomakethematerialmorerelevantandengaging.

• Contact the local United Nations and/or ILO office to see if they have
translations of key UN documents in local languages to give to
participants.

• Adapt word usage and delivery style to accommodate the listening
comprehensionlevelofthegroup,ifitisknown.

4.3 ModuleIntroduction

Introducethemodulebyreviewingitspurposeandlearningobjectives.

4.4 TheRights-BasedContext–WaysofPromotingEmploymentfor
PeoplewithDisabilities(Lecture)


Disability is now increasingly viewed as a matter of human rights rather than as a social
welfareormedicalissue.Thehumanrightsapproachpromotesintegrationandinclusionof
peoplewithdisabilitiesintomainstreamsociety.

In 2006, the United Nations adopted the Convention on the Rights of Persons with
Disabilities(CRPD),whichenteredintoforceon3May2008.TheCRPDaimsto“promote,
protect and ensure the full and equal enjoyment of all human rights and fundamental
freedomsbyallpersonswithdisabilities,andtopromoterespect for their inherentdignity.”
Article27oftheCRPDspecificallyoutlinestherightsofpeoplewithdisabilitiestoworkandto
earn a living. It encourages countries to prohibit discrimination and promote employment
andself-employmentopportunitiesinallsectors.

ForthefulltextoftheCRPDinEnglishsee:http://www.un.org/disabilities.
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The ILO, a specialised agency of the United Nations, is committed to ensuring fair and
decentconditionsof labour for allpeople, includingpeoplewithdisabilities. ILOstandards
aim to promote decent work for all men and women, most basically through the ILO
Declaration on Fundamental Principles and Rights at Work (1998). For people with
disabilities specifically, there is one Convention concerning Vocational Rehabilitation and
Employment of Disabled Persons (No. 159), two Recommendations and, primarily for
employers, theILOCodeofPracticeonManagingDisability in theWorkplace(2002).They
call for equal treatment and equal opportunity for people with disabilities in work and
training, in inclusive settings whenever possible, and for the provision of vocational
rehabilitationservicesandemploymentpromotionintheregularworkplace.

See the Publications section of www.ilo.org/abilityasia for a list of current ILO publications
relatedtodisability,includingthefulltextandasummaryoftheCodeofPractice.Otherparts
ofthewebsiteprovidethetextofConvention159andtheRecommendations.

Many countries have specific legislation designed to protect people with disabilities and
promotefavourableenvironments,includingworkenvironments.Therearevariouswaysthat
countriescanpromoteemploymentforpeoplewithdisabilities.Thetwokeywaysarethrough
non-discriminationlegislationandemploymentquotas.

TRAINERNOTE

Modifythefollowingmaterialsdependingonthelegislationandpoliciesofthe
country.Itisimportantforjob-seekerstoknowtheirrightsandresponsibilities,
andtounderstandwhatkindofassistancetheyareentitledto.Encouragejob-
seekers to contact their local authorities or trade union representatives and
requestassistance.

Non-DiscriminationLegislation(Lecture)

Non-discriminationlegislationmakesitillegalforemployerstorejectajobcandidate,orfire
an employee, or deny benefits, training or promotions simply based on disability. This
legislationrecognizesthatpeopleoftendiscriminatebasedonpersonalcharacteristicssuch
asrace,disabilityorgenderandmakesitillegaltodoso.

Quotas(Lecture)

Quotaschemesareacommonmeansofpromotingemploymentofpeoplewithdisabilitiesin
manyAsianandPacificcountries.Thispolicyrequiresemployerswithacertainnumberof
employeestohireaspecifiedpercentageofdisabledworkers.Forexample,inVietnamthree
percentofallworkersshouldbepeoplewithdisabilities;twopercentistherequirementfor
heavyanddangerousindustries.

Somequotaschemesrequirethatemployerspaya levy if theydonotmeetthequota.The
resultingresourcesareoftenusedtoadapttheworkplacesofemployerswhocomplywiththe
quotarequirementorforgeneralactivitiestopromoteemploymentandvocationaltrainingfor
peoplewithdisabilities.
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OtherSupportMeasures(Lecture)

Some countries provide other forms of support for workers with disabilities or job-seekers
with disabilities. For example, many countries provide free or subsidized training and/or
financialassistancetoemployerstomakejobaccommodationsforworkerswithdisabilities.
Somecountriesprovidefreejobplacementassistanceforjob-seekerswithdisabilities.

4.5 TheBasicEmploymentAgreement(LectureandActivities)

Explain to participants that the basic employment contract calls for employees to perform
specificjobtasks(usuallyreferredtoasjobdutiesortermsofreference)inexchangefora
salaryorwage.Sometimesbenefitsarealsoincluded.

Jobrequirementsrefertotheskillsandabilitiesapplicantsmustdemonstratetocarryoutjob
duties.Examplesarephysical strengthorgoodcommunicationskills.Sometimes jobsmay
requireworkerstohaveresourcessuchastoolsoracar.Jobqualificationsrefertospecific
training,experienceorcertificatesthatapplicantsmustdemonstratetobeconsideredforthe
job. For example, to qualify for some jobs, it is necessary to have a college degree or to
completeaskillstest.

Askoneoftheparticipantstosharehisorherjobgoalandhisorherunderstandingofthe
duties,requirementsandqualificationsassociatedwiththatgoal.Addtothe informationas
needed.Requestanotherjobgoaliffurtherexplanationisneeded.

TermsorTypesofEmployment(LargeGroupActivity)

Explain that the terms of employment describe the type of agreement or relationship an
employerandemployeeestablish.

 WhatTypeofEmploymentAmI?(QuickQuizGame)

 Organizeparticipantsintotwoteams.

 Writeupontheboardorflipchartpaperthefivedifferentkindsofemploymentcontracts
 (temporary,casual,permanentpart-time,permanentfull-time,contractual).

 Explain that youare going to readout adescriptionof a typeof employment, and the
 teamsmustcalloutwhichtypeitis.

 Thefirstteamtocalloutthecorrectanswerwillgetonepoint.Iftheycanalsoprovidean
 exampleofthatkindofjob,theywillgetanextrapoint.Theteamwiththemostpointsat
 theendwins.

 Readoutthefollowingdescriptionsofthedifferentkindsofwork.


1. Temporaryemployment
 Iamemploymentthatlastsforaspecifiedperiodoftime,usuallyashortperiodsuch

asseveralmonths.Icanbefull-timeorpart-timeandusuallyIdonotcomewithany
benefits.Whentheagreeduponworkperiodends,theworkermaybeextended,laid
offorhiredonapermanentbasis.Iamcommonintheserviceindustries.
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2. Casualemployment
 Iamemploymentforanagreedamountoftimesuchasafewhours,aday,aweekor

amonth.Typically,theemployeereceivesnobenefits,onlyawagefortheperiodof
time worked. I may become a permanent job, but there is no guarantee. I am
commoninconstruction,agricultureandothertypesofmanualwork.


3. Part-timepermanentemployment
 Iamemploymentoflessthanafullworkweek.(Thelengthofthetypicalworkweek

is determined by local practices or labour laws; for example, in many countries it
involves a five-day or forty-hour work week, but trainers should use the local
standards.)Imayincludebenefits,dependingonlocallabourlaws.Iamusuallyfor
anunlimitedperiodoftime.Iamcommonintheserviceindustries,officeworkand
otherareasofwork.


4. Full-timepermanentemployment
 I am employment for the full work week and usually involve a formal contract or

agreement between the employer and the employee. My type of employment is
indefinite,andusuallyincludesbenefitsinadditiontoasalary.Iamcommonacross
manydifferentkindsofindustries.


5. Contractualemployment
 I am employment for a specific task and a specific period of time, according to a

contract which lays out the job duties, tasks and pay. I am most common in the
consultingfieldorinservicebusinessessuchashomerepair.


Askparticipantswhattheythinkisthemostdesirabletypeofemploymentandwhy.


SalaryandWages(Lecture)

Explainthatwhenapersonishiredforajob,therearevariouswaysofreceivingincomefrom
that job.Peoplemaybepaidadaily rate (aswithcasualorday labourers),anhourly rate
accordingtothenumberofhoursworkedorapiecerate.Pieceratemeansthatwagesare
paidinaccordancewiththetypeandnumberofitemsmadeorcompleted.Forexample,in
tailoring, pay may be based on units of work produced, e.g. the number of trouser legs
completed.

Somepeople receive salaries,whichmeans they are paid a certain amount ofmoneyper
week,whichisoftenunrelatedtoproductivity.Forexample,aworkerinashopmayreceivea
salarypermonth,regardlessoftheamountheorshesellseachmonth.

Explain that people usually receive their salaries on a weekly, bi-weekly or monthly basis.
Note that certain deductions may be taken from the salary. Give examples of common
deductionsinyourcountryandexplainthem(e.g.taxes,socialinsurance,costsofhousingat
theworksite,costsforuniforms,etc.).

Employers may prefer to transfer salaries into a bank account rather than make cash
payments.Itmaybenecessarytodiscusswiththegrouphowtosetupabankaccountand
howtosafelyuseit.Youmanyneedtocoverissuessuchasidentityprotection,useofcash
cardsandATMs.





GettingHired
ATrainer’sManualforConductingaWorkshopforJob-SeekerswithDisabilities

-25-

JobBenefits(SmallGroupActivity)

Explain that in addition to salary and wages, some jobs include benefits as part of the
compensationpackage.Giveanexampleofabenefitfromthelistbelowanddescribeit.

Inpreparationfortheactivity,listeachbenefitname(below)onasmallpieceofpaperand
eachexplanationonanothersmallpieceofpaper.Adaptoramendthe list tosuit the local
situation.Youwillneedenoughsetsofthebenefitsandexplanationstoprovideacomplete
settoeachgroup(e.g.ifyouhavefivegroupsyouwillneedfivesets).

Organize the participants into groups of approximately five people. Distribute one set of
benefitsandexplanationspaperstoeachgroup.

Explaintotheparticipantsthattheactivityistomatchthebenefitnamewithitsexplanation.
Give the groups ten minutes to work on the activity. Check that each group has matched
correctly,explaininganythathavecausedconfusion.


• Medicalleave
 Beingpaidforabsencesduetoillnessorinjury.

• Annualleave
 Beingpaidforabsencesforvacationorotherpurposes,usuallymustberequestedin

advanceandisnotavailableuntiltheemployeehasbeenworkingwiththecompany
foraspecifiedperiodoftime.

• Paidholidays
 Daysoffwithpayonspecialdaysdeterminedlocallyorbylabourlaws.

• Housingorhousingallowance
 Beingpaidfororprovidedwithaccommodations.

• Socialsecurityorpensions
 Usuallygovernmentsponsored,thisplanwillpayworkersacertainamountofmoney

when they retire. Often the worker contributes a certain amount of money to the
programmewhiletheemployerisalsorequiredtomakeaspecifiedcontribution.

• Transportationallowances
 Moneypaidtocoverthecostsofgettingtoandfromwork.

• Meals,uniformsorotherallowances
 Theprovisionoffood,clothingortoolsortheresourcesforemployeestopurchasethem.

• Worker’scompensation
 Financialand/ormedicalassistancewhenanemployeebecomessickorisinjuredon

thejob.

• Medicalinsuranceoraccesstoamedicalclinic
 A plan to cover costs of sickness or injury. Some larger employers, particularly in

manufacturing,providemedicalclinicsattheirworkplaces.

• Maternityleave/paternityleave
 Beingpaidforaperiodofleaveforparentsaftergivingbirth.
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• Othertypesofinsuranceorsavingsplans
 Differenttypesofinsuranceorsavingsschemestohelpemployeesmanagetheirlives

andtheirfutureforretirement,educationofchildren,etc.

• Bonuses
 Extra money (beyond salary or wages) paid for extraordinary performance, or for

specialdays(Christmasbonus,ChineseNewYearbonus).

• Profitsharing
 Aschemewherebyemployeescanshareintheprofitsofthecompany.


Afterreviewingthegame,askparticipantsiftheyknowofanyotherexamples.Recordeach
exampleontheboardor flipchartpaper.Thenreviewtheadditions.Discussquestionsand
typesofjobsinthelocalareawhichprovidesuchbenefits.

4.6 JobAvailability,SecurityandAdvancementOpportunities
(LectureandDiscussion)


Explainthatjobavailabilityisrelatedtobeingabletogetajoborthenumberofjobopenings
thatmaybeavailable ina labourmarket. Job security refers tohaving stableemployment
thatisnotexpectedtoendforalongtime.Opportunitiestoadvanceorlearnnewskillsare
importantinyourjoborcareer.

JobAvailability(Lecture)

Theavailabilityof jobs isdependentonthe localeconomy. Inagrowingeconomy, jobsare
moreplentiful.Asecond factor in jobavailability is the typesofbusinesses thatare in the
localareaandhowthosetypesofbusinessesorindustriesaredoing.Inseaporttowns,there
are jobsrelatedtoshipping,butsuch jobswillnotbefound inland.Ascomputersbecome
morecommon,soarejobsforpeopleskilledinprogrammingoroperatingthem.Areprivate
businessesandgovernmentgrowing? Inmanycountries,governmentsarecuttingbackon
civilservicejobs.

Explain the linkbetween jobavailability andgettinghired:Thegreater thenumber of jobs
thatareavailable,thebetterthechancesofgettinghired.Thefewerthejobs,thegreaterthe
competitionamongjob-seekers,increasingtheimportanceofskillstraining.

InmostofAsia,theeconomyischanging,andthustheavailabilityofjobsisalsochanging.
The economies ofAsian countries arebecoming lessdependent on agriculture, andmore
jobs are available in manufacturing and service industries such as tourism, retail and
hospitality.

JobSecurity(Discussion)

Askparticipantswhatismeantbyasecurejob.Askthemtothinkofpeopletheyknowwho
havestablejobs,andgivesomeexamples.

Makethepointthatasecurejobisonethatisstableandwherelayoffsareunlikely.Positions
with stable or growing companies or in fields where growth is expected may have good
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security.Somejobs,liketemporaryorcasuallabourpositions,havelittlesecurity.Otherjobs
maylacksecuritybecausemachinesarereplacingpeople.

JobAdvancement(Discussion)

Askparticipantswhatismeantbyjobadvancement.

Make the point that opportunities to learn new skills and advance on the job may be
important to future employment. Some employers train workers on the job or have formal
apprentice programmes that offer the opportunity to learn a trade such as carpentry or
mechanics.Other jobsmayprovideopportunities toadvance tomoreresponsiblepositions
suchasasupervisororamanager.

4.7 ImplicationsofEmploymentPracticesandJobMarketFactors
ontheJobSearch(OptionalSmallGroupActivity)


Developa listof job/employerpairs thatarerepresentativeofmanydifferentaspectsof the
localjobmarketandemploymentpractices(e.g.officeclerk/governmentorsewingmachine
operator/garmentfactory,etc.).

Divide participants into groups of approximately five people. Give each group several
examplesofjobs.Askgroupstoapplytheconceptslearnedtothedifferentjobsbyasking:


• Whataretheduties,requirementsandqualificationsofthisjob?

• Whatwouldbethelikelytermsofemployment?

• Whatistheexpectedsalaryorbenefits?

• Howavailableisthisjobintheurbanareawherethetrainingistakingplace?Inother
citiesortowns?

• Howsecureisthejob?

• Whataretheopportunitiesforadvancementorlearningnewskills?


Askthegroupstowritedowntheiranswersandthenaskeachgrouptoreportback.

Inprocessingthisdiscussionandanswers,makethefollowingpoints.


• Note that desirable job factors such as salary, benefits and security make it more
difficulttogetdesirablejobs.

• Jobs thataremostdesirable in termsofpermanence,salary,benefits, securityand
opportunities foradvancementaremore likely to requiregreaterabilities, skillsand
qualifications.

• Note the value in taking jobs that offer opportunities for training, advancement or
developingaworkhistoryandexperience.

• Stressthevalueoftakingajobtomeetbasicneedsforincomeorbenefits.
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ModuleFour:
PreparingApplicationDocuments

Estimated Time 
One hour. 

5.1 Purpose

The purpose of this module is to learn how to prepare job applications and résumés
touseforapplyingforjobs.

5.2 LearningObjectives

Afterthismodule,participantsshouldbeableto:


.	 useaPersonalDataSheettocompleteajobapplication;

.	 knowhowtoprepareaneatandcompleterésumé/curriculumvitae(CV).


TRAINERPREPARATION

• AdaptthePersonalDataSheet(WorksheetThree) ifnecessaryandmake
photocopiesforparticipants.

• Collectsampleblankjobapplicationsfromlocalemployerstoconductthe
activities inSection5.5.ThealternatemethodofpresentationofSections
5.5and5.6willrequireapreparedjobapplication.

• Discusswithemployersandwithotherprofessionalshowtohandledifficult
jobapplicationquestionssoparticipantsreceive thebestguidance in the
activityinSection5.5.

• PrepareasamplerésumétouseaspartoftheactivityinSection5.6that
includestheinformationdictatedbylocaljob-seekingpractices.Appendix
IVprovidesanexample.

• MakecopiesofPreparingan IntroductoryStatement(WorksheetFive) for
thehomeworkexerciseinSection5.7.

5.3 ModuleIntroduction

Introducethemodulebyreviewingitspurposeandlearningobjectives.
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5.4 UsingaPersonalDataSheet(Lecture)

Explain that most people cannot remember all of the information required on job
applications.ThePersonalDataSheetisatooltohelpapplicantscompletejobapplications
correctly,quicklyandcompletely.

DistributeblankPersonalDataSheets(WorksheetThree).

ReviewthePersonalDataSheet,whichshouldcontainalltheinformationtypicallyrequested
ona jobapplication. Itshouldbe takenon job interviewsorusedany timeanemployer is
contacted.InformationcanbecopiedfromthePersonalDataSheetontothejobapplication.
(This is particularly useful for individuals who have limited literacy skills since it will only
requirethattheycopyinformation.)

Instructparticipants tocomplete thePersonalDataSheetafter theworkshop(ormake this
an assignment). Encourage the participants to ask someone with knowledge of jobs and
employmentpractices to review theircompletedPersonalDataSheet tocheck forspelling,
grammar,completeness,accuracyandappropriatenessoftheinformation.

Tell participants they should also have photocopies of certificates or letters of reference
preparedandfiledwiththeirPersonalDataSheet.IfparticipantsarecompletingthePersonal
DataSheetasanassignment,theyshouldbringcopiesofthecertificatesandreferenceswith
themthenextday.

5.5 CompletingJobApplications(LectureandGroupActivity)

TRAINERNOTE

AnalternativewaytodeliverthecontentinSections5.5and5.6istoprepare
a sample application that can be critiqued by the group. In critiquing and
discussingthepreparedapplication,allcontentpointsshouldbenoted.

PurposeandInformation(LectureandDiscussion)

Explainthatthejobapplicationisaformforrecordingtheapplicant’seducation,workhistory
and skills, health record, references or other pieces of information. Employers often ask
applicantstocompleteanapplicationaspartofthehiringprocess.

Distributecopiesofa sampleapplication that iscommonlyused in the local areaandask
participants to review the items of information requested. Review each section of the
application form with participants and provide guidance about what should be included.
Ensurethatparticipantsunderstandeachsectionandprovideclarificationwherenecessary.

Alsoexplainthatincreasingly,manyemployers,especiallylargeandmultinationalemployers
may ask for or accept applications on their online websites. Share local examples you
knowof.
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DealingwithDisability(Discussion)

Participantsarelikelytobeconcernedaboutwhethertheyshouldmentiontheirdisabilityon
anapplication.Somepeoplechoosenottomentionittoavoidanydiscriminationduringthe
earlystagesoftheinterviewprocess.Employersmaybeunhappyiftheyfindoutlaterthatan
applicant did not bring up the issue of disability. One way to respond to questions about
disability status is towrite “Will discuss at interview”. Sometimes a simple, straightforward
answerthatdoesnotcreateconcernmaybethebestapproach.Itdependsontheemployer
andthejob.

Facilitateabriefdiscussionaboutthissothatparticipantscanclarifyhowtheywillhandleit
intheirindividualsituation.

Examplesofhowtohandledifficultquestionsonapplicationforms:


Question:

“Do you have any health problems or disabilities?”  

Possibleanswers:

“I have a slight mobility impairment, but this will have no impact on my ability to do the job.” 

“I am blind but fully capable of getting around independently and handling the tasks of 
this job.” 

 
Theseresponsesexplain thenatureof thedisability innon-medical termsandstresses the
abilitytodothejob.

If theapplicanthasamilddisability,ordoesn’twant todisclosehisorherdisabilityat this
earlystageheorshecouldanswer:

 “I have no disabilities or health problems that affect my ability to do the job.”  

 “I will discuss further during the interview.” 


Question:

“Have you ever been injured on the job or made a worker’s compensation claim?”  

PossibleAnswer:

“I had a minor injury; now I am completely recovered.”  

 
Applicantsshouldnotwithholdinformationthatputsthemselves,theirprospectiveemployer
ortheirco-workersinjeopardyorindangeroflegalproceedings.
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RefereesorReferences(LectureandDiscussion)

TRAINERNOTE

Theuseofwritten references is completelydependent on local customand
thetypeofjoborindustry.Findoutwhetherwrittenreferencesarecommonly
usedinthelocallabourmarket,andwhichtypesofjobsrequirethem,priorto
thetrainingsoyoucanadviseparticipants.Theymayormaynotbeaskedfor
onthejobapplication.

Explaintoparticipantsthatsomeemployersandmanyapplicationformswillaskforreferees
orreferencesandwhattheyare.Explainthatarefereeissomeonewhocanspeakaboutthe
job-seekers’skillsandexperience.

Ask several participants who they would use as referees and why. Make sure they
understand that referees shouldhaveknown them forat least a year.A referee shouldbe
someone who will attest to the good character, qualifications and work habits of the job-
seeker.Formerteachers,employers,instructorsandreligiousleadersmakegoodreferees.It
isnotappropriatetousefamilymembersasreferees.Ideally,refereesshouldbeemployedor
knowledgeableaboutjobsandemploymentpractices.

5.6 WhatApplicationFormsSayaboutApplicants
(LargeGroupActivity)


Explainthatinadditiontogivingemployersinformationaboutthejobapplicant,theyalsotell
employersabouttheapplicant’sworkhabits.Theyare,infact,aworksample.

Askparticipantswhatanapplicationcantellanemployerabouttheapplicant,otherthanthe
skills,qualificationsandexperiencethatarerecorded.Makenoteofanswersontheboardor
flipchart paper. Among other things, participants should recognize that the job application
tellstheemployerabouttheapplicant’s:


• neatness;

• abilitytofollowdirections;

• abilitytocompletetasks;

• abilitytoreadandwrite;

• grammarandspellinglevel;

• honestyandaccuracy.

AdditionalTips(LargeGroupActivity)

Askparticipantsfortipsorguidelinesthatareimportantforcompletingwrittenorelectronic
application forms.Write themupon theboardor flipchartpaperasparticipantscall them
out.
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Makesurethatthefollowingarecoveredandtailorforonlineandwrittenapplications.


• Useablueorblackpen,ifwritten.

• UseyourpreparedPersonalDataSheetforaccuracy.

• Readandfollowdirectionscarefully.

• Printclearly,exceptifasignatureisrequested.

• Crossoutmistakesneatlyoraskforanotherapplicationifwritten.

• Behonest.

• Avoidleavingquestionsblank,sinceitmayappearthatyoufailedtorespond.(Write
“notapplicable”or“NA”ifthequestionisnotrelevantorotherappropriateresponse.)

• Usepositive,businesslikelanguage.

• Useacleansheetofpaperandattachittotheformifyouneedadditionalspaceon
writtenapplications.

• Re-readandcheckinformationbeforehandingintheform,orpressing“submit”for
anelectronicform.

• Make sure any attachments to electronic applications are a small file size and
relevanttotheapplication.

• Donotattachphotosorcertificatesunlessrequested.

5.7 PreparingaCurriculumVitae(CV)orRésumé
(LectureandDiscussion)

TRAINERNOTE

Traditionally, curricula vitae were used in the government sector and by
academicsandrésuméswereusedtogetjobsintheprivatesector.However
todaymostpeopleusethesetermsinterchangeably.Forthepurposesofthis
training,treatthemasthesamething.

Résumésareusuallyrequiredforprofessionalandacademicpositionsandfor
certain types of management and office work. Discuss résumés only if
theyarerelevanttothegrouporsomeofitsmembers.Atbest,timewillallow
for only a brief introduction. Refer participants to Section 5 “Preparing the
Job-Seeking Documents” in the job-seekers’ guide for more information or
scheduleaseparatesessiontoassistinpreparingrésumés.

PurposeandContentofRésumés(Lecture)

Discussthepurposeofrésumésandwhentheyareused.Themainpurposeofarésuméis
to impressanemployersothatheorshewillwantto interviewthejobapplicant.Résumés
are attached to letters of inquiry or letters in response to job openings or are delivered to
employersinperson.
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Askparticipantswhat shouldbe included ina résumé.Writeanswerson theboardor flip
chart.Thelistshouldinclude,atminimum:


• Name,addressandtelephonecontact

• Educationandcertifications

• Workhistory(orvoluntaryworkhistory)

• Special skills such as foreign languages, computer literacy or ability to work with
certaintypesofequipment,software,etc.


Thefollowingitemsmayalsoberelevantdependingonlocalpractices.


• Dateofbirth

• Maritalstatusanddependents

• Careerobjective

• Specialorsportingachievements

• Hobbies

• Referencesorrefereecontactdetails.

SampleRésumé(ModellingandDiscussion)

Distribute a sample résumé for participants to review. (See the example in Appendix IV.)
Makethefollowingpoints.


• Do not use the word “I” in a résumé. For example, when describing job duties,
write“Preparedpayroll”insteadof“Ipreparedpayroll”.

• Useactionverbstodescribejobdutiesandaccomplishments.

• Listthemostrecentjoboreducationalexperiencefirst(unlesslocalpracticediffers).

• Usestandardbusiness-sizepaper.

• Typetherésuméandensureitisfreeoferrors.

• Keeptherésuméshort;maximumofthreepages.

• Stresstheimportanceofcarefulreviewbeforegivingarésumétoemployers.

TRAINERNOTE

Iftimeallows,askparticipantstopreparearésuméusingthesameformatas
thesampleasanexerciseinthetraining,orsetthisasanassignment.Ensure
that you allow time to review the résumés highlighting good points and
making suggestions for improvement. If time does not allow, offer to review
participants’résumésatalaterdate.
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ModuleFive:
FindingandRespondingtoJobOpenings

Estimated Time 
Two hour. 

TRAINERPREPARATION

• MakecopiesofRespondingtoJobLeads(WorksheetFour)fortheexercise
inSection6.5.

• PreparesampleletterssimilartothoseinAppendixVtouseintheactivity
inSection6.6.Usethelocallyacceptablebusinessletterformatandmake
thelettersrelevanttothegroups.Makephotocopiesfortheparticipants.

• Prepare a role play to present to demonstrate an effective telephone
responsetoajobleadinSection6.6.RefertoSection6intheguideforan
example,butdevelopadifferentroleplaypresentation.

• Discuss with employers and with other professionals how to handle
disabilityissueswhenrespondingtojobleads.

6.1 Purpose

Thepurposeofthismoduleistoreviewsourcesofjobleadsandtodiscusshowtorespond
tojobopenings.

6.2 LearningObjectives

Afterthismodule,participantsshouldbeableto:


 .	 identifywaystolocatejobopenings;
 .	 describehowtorespondappropriatelytojobopenings.

6.3 ModuleIntroduction

Introducethemodulebyreviewingitspurposeandlearningobjectives.
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6.4 LocatingJobOpenings(LargeGroupActivity)

Askparticipantstoidentifywaystofindoutaboutjobopeningsorpossibilities.Makealiston
theboardorflipchartpaper.Thelistshouldinclude:


• Storiesinnewspapersandbusinesspublications

• “HelpWanted”signs

• Advertisementsinnewspapers

• Schoolcounsellingor jobplacementoffices(atsecondaryortradeschools,colleges
ortrainingcentres)

• Governmentemploymentandpersonneloffices

• Specialjobplacementprogrammesfordisabledpersons

• Organizationsofandfordisabledpersons

• Personnelorhumanresourceofficesoflargecompanies

• Managersorownersofsmallcompaniesorstores

• Bulletinboardsthatpostjobopenings(bothonlineandothers)

• Tradeunions

• Telephone books or business directories (e.g. Chamber of Commerce membership
directory)

• Internetjobsites(someexamplesarelistedinAppendixVII)

• Employer,professionalortradegroups

• Privateorpublicemploymentagencies(privateagenciesmaychargeafee)

• Non-governmentalorcommunityorganizations

• Friends,relatives,neighboursandotherpersonalcontacts.

Makethefollowingpoints.


• Beawarethatsomeprivateemploymentagenciesmaychargeafeetothejob-seeker
fortheirservices;otheragencieschargetheemployer.Youmustbecautiousinusing
privateagencies.Youmayenduppayingalotofmoneyandstillnothaveajob.


• Donotrelyononesourceofjobleads.Useasmanyaspossible.

• Stress that one of the best sources of job leads is personal contacts. Encourage

participantstotalktoeveryonetheyknowabouttheirinterestinfindingemployment.
(Refer to Exercise 6.1 “Building Your Personal Job-Finding Network” in the job-
seekers’guide.)
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6.5 WaysofResponding-TheBasics(GroupActivity)

TRAINERNOTE

Participantsarelikelytohaveparticularconcernsabouthowtodealwiththeir
disabilities or other personal characteristics or aspects of their job histories
thatcouldadverselyaffecttheirchancesofgettingajob.Trytoanticipatethe
concernsthemembersofyourgrouparemostlikelytohave.Theseconcerns,
suchashavingadisability,healthproblemorhavingbeen fired,need tobe
discussed in theworkshop.Options,andthespecificprosandconsofeach
option,shouldbediscussed.Forexample,someapplicantsmaynotwant to
disclosetheirdisabilitiesonajobapplication.Makesuretheyareawareofthe
implicationsofthisdecision.

Trainers should seek the advice of local human resource professionals and
disabled persons as well as disability employment experts about how to
handle thespecificconcernsofpeoplewithdisabilities in local jobmarkets.
Ask for their professional opinions about the possible responses that are
discussed in this section and which approaches they would recommend.
Theiradviceshouldbesharedwith theparticipants toenable themtomake
educateddecisions.

WaysofRespondingtoJobOpportunities(GroupActivity)

Explaintoparticipantsthattherearegenerallythreewaystofollow-uponthedifferentkinds
ofjobopenings:byletteroremail,bytelephoneandinperson.Explainthattheparticipants
willnowexamineeachofthesethreemethodsinsmallgroups.

Putparticipantsintogroupsoffivetosixpeople.Askeachgrouptochooseonememberto
reportbacktothegroup(preferablysomeonewhohasnotyetspoken)andonememberto
takenotes.

Eachgroupwilldiscussoneofthewaysofrespondingto jobadvertisements(inwriting,by
telephone,inperson).Notethatifyouhavemorethanthreegroups,twogroupscanworkon
thesameissue.Handouttheappropriateworksheets(WorksheetFour,PartsA,BandC)to
the groups. Give them fifteen minutes to complete the worksheet. Circulate around the
groupsclarifyingandassistingwhennecessary.

After fifteenminutes,askeachgroup to reportback their findings. (If youhavemore than
onegroupworkingonthesameissue,askthesecondgrouptoaddanynewpointstheyhave
ratherthanrepeatingpoints.)

Facilitate a discussion and add any additional points the groups have not come up with.
Ensurethatthegroupshavecoveredalltheinformationbelowintheirdiscussions.
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Method1:RespondingbyLetterorEmail


ContentofaLetterorEmail
 
Theletteroremailshould:

1. introducetheapplicanttotheemployer;
2. statethetypeofworkbeingsought;
3. statehowtheapplicantlearnedaboutthejob;
4. describehisorherqualifications;
5. expressinterestininterviewingforthejob;
6. providecontactinformation;
7. includecopiesofdiplomasorcertificatesifneeded.

TipsforRespondingbyLetter

Thelistshouldincludeideasrelatedtobothcontentandappearance.Thelettershould:

• beneatandclean;
• betypewritten;
• readeasily;
• use correct grammar and spelling (If using a computer, use the spell check and
 grammarfunction.);
• belogicallywritten;
• usethecorrectbusinessformat;
• includeallnecessaryinformation;
• beonepageorless.

Note the importanceofhavingsomeoneelsereviewthe letter. It isdifficult to findyour
ownmistakes.

DealingwithDisabilityWhenRespondingbyLetter

Participantswillprobablyhavequestionsaboutwhethertomentiontheirdisabilityinthe
letter.Theyshouldrememberthefollowingpoints.

• It isapersonalchoicewhethertomentionthedisabilityornot. If the impairment is

mildanddoesnotrequireanyjobaccommodations,thenmanypeoplechoosenotto
mentionthisinordertoavoidjeopardisingtheirchancesofgettingajob.SeeSection
6“WhenandHow toTell anEmployeraboutYourDisability” in theaccompanying
job-seekers’guideformoretips.


• Ifthejob-seekerchoosestomentiondisabilityinaletter,makeitpositivee.g.“Ihave

vision difficulties; however I have learned to use text to speech software on the
computer,whichIfindfasterthannormalreadingandtyping”.


• Suggest to participants to seek out other people with disabilities and disabled

persons’organizationstogetadviceaboutwhenandhowtomentiondisabilityissues.
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Notethatthisdiscussionof letterwritingpertainstorespondingtoajoblead.Lettersof
inquiryarealsowrittentoemployersaskingaboutjobopeningsandtheyarestructured
similarly.


Method2:RespondingbyTelephone

ContentoftheTelephoneCall

 ExampleanswerforWorksheet4B.

1. Greetthepersonwhoanswersthetelephone:“Hello, this is Cho-Hee Kim speaking, 

can I please speak to Mr Kim.” 

 Thejob-seekershouldaskforthepersonnelmanager,supervisororindividualwhois
hiringforagivenpositionorforaparticularpersoniftheapplicanthasacontact.


2. Introduceyourself:“Good morning Mr Kim, my name is Cho-Hee Kim.” 

3. Statethepurposeofyourcall:“My friend Eun-Jung Yu works at your factory and she 

mentioned to me that you may need to hire additional staff. I have recently 
completed an industrial sewing course, and I am wondering if it would be possible for 
me to come in to complete an application form, or have an interview to work at 
Happy Shoes.” 


4. Waitforaresponse.

 IfMrKimresponds thatall the jobsare filled:“Thank you very much for your time 
today. Can I ask when would be a convenient time for me to call again about other 
opportunities?”   


TipsforRespondingbyTelephone

Tipsshouldincludethefollowing.


• Researchthecompanyandthejobbeforeyoucall.

• Preparewhatyouneedtosayaheadoftime;youmaywanttowriteascript.

• Haveanypapersorinformationyouneedinfrontofyou.

• Makesureyouareinaquietplacewhereyouwillnotbedisturbed.

• Haveapaperandpencilreadyorsomeotherwaytorecordinformation.

• Talkdirectlyintothemouthpiece.

• Speakclearlyandcheerfully.

• Listencarefully.

• Avoidmakinganynegativecommentsaboutyourselfandsaynothingnegativeabout
 others.

• Saythankyouattheendofthecall.
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DealingwithDisabilityWhenRespondingbyTelephone

Having a disability should not prevent participants from contacting employers by
telephone. After hearing the suggestions from the group about whether they would
mentiontheirdisability,facilitateadiscussion.Thefollowingpointsshouldbecovered.

• If any participants have a hearing or speech impairment and cannot use the

telephone,theycanaskafriendorinterpretertomakethecallandorganiseatimeto
meetwiththeemployerinperson.


• It isapersonalchoicewhetherornot tomentionthedisability. If the impairment is

mild and does not require any job accommodations, many people choose not to
mention it in order to not jeopardise their chances of getting a job. See Section 6
“WhenandHowtoTellanEmployeraboutYourDisability”inthejob-seekers’guide
formoretips.


• Suggest toparticipants to seekotherpeoplewithdisabilities anddisabledpersons’

organizationstogettheiradviceaboutwhenandhowtomentiondisabilityissues.


Method3:ApplyinginPerson

HowtoPrepare

Ensure the group(s) working on “applying in person” have included all the following
pointsintheirlist.

• Researchthecompanyandthejobpossibilitiesbeforevisitingtheworkplace.

• Try to find whom to contact and get a name. If the job-seeker was referred by

someone,theyshouldusethatperson’sname.Ifnonameisavailable,thejob-seeker
should ask to speak with the personnel manager, human resources manager,
supervisor,owneror individual inchargeofhiring;whoever is themostappropriate
person.


• Prepareappropriatedressandattendtogroomingandhygiene.

• Takenecessarydocumentssuchasarésumé,copiesofcertificates,etc.

WhattoSay

 ExampleanswerforWorksheet4C.

1) Introduceyourselfandstate thepurposeof yourvisit:“Good morning, my name is 

Cho-Hee Kim. I would like to speak to Mr Kim about current job vacancies.”

 Thejob-seekershouldaskforthepersonnelmanager,supervisororindividualwhois
hiring for a given position or for a particular person if the applicant has a contact
name.
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2) Statethepurposeofyourvisit:“My friend Eun-Jung Yu works at your factory and she 
mentioned to me that you may need to hire additional staff. I have recently 
completed an industrial sewing course, and I am wondering if it would be possible for 
me to complete an application form, or have an interview to work at Happy Shoes.” 

 Job-seekersshouldgreettheperson,identifythemselvesandstatethepositionthey
are interested in. They should note how they learned about the job, give a brief
referencetoskillsandaskforanapplicationformoraninterview.


3) Waitforaresponse.

 IfMrKimresponds thatall the jobsare filled:“Thank you very much for your time 
today. Where can I find advertisements for future jobs with the company? Can I ask 
when would be a convenient time for me to come again or call about opportunities?”  


DealingwithDisabilityWhenRespondinginPerson


Having a disability should not prevent participants from making visits in person. After
hearing the suggestions from the group about whether they would mention their
disability,facilitateadiscussion.Thefollowingpointsshouldbecovered.



• Ifthejob-seekerhasavisibledisabilitythenitwillbeobvioustotheemployer.Inthis
case,thejob-seekershouldpreparehowheorshewilltalkabouttheimpairmentand
bereadytoexplaintheimpactithas.

• Job-seekersshouldexplaintotheemployeriftheyrequireanyjobaccommodations.

• Job-seekersshouldbeverypositivewhentalkingabouttheirdisabilities,andfocuson
theirskillsandabilitiesratherthanlimitationsorimpairments.


Refer participants back to the activity in Module 2 on identifying impact and accom-
modations. Refer participants to Section 6 ”When and How to Tell an Employer about
YourDisability”intheguideformoretips.

6.6 WaysofResponding-Practice(GroupActivities)

Explaintoparticipantsthattheyarenowgoingtodosomeactivitiestoputintopracticewhat
theyhavejustlearnedaboutrespondingtojobopportunities.

TRAINERNOTE

The activities below provide an opportunity for participants to practice the
threemainmethodsofcontactingemployers: inwriting,bytelephoneandin
person.Doingalltheseexercisesisveryvaluableforparticipants,butwilltake
time.Iftimeislimited,chooseoneortwoexercisesbasedontheneedsofthe
participants and local employment practices. For example, if contacting
employers by letter is not very common in the local area, but telephone
contactiscommon,thenitwouldbevaluabletodothetelephoneroleplay.
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EvaluateSampleLetters(SmallGroupActivity)

Putparticipantsinsmallgroupsofapproximatelyfivepeopleandaskeachgrouptochoose
onememberasagroupreporter.

Provideeachgroupwithtwosampleletters;thefirstshouldbeaneffective,wellwrittenletter
andtheothershould illustrateanegativeapproachwithseveralmistakes.(SeeAppendixV
forexamples.)

Afterdistributingtheletters,instructonememberofeachgrouptoreadthelettersaloudto
theothermembers.Thegroupsshouldthendiscussthegoodandbadpointsofeachletter.

Allowfifteenminutesfortheactivityandthencallonthegroupreporterstosharethegroup
findings.Leadadiscussionabouttheletters.

When processing the activity, reinforce what was discussed and make it clear that letters
should not play on employer sympathies, divulge personal problems, make negative
commentsaboutformeremployersorincludeanythingthatcreatesabadimpression.

ASampleTelephoneResponse(Modelling)

Trainers should develop a brief role play to demonstrate the flow of a telephone call in
responsetoaparticularjoblead.Thetwotrainersshouldplaytherolesofemployerandjob-
seekertodemonstratethecall.

Ideally,youshouldusearelevantjobthatcouldbeappropriatefortheparticipantstoapply
for.Trytomodelaneffectivetelephonecall. Ifyoumakemistakes,notetheerrors.Discuss
withthegroupthegoodandbadpointsofthedemonstratedtelephonecall.

TelephoneRolePlay(SmallGroupActivity)

Divideparticipantsintogroupsofthreeandthengivethegroupsthefollowingdirections.


• Selectonepersontobetheemployer,onethejob-seekerandthethirdtheobserver.

• Ask each job-seeker to choose a job they are going to call an employer about.

Assumethejobwasadvertisedinthenewspaperclassifiedadvertisements.

• Explainthattheemployershouldtrytoactlikearealemployerasmuchaspossible.

The employer should question the job-seeker about their skills and experience for
thejob.


• Explain that the observer should watch and listen carefully so that he or she can

provide feedback to the job-seekerabout thegoodandnot sogoodaspectsof the
job-seeker’sperformance.


• Instruct groups to conduct the role plays making a telephone call to an employer

aboutajobopportunity.
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• After the role play, give the observer time to share feedback and for the group to
discusstheroleplay.


• Instructthegroupstochangerolesandrepeatuntilallthreepeopleinthegrouphave

hadachancetopracticeallthreeroles.


The trainers should circulate around the groups and provide feedback to improve the
telephone skills of the job-seekers. Highlight positive points of the role plays, and provide
suggestionstoimproveanyweaknesses.

Attheendoftheactivity,provideanopportunityforallparticipantstoaskquestionsorshare
theirexperiencesoftheroleplay.

6.7 HomeworkExercise:WritinganIntroductoryStatementforaJob
Interview.

TRAINERNOTE

ThisexerciserelatestoModule6,whichwillbedeliveredontheseconddayof
the two-day training. The activity should be set as a homework exercise for
participants.Theintroductorystatementparticipantsprepareinthisactivityis
used inSection7.7. If theworkshophasbeenamended insuchaway that
the timing does not allow this to be homework, give participants time to
completethisactivityduringtheworkshop.

Explain toparticipants that thenextsessionwill focuson job interviewing.Explain thatyou
aregoingtogivethemashorthomeworkassignmentthattheyneedtocompleteandbring
withthemtothenextsession.

Explaintoparticipantsthattheyhavealimitedopportunitytomakeagoodimpressiononthe
employer. They will be nervous at the beginning of the interview, but if they have a well
preparedstatementaboutthemselves,thiswillhelpthemmakeagoodfirstimpressionand
toovercomenervousness.

Sometimesinajobinterview,oneofthefirstjob-relatedthingsanemployermaysayis“Tell 
me about yourself”or “Why have you applied for this job?”.Respondingpresents the job-
seekerwith an opportunity to sell themselves. The job-seeker’s answer to thesequestions
shouldfocusonhisorherskillsandabilities,andexplainwhyheorsheisthebestperson
for the job.Suchquestionsalsoprovidethe job-seekerwithachancetopresenthisorher
disabilityinapositiveway.

HandoutPreparinganIntroductoryStatement(WorksheetFive).
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Explain toparticipants that they should first choosea jobadvertisementor jobopportunity
thattheyareinterestedin.Theyshouldthenimaginetheyhavebeenofferedaninterviewfor
thisposition.Thehomeworktaskistoprepareanintroductorystatementforthatinterview.

Thesampleanswersbelowreferanintroductorystatementfora jobasanauto-partsclerk.
Readtheseanswersaloudtotheparticipants.


Employer: “Why have you applied for this job?” 

Effectiveanswer:
“After I finished secondary school, I worked with my uncle in his coffee shop where I was 
really good with the customers and the inventory. However, I have always worked on old 
cars. I enjoy working with engines and I have learned a lot by helping the taxi drivers who 
come to the coffee shop to fix their cars. That’s why I decided to apply for this position as 
an auto-parts clerk. As you can see, I have a problem with my legs and I use crutches to 
walk; However, this will not be a problem, I can travel by motorbike to get to work, and 
easily get around the office.”  

Ineffectiveanswer:
“I was born in the town to the north of the city. My parents were farmers so we were very 
poor. When I was five I got polio and it affected my legs so that I have had to walk with 
crutches since then. I had a lot of difficulties at school because the other kids teased me. 
I have been helping out my uncle in his coffee shop, but it requires a lot of walking and I 
get tired easily. I want to work in your company as an auto-parts clerk because I think it 
will be easier.”  

Askparticipantswhythesecondanswerisineffective.Writetheresponsesontheboard
or flipchartpaper.Asyouput thenegativeaspectontheboard,ask theparticipants to
notewhathappenedinthefirstreplytomakeiteffective.Makesureparticipantscover
thefollowingpoints.

• Ineffective: Triestomaketheemployerfeelsorryforthejob-seeker.
 Effective: Stresseshisorherpositivecharacteristics,interestsandexperience.

• Ineffective: Givesirrelevantlifehistoryandfailstomentionworkexperience.
 Effective: Focusesonskills,abilitiesandlifeexperienceasitrelatestothejob.

• Ineffective: Talks about the disability before talking about abilities, skills and
   experience.
 Effective: Discussesinterests,abilities,skillsandqualificationsfirst.

• Ineffective: Isnegativeaboutthedisability.
 Effective: Anticipatesandexplainsconcernsemployersmayhaveanddescribes
   thedisabilityinanon-medicalandfactualway.

• Ineffective: Isnegativeaboutapreviousjobandhisorherabilitytodoit.
 Effective: Talksaboutapreviousjobinapositivewayandstresseswhatwaslearned.

• Ineffective: Isnegativeaboutthepositionappliedforbydescribingitas”easier”.
 Effective: Expressesinterestinthejobandthejobtasksandabilitytodothework.




7.1 Purpose

The purpose of this module is to prepare participants for the job interview and to provide
themwithanopportunitytopracticejobinterviewingtechniques.

7.2 LearningObjectives

Afterthismodule,participantsshouldbeableto:


	 .	 describehowtoprepareanddressforajobinterview;
 .	 describethejobinterviewprocess;
 .	 identifyspecificbehavioursthatwillincreasetheirchancesofgettinghired;
 .	 explainhowtorespondeffectivelytoquestions;
 .	 useroleplayingasawaytopracticeinterviewskills.

7

ModuleSix:
JobInterviewing

Estimated Time 
Three hours (if role plays are included) 

TRAINERPREPARATION

• Prepareajobinterviewroleplayandfoursignsasdescribedintheactivity
inSection7.5.

• Preparequestionsand responses for the “What toSay”game inSection
7.9.

• If possible, ask some human resource professionals to attend and help
withinterviewroleplaysinSection7.11orifthereistime,theoptionalrole
plays. The next module requires an employer speaker, so it may be
possibletoasktheemployerguestspeakertoparticipateinbothModules
5and6.

7.3 ModuleIntroduction

Introducethemodulebyreviewingitspurposeandlearningobjectives.
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7.4 PreparingforaJobInterview(VisioningandGroupDiscussion)

PersonalAttributesEmployersAreLookingfor(IndividualActivity)

Leadparticipantsthroughthefollowingvisioningactivitybydeliveringthefollowingscript(or
aversionthatyoudevelop)inaslow,softvoice.

 “Relax. Sit comfortably in your chair. Let your body go limp. Close your eyes. This is a   
 fantasy activity. 
 
 Imagine for a minute that you are in business for yourself, doing something you have   
 always dreamed about. You have worked very hard to develop and build a business. 
  
 You have invested time and money. You are succeeding, and now you need help with   
 your business. What type of person do you want to hire? What personal characteristics do   
 you want that person to have?” 

Askparticipantsto imaginewhatwouldbe important tothem.Askthemtoopentheireyes
andtosharewhatthecharacteristicsmightbe.Recordresponsesontheboardorflipchart
paper and add more if necessary. Responses might include words such as honesty,
conscientiousness,workinghard,friendliness,beingpositive,politeness,etc.

Explain toparticipants thatwhentheyarepreparing foran interview it’sagood idea toput
themselvesintheemployer’sshoes.Thinkaboutwhatkindofpersontheemployerwantsto
hire.Inaninterview,theyneedtoconvincetheemployerthattheyarethatkindofperson.

Explain that the purpose of the job interview is for the employer and the job applicant to
decideifthereisajobmatch.Theoutcomeofthejobinterviewmaybeadecisiontohireon
thespot,ortheemployermaywishtointerviewothersbeforemakingadecision.Forsome
jobs,theinterviewmaybelongandformal;forothers,briefandinformal.Regardlessofthe
natureoftheinterview,theapplicantwillconductabetterinterviewifheorsheisprepared.

Explain that first impressionsare importantand thatoftenahiringdecision ismade in the
firstfewminutesofajobinterview.Preparationandgettingofftoagoodstartontheinterview
areimportant.

Askparticipantswhattheycandotoprepareforajobinterview.Recordtheresponsesonthe
boardorflipchartpaper.Addthefollowingtothelistifnotincluded.


• Conduct detailed research about the job and the employer including the
requirements of the job, specific qualifications, typical wages, what the employer
tendstolookforinajobapplicant,thetypeofworkthecompanyisengagedin,etc.

• Knowexactlywhere the interview is tobeheldandhow toget there.Plan toarrive
early.

• Gathertogetherallnecessaryjob-seekingdocumentssuchasaPersonalDataSheet,
job references, copies of certificates, résumé, etc. andhavecleancopies available
toleavewiththeemployer.
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• Think about what types of questions the employer might ask and how best to
respond.

• Considerquestionstoasktheemployer.

• Preparewhattowearandattendtopersonalhygiene.

• Practiceinterviewingwithafriend.Inparticular,rehearseintroductorycomments.

Appearance(GroupProblem-Solving)

Draw a line down the board or flipchart paper. Make columns for dos and don’ts. Ask
participantstosuggestdosanddon’tsforhowtolookonajobinterview.Provideanexample
togetparticipantsstarted.Includethefollowingonthelist.

Makethefollowingpointsinthediscussionandincludeguidancerelatedtothelocalareaor
customs.


• Asageneralrule,youshoulddressalittlebetterfortheinterviewthanisexpectedon
thejob.

• While it’s advisable to wear nice clothes, don’t dress too formally for the job. For
example, if an applicant for a metal worker position wears a suit and tie, the
interviewermaythinkheorshedoesn’twanttogethisorherhandsdirty.Asuitand
tiewouldbeappropriateformanyofficejobs.

• Clothesdonothavetobenew,buttheyshouldbecleanandingoodrepair.

• Goodhygieneandgroomingiscritical.

Additional discussion questions (optional) might include the following depending on the
needsofthegroup.


• Askparticipantswhattheyshoulddotobewellgroomed.Responsesshouldinclude
properbathing,tendingtohair,etc.


• Askparticipantsforexamplesof jobstheywillbeapplyingforandwhattheyshould

wearontheinterview.



   DO   DON’T
 
• dressappropriately; • usetoomuchperfume;
• wearclothesthatareclean • dresstooformally;
 andingoodcondition; • weartoomuchmake-uporjewellery(women);
• makesureyouarewell • weartrendyclothesorT-shirtswith
 groomed.  questionablemessagesorwords.
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7.5 TheJobInterviewProcess(Lecture)

Describethejobinterviewprocessusingthefollowingfourstagesoftheinterviewprocess.

1. Introductions

 Applicant: Greetsinterviewer,introduceshimorherself,explainswhatjobheorsheis

interviewingforandnotesifsomeonereferredhimorher.

 Employer: Respondsandtakesthelead.

2. EmployerExplainsJob/QuestionsApplicant

 Employer: Explainsthejobandusuallyaskstheapplicantabouthisorherabilitiesand

qualifications.

 Applicant: Responds to theemployer’squestions,asksquestions related towhat the
employer says or asks the employer to clarify. Explains how his or her
interests,abilitiesandskillsmeetjobrequirementsandexplainshisorher
qualificationsiftheemployerdoesnotspecificallyaskaboutthem.


3. ApplicantQuestionsEmployer

 Applicant: Asks questions about the job, salary, etc. (The applicant needs to judge

when it is appropriate to begin asking these questions. Often, when the
employerisfinishedaskingquestionsheorshemayasktheapplicantifthe
applicanthasquestions.)

 Employer: Respondstoapplicant’squestionsaboutthejob.

4. Closing

 Employer: Indicateswhentheinterviewisover.(Forexample,“Do you have any other 

questions? We should be making a decision soon.”)

 Applicant: Askswhenahiringdecisionistobemadeandwhatheorsheshoulddoto
follow-up.Thankstheemployerforthechancetoappearforaninterview.

7.6 TheJobInterviewinAction(Demonstration)

Using the four phases of the process noted (introductions, employer questions applicant,
applicantquestionsemployer,closing),thetwotrainersprepareanddemonstratearoleplay
ofajobinterview.

Preparefoursignswiththenamesofthephasesonthemandholduptheappropriatesign
aseachphaseswitchestoillustratetheshift.

Demonstrate effective job interviewbehaviours as part of the role play and for use as the
basisofsubsequentdiscussions.
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7.7 WhattoDoinaJobInterview(GroupActivity)

Askparticipantswhatbehavioursareimportantinordertomakeagoodimpressiononajob
interview.Recordtheresponsesontheboardorflipchartpaper.

Responsesshouldincludethefollowing.


• Beingontime

• Making a good physical presentation (appearance, dress, hygiene, posture and
confidentstride)

• Shakinghandsandintroducingoneself(adheretolocalcustomsforhandshaking)

• Appropriateeyecontact(adheretolocalcustoms)

• Waitingtobeinvitedtositdown

• Speakingclearlyandwithconfidence

• Answeringquestionsdirectlyandthoughtfully

• Beingpolite

• Showinginterestinthejobbyshowingyouhaveresearchedthejobandcompany

• Askingappropriatequestions.

Notethatapplicantsshouldnotsmokeorchewgumduringthejobinterview.

7.8 TheInterviewIntroduction(RolePlay)

Askparticipantstogetouttheirhomework,thatis,theintroductorystatement.(SeeSection6.7.)

Set up two chairs at the front for an interview.Ask a volunteer to come to the front tobe
interviewed by one of the trainers. The trainer should ask “Tell me about yourself”. The
participantwillthenusehisorherpreparedstatementtorespond.

Repeatwithanothervolunteeruntilallparticipantshavehadaturn.Ifsomeparticipantsare
too shy,donot force them toperform,however, explain that this is a goodopportunity for
themtopractice.

Providefeedbackonthestatements,focussingonthepositiveelementsandexplaininghow
weaknessescanbeimproved.Involveotherparticipantsinprovidingfeedbackafterthefirst
one or two when they have a better understanding of the weaknesses and will provide
positivefeedback.

7.9 RespondingtoQuestionsfromtheInterviewer
(LectureandGroupActivity)


ContentofQuestions(LargeGroupActivity)

Askparticipants to identify specificquestions that they thinkemployersmightask.Record
thefeedbackontheboardorflipchartpaper.
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Thelistshouldincludequestionsabouttheapplicant’s:


• qualifications;

• previousworkexperience;

• itemsonanapplicationorrésumé;

• knowledgeaboutthecompany;

• personalstrengthsandweaknesses;

• skills;

• training;

• disability;

• transportation;

• salaryexpectationsorotherrequirements;

• etc.

GeneralPrinciplesforAnsweringQuestions(Lecture)

Explain to participants that answering the employer’s questions effectively is a chance to
“sell” themselves. Selling themselves means letting the employer know what they have to
offertotheemployerandthejob.

Eveniftherequirementsofthejobareminimalortheapplicantlacksformalskills,heorshe
stillhasinterests,abilitiesandskillstooffertheemployer.

Remindparticipantsof the Interests,AbilitiesandSkillsWorksheet.Refer themtoExercise
2.3 “What Do I Have to Offer?” in the job-seekers’ guide. Advise participants that a job
interviewisnotatimetobemodest.Whileapplicantsdonotwant toappearboastful, they
needtopresentwhattheyhavetoofferhonestlyanddirectly.

Applicants should be as specific as possible when answering questions, and use real
examplestoillustratewhattheysay.Anyonecansay“I am a good team player”;butitisfar
better to tell the employer about a situation when the applicant successfully worked on a
team.

Describethefollowingdosanddon’tsofansweringquestions.

   DO   DON’T

• listencarefully; • askaboutsalaryandconditions
• askforclarificationifyoudon’tunderstand  tooearlyintheinterview;
 thequestionclearly; • trytomaketheinterviewersfeel
• giveyourselftimetothinkbeforeanswering;  sorryforyoubecauseyouhave
• speakinaclearvoicethatcanbeheard;  adisability.
• turnoffyourmobilephone;
• usespecific,realexamplesfromyourlifeto
 illustrateyouranswer.
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Refer participants to Section7 “Interviewing for a Job” in the job-seekers’ guide formore
information.

WhattoSay(Game)

Inthisgame,participantshaveachancetoaskthetrainersajobinterviewquestion.Eachof
the trainers offers a response (one shouldgive a clearlypreferable response).Participants
saywhich“applicant”theywouldhirebasedontheresponseandwhy.

Explaintoparticipantsthatthegame“WhattoSay”isawaytoexploresomeoftheprinciples
relatedtojobhunting.

Followtheprocessdescribedbelowtoconducttheactivity.


• Askparticipants towriteone job interviewquestiononapieceofpaper.Collect the
questions.


• Readoneofthequestionsaloudordisplayitvisually.

• Respondtothequestions.Eachtrainergivesaresponse;oneisagoodresponse,the

other should be an ineffective response. The questions and responses should be
selectedtoillustratekeypoints.Examplesfollow.



Question: “Why do you want this job?” 

EffectiveAnswer:

“I have heard good things about working at this company. I have completed training in 
carpentry and I believe I have the necessary skills for this job.” 

IneffectiveAnswer:

“I really need the money and this is the only place with job openings.” 

TRAINERNOTE

Two trainers should be involved in this activity. Ideally the questions should
comefromtheparticipantsasthatwillgivethetrainersabetterunderstanding
about what issues are of particular concern to the participants, and also
involve the participants more directly in the training. However, the first few
timesyouconducttheworkshopthetrainersmayprefertohavebettercontrol
bypreparingthequestionsandaneffectiveandineffectiveresponseforeach.
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Explainthatapplicantsshouldtakeeveryopportunitytodiscusstheirinterestsandskills.


Question: “You don’t have any experience. Why should I hire you for this job?” 

EffectiveAnswer:

“I know I don’t have any formal work experience, but I have finished my training at the 
rehabilitation centre with top grades in clerical skills. I helped out in the office at the 
centre where I answered phones, filed and typed. I have a good recommendation with 
me from the office manager.” 

IneffectiveAnswer:

“Everybody wants experience but no one will give you a chance. Since I am disabled, it’s 
even harder for me. Won’t you give me a chance?” 


Explainthatsellingyourselfmeanstellingemployerswhatyouhavetooffer,notmakingthem
feelsorryforyou.

DifficultInterviewQuestions(LectureandModelling)

Continue using the game format to illustrate how to answer some particularly difficult
questions.


Question: “Why haven’t you worked in the past three years?” 

Effectiveanswer:  

“I was helping my family with the farm and the household since my father fell ill. I took 
care of planting and harvesting the crops. For the first time, we had enough to sell extra 
produce in the market.” 

Ineffectiveanswer:

“I stayed in my home community until my cousins invited me to come to the city.” 

 
Explaintheimportanceofshowingthatyouwereactive,responsibleandsuccessfulevenif
youwerenotformallyemployed.


Question: “As a wheelchair user how will you get to work?” 

Effectiveanswer:

“I have a three-wheel motorbike that I use to get around the city. I came here today by 
motorbike. During my training course I arrived on time every morning. If I’m hired, I am 
confident that I can get to your office on time.”  

Ineffectiveanswer:

“I have a lot of difficulties with transport, and I need you to sympathise with me. When it 
rains I won’t be able to come to work.”  
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Explainthatpersonswithdisabilitiesareentitledtoequalopportunitiesandequaltreatment,
notexceptionaltreatmentbeyondareasonableaccommodation.Workerswithdisabilitiesstill
havetomeettheemployerrequirementsandregulations.

RefertoSection7“InterviewingforaJob”inthejob-seekers’guideforadditionalexamples.

DealingwithDisability(LectureandDiscussion)

Explain that if the applicant has a disability, he or she should respond honestly to the
employer’squestionsabouthisorherimpairment.Applicantsshouldstresstheabilitytodo
thejobandoffertodemonstrate,ifneeded.

Ifapplicantshaveavisibledisability, theapplicantmaywanttobring itup.Employersmay
feeluncomfortablebringingup the topicbut theymaybeconcernedabout theapplicant’s
abilitytodothejob.

When applicants bring up the topic of being disabled, they should do so positively. The
followingaresomeexamplesthatcouldbeused.


“You may be wondering how a blind person will be able to get around the factory. I have 
had mobility training and, within a couple of days, I will be completely acquainted with 
the factory and will be able to get anywhere I need to be without a problem.” 
 
“You may wonder how someone with one arm can operate the metal working equipment. 
When I was in training, I learned how to operate all of the machines using my one hand 
and my other arm. If you are concerned, please let me show you.” 
 
A person who is Deaf: “If you show me what to do, I will be able to follow your 
movements easily. If you want to write something down, I can read and write.” 


Refertothejob-seekers’guideforadditionalexamples.

Askparticipants toshare theirpersonalexamplesorconcernsanddiscuss thebestway to
respond.

7.10AskingQuestionsoftheInterviewer(GroupActivity)

Askparticipantswhatquestionstheymighthaveabouta jobandlist themontheboardor
flipchartpaper.Thelistmayincludethefollowing.


• Whattraininganddevelopmentopportunitiesareavailableinthiscompany?

• Whatisthesalary?

• Whatkindoforientationisavailablefornewemployees?

• Whatperformancereviewprocessesdoesthecompanyhave?

• What benefits (e.g. social insurance, transportation allowance) are applicable to
thisjob?

• Whendoyouexpecttoadviseapplicantsoftheoutcomeoftherecruitmentprocess?
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7.11GettingPractice(OptionalRolePlay)

If there is time,askparticipants to roleplayanentire job interview.This isaveryvaluable
activity but is time consuming. For twenty participants, youwill need at least forty to sixty
minutesforthisactivity.

Ifyouhavehumanresourceexpertsoremployerspresent,askthemtobetheinterviewers.
Thiswillmakeitmorerealfortheparticipants.

Divideparticipantsintogroupsofthreeandthengivethegroupsthefollowingdirections.


• Selectonepersontobetheemployer,onethejob-seekerandthethirdtheobserver.

• Askeachjob-seekertochooseajobtheyareinterestedintoroleplayaninterview.

• Explainthattheemployershouldtrytoactlikearealemployerasmuchaspossible.

The employer should read Section 7 of the job-seekers’ guide to select several
questionstoaskthejob-seeker.


• Explain that the observer should watch and listen carefully so that he or she can

provide feedback to the job-seekerabout thegoodandnot sogoodaspectsof the
job-seeker’sperformance.


• Instruct groups to conduct the interview role plays, remembering all the tips and

instructionsalreadycoveredinthetraining.

• After the role play, give the observer time to share feedback and for the group to

discusstheroleplay.

• Instructthegroupstochangerolesandrepeatuntilallthreepeopleinthegrouphave

hadachancetopracticeallthreeroles.

The trainers should circulate around the groups and provide feedback to improve the
interviewingskillsof the job-seekers.Highlightpositivepointsof the roleplaysandprovide
suggestionstoimproveanyweaknesses.

Afterallgroupshavefinishedaskparticipantstosharesomeoftheirexperiencesofdoingthe
roleplays. Inviteparticipants to talkaboutsomegoodpractices theysaw in the roleplays.
Invitetheparticipantstotalkaboutanyinterviewquestionstheyfoundparticularlydifficultto
answerandask thegroup tocomeupwithsomepossibleanswers.Facilitateadiscussion
about how to improve interviewing skills. The trainer should discuss how to address any
commonweaknessesthatarose,withoutembarrassingparticularparticipants.
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TRAINERNOTE

If possible, use a video camera to video the role plays. Play back to
participantsandprovideconstructivecriticism. It iseasier forparticipants to
seewhat theyaredoingwell andwhat theyneed to improve throughvideo.
However,youmustbecareful toprovidea lotofpositivefeedbacktoensure
that the experience is a positive one and does not weaken the job-seeker’s
confidence.Notethatthisactivitywill takeapproximatelythreetimesaslong
bythetimeyouhavereplayedthevideoandprovidedfeedback.

7.12FollowingupontheJobInterview(Lecture)

Attheendofmostjobinterviews,theemployerwillprovideguidancetotheapplicantabout
whatwillhappennext.Inparticular,theemployerwillnormallyadvisewhentheapplicantwill
betoldoftheoutcomeoftheinterview.Explaintoparticipantstheimportanceoffollowingup
accordingtotheinstructionstheemployergaveattheendoftheinterview.

Inordertofollowuponajobinterviewapplicantscanconsiderthefollowingpoints.


• Applicantscanmakeafavourableimpressionbywritingabriefthankyounotetothe
employerimmediatelyafterthejobinterview.


• Iftheapplicantfailstohearfromtheemployerwithintheappointedtime,heorshe

shouldcontacttheemployerandexpresscontinuedinterestinthejob.

• Iftheapplicantdoesnotgetthejob,heorsheshouldaskaboutotheropportunities

orfutureopenings.




8.1 Purpose

The purpose of this module is to provide participants with an opportunity to hear from a
personnelorhumanresourceprofessionalaboutwhatheorshelooksforinhiringandwhat
isexpectedfromemployeesonthejob.Themodulealsoprovidesachanceforparticipants
toaskquestionsofapersonnelspecialistinacomfortableenvironment.

8.2 LearningObjectives

Aftercompletingthismodule,participantsshouldbeableto:


.	 describesomeofthethingsthatatleastoneemployerlooksforinajobapplicantand
expectsfromanemployee.

8

ModuleSeven:
TheEmployer’sPerspective

Estimated Time 
Forty-five minutes 

TRAINERPREPARATION

• Inviteapersonneldirectororhumanresourceprofessionaltospeakatthe
workshop.

• Brief the human resource professional about the intent of the workshop
andwhat information tocover. It is important that theselectedperson is
positiveabouthiringpeoplewithdisabilities;preferably,heorsheshould
haveexperiencehiringorworkingwithdisabledpeople.Heorsheshould
present a realistic, but positive view of employers and employment
opportunitiesforpeoplewithdisabilities.

8.3 ModuleIntroduction

Introducethemodulebyreviewingitspurposeandlearningobjectives.
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8.4 TheEmployer’sPerspective(DialoguewithaGuestSpeaker)

Introduce theemployer,givinghisorhername, title,companyandwhy theguestspeaker
hascometospeaktothegroup.

Theemployershouldthenspeakforapproximatelytwentyminutes.Ideallytheemployerwill
cover a number of the issues that have been raised in the previous modules. He or she
shoulddescribe:


• the company, its benefits, the types of contracts or employment agreements used,
recruitmentprocess,etc;

• howthecompanypreferstobecontacted(letter,email,phoneorinperson)andtips
forhowtomakeagoodimpression;

• commoninterviewquestionsaskedandwhattheinterviewerlooksforinanswers;

• hisorherperspectiveonhowanapplicantshouldhandletalkingaboutadisability;

• whatheorsheexpectsintermsofdress,manner,etc.atajobinterview;

• commonmistakespeoplemakeinjobapplications/lettersandjobinterviews;

• experiencewithhiringpeoplewithdisabilities;

• otherpointsyouwishtostressorreinforce.

QuestionsandAnswers(Discussion)

Inviteparticipantstoaskquestionsaboutthehiringandemploymentprocess.Ifparticipants
donotaddressquestionsor issuesthatcameupduringtheworkshop,raisethemwiththe
employer.





9.1 Purpose

Thepurposeofthismoduleistoencourageparticipantstobegintheirjobsearch.Itprovides
amethodfororganizingajobsearchaswellasanactionplanforimmediateactivity.

9.2 LearningObjectives

Aftercompletingactivities,participantswillbeableto:


.	 describeonemethodoforganizingajobsearch;

.	 identifyatleastoneactiontheywilltakeineachofthenextfourweekstobegina
jobsearch.

9

ModuleEight:
StartingtheJobSearch

Estimated Time 
One hour 

TRAINERPREPARATION

• PreparecopiesoftheEmployerContactSheet(WorksheetSix).

• PreparecopiesoftheActionPlanningWorksheet(WorksheetSeven).

• PreparecopiesoftheEvaluation(WorksheetEight).

• Photocopy and fill in the Certificate of Completion (Appendix VIII) if it is
used.

9.3 ModuleIntroduction

Introducethemodulebyreviewingitspurposeandlearningobjectives.
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TRAINERNOTE

There are no right answers in this activity. The purpose is to engage
participantsinadiscussionofsomeofthefearsthatmightpreventthemfrom
initiating their jobsearchand todiscuss the rejection factor,whichcanstop
peoplefrommaintainingtheirjobsearch.

Explain to participants that job seeking can arouse many fears in people and that most
people get nervous when they interview for jobs. They may perspire, get shaky or have
negative thoughts that they will fail. Share a personal experience or anecdote to illustrate,
especiallyonethatmightbeconsideredhumorous.

Then ask participants to call out some of the fears or things that might make job-seekers
nervousandlistthemontheboard.Thesemightincludefearoffailure,rejection,success,of
lookingfoolish,ofdiscussingtheirdisability,ofotherslearningthattheycannotreadorwrite,
etc.

Explainthatmostjob-seekersmustcontactmanyemployersandapplyformanyjobsbefore
theygethired.Itcanbeverydiscouraging.Tosellthemselvessuccessfully,job-seekersmust
maintainapositiveoutlookandmustconfronttheirfears.

Askparticipantstoconsiderwaystheycanremainpositiveandovercometheirfearsduring
thejob-seekingprocess.Makealistofparticipantresponsesontheboardorflipchartpaper.
Somemightincludethefollowing.


• Working with a job-seeking partner or group that can help you stay positive. (See
Section1inthejob-seekers’guideformoreinformationonthistopic.)

• Spendingtimewithpeoplewhomakeyoufeelgood.

• Talkingaboutyourfeelingswithsomeoneyoutrust.

• Doingsomethingthatyouaregoodatorthathelpsyoufeelgood.

• Workingwithagroupofjob-seekersandsupportingeachotherintheprocess.

Refer participants to Section 8 in the job-seekers guide which discusses techniques for
maintainingapositiveattitude.


9.4 OrganizingtheSearch(GroupDiscussion)

FearsandRejection(LargeGroupDiscussion)
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9.5 ActionPlanning(LectureandIndividualActivity)

GettingStartedandStayingOrganized(Lecture)

Stress the importance of getting started on the job search. Present the following simple
approachasawaytogetstarted.

• Have a clear and specific job goal of what you want to do. (Refer participants to
Section4“SettingYourJobGoal”inthejob-seekers’guide).

• Selectalocationwhereyouwanttowork.

• BegintoidentifyjobleadsbycontactingthesourcessuggestedinModule4.

• Start writing, calling or visiting employers. Set a goal to make a certain number of
contactsperweek.

• UsetheEmployerContactSheet(WorksheetSix) tokeeparecordof theemployers
youcontactandthenextthingstodo.

• Keepadiaryorcalendarofwhatyouneedtodoeachday.


ActionPlanning(IndividualActivity)


TRAINERNOTE

TheActionPlanningWorksheet isawayforparticipantsto identifywhatwas
most significant for them about the workshop and make a commitment to
action. Encourage participants to improve their job-seeking skills and to
initiate a job search. Refer participants to the exercises in the job-seekers
guideasawaytoimprovetheirskills.Usethediscussionfollowingtheactivity
tosummarizetheworkshopandtoencourageaction.

Distribute the Action Planning Worksheet (Worksheet Seven). Give participants twenty
minutestocompleteit.

Asawayofdiscussingtheactivity,asksomeparticipantstoshareonethingtheylearnedin
theworkshopandoneactiontheywilltakeaftertheworkshop.

AdvisetheparticipantstokeeptheirActionPlanningWorksheetsasareminderofwhatthey
havelearnedandwhattheycommittodoing.
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9.6 WorkshopSummaryandFollow-Up(Lecture)

Summarize theworkshopbyusing theparticipant responsesanddescribingany important
pointsthatparticipantsdidnotinclude.

Makethefollowingpoints.


• This workshop was a start in helping to develop skills. Role playing and actually
applyingforjobsarethebestwaystobuildskillsandtogethired.

• Planningandsettinggoalsareimportantwaystomotivateyourselfandtoevaluateif
progressisbeingmade.

• Themostimportantthingtodoistotakeactionandbeginthejobsearch.


Informparticipantsofanyfollow-upworkshops,jobclubsoranyotherrelatedactivities.

9.7 EvaluationoftheWorkshop

Distribute the Job-Seekers’ Skills Workshop Evaluation (Worksheet Eight) and ask
participantstocompleteitandhanditinbeforeleaving.

9.8 Closing

DistributeCertificatesofCompletion(AppendixVIII)toparticipants.

Makeclosingcommentsandinviteparticipantstomakeanyclosingcommentstheywish.

OptionalClosingActivity

Goaroundtheroomandaskparticipantstoofferonewordorphraseofencouragementor
advicetoinspirefellowparticipantsintheirjobsearch.




Appendices



Tips for Adapting this Manual to Your Country 

Getting Hired: A Trainer’s Manual for Conducting a Workshop for Job-Seekers with 
Disabilities and the supporting Getting Hired: A Guide for Job-Seekers with Disabilities were 
developed with job-seekers in the Asia Pacific job market in mind. However, the materials 
can be further modified to be more relevant and appropriate for a specific country or locale. 
The more the training is tailored to the local situation, the more relevant it will be.  
 
Throughout the manual areas where trainers can include local examples and situations have 
been highlighted.  
 
In order to tailor this manual to a specific country, trainers will need to do some research and 
preparation at least a few weeks before the planned training workshop. The key sources of 
information for you will be the Ministry of Labour (or equivalent), employers’ associations, 
trade unions, chambers of commerce, local employers and disabled persons’ organizations.  
 
Tips on how to localise the workshop materials to a particular country: 

 
• Module 1 “Introduction to the Workshop” and Module 2 “Self-Assessment” do not 

require significant localisation.  
 
• To localise Module 3 “Learning about Jobs and Employment Practices”: 

n Find out about the labour market in your country or locale. Ask employers’  
organizations or the Ministry of Labour about the main growth industries, how 
the economy is developing, skills shortages and which industries are growing 
or in decline. 

n Find out about local labour laws, typical contracting procedures and working  
conditions. Tailor the information to reflect local labour law and standard 
benefits for your country.

n Find out about laws and policies affecting workers with disabilities. What 
policies aim to promote employment for people with disabilities in your country, 
what kind of assistance is available to disabled job-seekers and to employers 
wishing to hire people with disabilities? Are there specific regulations in the 
labour law affecting workers with disabilities? Your Ministry of Labour, or 
Ministry responsible for people with disabilities should have this information, 
as should disability organizations dealing with training and employment. 

I 
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• To localise Module 4 “Preparing Application Documents”, Module 5 “Finding and 
Responding to Job Openings” and Module 6 “Job Interviewing”: 

n Get copies of local job-seeking materials; job applications, standard résumés 
and real or acceptable cover letters. Focussing on the growth industries, talk 
to employers and employer organizations about their recruiting practices and 
materials. Try to get copies of job applications, résumés and letters to show 
participants as examples, and to help you prepare letters and résumés for the 
activities. 

n Find out about the main recruiting practices in the key growth industries. Talk to  
chambers of commerce and other employer organizations about how they 
recruit. 

n Find out about job placement agencies, recruitment companies, recruitment 
websites and job clubs in the city or town where the training is being held. Make 
a list to give to participants. 

n Speak to human resource professionals and employers about how to handle 
issues of disability in job applications and interviews. 

n Get an understanding of the key concerns of local employers when hiring people 
with disabilities and work with participants in the training to develop ways to reassure  
employers. 

n Talk to local employers about the types of questions they typically ask of job-
seekers. Ask local employers what the main mistakes people tend to make in 
job interviews, and how to avoid them. 

n Make sure you understand local cultural norms in terms of body language, eye 
contact and polite behaviour to a superior/employer. 

• Module 7 “The Employer’s Perspective” and Module 8 “Starting the Job Search” do 
not require significant localisation.  

 

 



Job-Seekers’ Workshop 
 
Agenda 
 

  Day One  
 

  08.00 - 08.15 Registration of participants 

  08.15 - 09.30 Introduction and Guest Speaker 

  09.30 - 10.30 Self-Assessment 

  10.30 - 11.00 Break 

  11.00 - 12.00 Learning about Jobs and Employment Practices 

  12.00 - 13.00 Lunch 

  13.00 - 15.00 Preparing Application Documents  

  15.00 - 15.30 Break  

  15.30 - 17.00 Finding and Responding to Job Openings  
 

  Day Two  
 

  08.00 - 08.15 Welcome and Introduction to Day Two 

  08.15 - 10.30 Job Interviewing 

  10.30 - 11.00 Break 

  11.00 - 12.00 Job Interviewing, Continued 

  12.00 - 13.00 Lunch 

  13.00 - 13.45 The Employer’s Perspective 

  13.45 - 14.00 Break 

  14.00 - 15.00 Starting the Job Search 

  15.00 - 15.30 Summary and Presentation of Certificates 

 

Sample Workshop Agenda 

II 



Instructions: This checklist can be used by trainers to prepare everything for a job-seekers’ 
workshop. Fill in the target date and person responsible for that task at the beginning of the 
preparations, the list can then be used to monitor progress. 

Pre-Training Preparation 

Step 1: Review the trainer’s manual thoroughly. Date Who 

  - Read through all materials.  
 - List possible changes needed.   

Step 2: Select the target audience.  

  - Prepare invitation letter. Include in the letter what the 
trainees should bring with them (e.g. CVs, certificates, 
job advertisements). 

 

 - Prepare registration form (if necessary).   
 - Prepare advertisements for workshop (if necessary).   
 - Follow up by telephone to invitees to ensure invitation 

received. 
 

 - Retrieve registration forms (if used) or contact invitees 
to confirm their attendance. 

 

 - Consolidate list of participants.  
Step 3: Make any required adaptations to the curriculum.  

  - Speak to employers, NGOs, job placement experts to 
get more information about the local labour and job 
market.  

 

 - Check for local resources (video, brochures, posters 
etc.) that could be relevant to the workshop. 

 

 - Two weeks prior to the workshop, finalize adaptations   
to materials. Speak to employers, NGOs, job placement 
experts to get more information about the local labour 
and job market. 

 

 - Print and compile master copy of training materials.  
 - Send materials for copying (one week prior to 

workshop): 
• Copies of job-seekers guide 
• Copies of presentations and visual materials   

(if necessary).  

 

Trainer Preparation Checklist 

III 
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Step 4: Personalize the curriculum. Date Who 

 

 - Include any local resources found and information from 
local resource people/advisory committee. 

  

 - Prepare and include stories, anecdotes, etc. to make 
the curriculum more fun. 

  

Step 5: Identify two guest speakers for Modules 1 and 7.   

 

 - Contact local NGOs, disabled persons’ organizations, 
community organizations and employers’ organizations 
to find an appropriate speaker for Module 1. 

 

 - Contact employers’ organizations to find an appropriate 
speaker for Module 7. 

 

 - Send invitations to both guest speakers inviting them to 
participate (two weeks prior to workshop). 

 

 - Meet with both guest speakers to discuss their role, the 
overall goals of the workshop and the characteristics of 
the participants (one week prior to workshop). 

 

 - Confirm attendance with both guest speakers (two days 
prior to workshop). 

 

Step 6: Create an agenda for the workshop.  

Step 7: Make arrangements for specific needs.  

 

 - Visit workshop facilities and check accessibility for 
people with disabilities. Make any modifications 
required.  

 

 - Make arrangements for transport for participants.    
 - Make arrangements for child care (if necessary).  

Step 8: Prepare course materials, handouts, room set-up  
and refreshments. 

 

 

 - Photocopy worksheets and any other necessary 
materials for participants.  

 

 - Prepare copies of companion job-seekers’ guide.  
 - Prepare budget for workshop.  
 - Prepare/book for tea breaks (two per day).  
 - Prepare training room and set-up.   
 - Prepare for lunch for participants, or advise participants 

to bring their own lunch. 
 

 - Prepare for tea/water in the training room.  
 - Prepare for reception outside class room (first 

morning): 
• Name tags 
• Registration sheet 
• Participants’ materials.  

 

 - Prepare for interpretation (if required).  



G e t t i n g   H i r e d  
A Trainer’s Manual for Conducting a Workshop for Job-Seekers with Disabilities 

-  67  -

 

Prepare equipment.  
 - Book/prepare required equipment including: 

• Overhead projector (OHP) 
• LCD projector (if necessary) 
• Laptop (if necessary) 
• Flipcharts 
• Tape recorder (if necessary). 

 

Prepare stationary.  
 - Prepare list of stationary needed: 

• A4 paper 
• A0 paper (flipchart paper) 
• Pens 
• Markers 
• Name tags 
• Tape 
• Scissors 
• Post-it stickers 
• Others. 

 

 - Create a stationary box to keep stationary between 
training workshops. 

 

 - Buy necessary stationary (three days prior to training 
workshop).  

 

Step 9: Assign sections of workshop to trainers.  

 

 - Agree between the two trainers which parts of the 
training each will do.  

 

 - Discuss how to organise the activities between both 
trainers.  

 



Ms Nguyen Thi Hong Minh  
1 Dang Dung Street 

Hanoi 
Telephone: (04) 123 456 

Email: Hongminh@gmail.com 
 
EDUCATION/CERTIFICATIONS 
 
 2001-2004 Vietnam National University 
  Bachelor of Economics (Accounting)  
 1995-2001 Dong Da Secondary School 
 
WORK EXPERIENCE 
 
 2005-2007 A/S Design and Printers, Limited 
  P.O. Box 4337 
  Hanoi 
  Tel. 435 671 
  Title: Accounts Clerk 
  Duties: Prepared payroll records and administered payment of cheques  
   for entire office. 
 
 2004-2005 Tuong Lai Auditors 
  130 Kim Ma St 
  Hanoi 
  Tel. 430987 
  Title: Accountant Assistant  
  Duties: Managed credit control and balanced account books;  
   operated personal computer using dBASE 3 and Excel. 
 
LANGUAGES: Vietnamese – mother tongue 
      English – intermediate level reading, writing, speaking 
 
 

Sample Résumé  

IV 



Thawatchai Chongdee 
Room 108, Srithana Condominium 

Soi Srithana, T Suthep, A Muang 
Chiang Mai, 50300 

Tel. 123 456 
Email: chongdeet81@gmail.com 

 
14 January 2007 
 
Khun Siripan Kuna 
Managing Director 
Thai Silp Manufacturing Company 
528 Ratchatewi Rd 
Bangkok 10340 
Thailand 
 
 
REF: APPLICATION FOR THE POST OF ACCOUNTANT 
 
Dear Khun Siripan, 
 
This letter is in reference to the accounting job, which was advertised in the Bangkok Post of 
Friday, 11 January 2007.  I think I am well qualified for the job having completed CPA I and II 
in 2005, and having worked in the accounting field since that time. I have always enjoyed 
working in accounting, and am hard-working and responsible. In my previous jobs I have 
learned the latest accounting software and I am proficient with Quickbooks and Mind Your 
Own Business (MYOB).  
 
In February 2005, I secured a job with Thaksin Silk Co., Ltd., where I worked as an Accounts 
Clerk until September 2007.  In October 2007, I joined the One Tambon One Product (OTOP) 
Information Centre in Chiang Mai, where I work as an Assistant Accountant, often taking on 
the tasks of the Chief Accountant when necessary. Unfortunately, OTOP is moving offices and 
reducing its staff. I feel that I am now ready to take on new challenges and additional 
responsibilities.    
 
Copies of my certificates are attached. I am happy to provide referees, if you wish to talk to 
any of my previous employers or others who know me.  
 
I look forward to hearing from you. I am ready to come for an interview at any time.  
 
Yours faithfully, 
 
 
Thawathchai Chongdee 

Sample Letter 1 
(Example of an Effective Letter) 

Sample Letters of Application  

V 
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Thawatchai Chongdee 
 Srithana Condominium 

Chiang Mai, 50300 
Thailand 

Email: pumpingiron@gmail.com 
 
Managing Director 
Thai Silp Manufacturing Company 
528 Ratchatewi Rd 
Bangkok 10340 
Thailand 
 
 
REF: OPPORTUNITY – ACCOUNT CLERK 
 
I am walking by crutch. Dear Mr Sir, I need job to get money and support my old mother and 
my brother and sisters too. 
 
Please sir, when I saw you advertisement I felt very happy. I ask you please consider me. I am 
a form four leaver and I have done ACNC I and II and CPA II. 
 
I have a lot of experience in Accounts office. I worked with Thaksin Silk Co Ltd. for two years, 
then I left and worked with OTOP in Chiang Mai for some months before I had a car accident 
and because the boss did not like disabled people, he sacked me. 
 
I beg you sir to feel sympathy for I as a disabled person. We disabled are looked down upon 
but some of us can be very good workers. 
 
Please write back to me soon and tell me when to come for an interview. I wish you could 
help me. 
 
Yours faithfully, 
 
“Chai” 

Sample Letter 2  
(Example of an Ineffective Letter) 



There are various techniques you can use to train adults. The following methods are described. 
 
 1. Explaining or lecturing 
 2. Showing or demonstrating 
 3. Learning by doing: Guiding, discovering and practicing 
 4. Role playing 
 5. Using questions and assignments 
 6. Exposure visits. 
 
The more different techniques you can use in your training workshop the better. This makes 
the training more interesting and fun and people are more likely to learn effectively. Certain 
techniques are particularly relevant for learning some content, as outlined below.  

1. Explaining 
 
Explaining means telling someone how to do something or giving information. Explaining  
can be done by talking, using sign language or in writing. When explaining is done in a large 
group it is often called lecturing. 
 
Best Uses 

• If your trainee is able to read, it is good to explain both verbally and in writing. If the 
trainee can write, he or she can take notes. 

• Explaining is good for short training periods and useful for trainees that have no 
prior knowledge of a topic. 

• Lecturing is more commonly used in large groups or formal settings. 

• Used alone, explaining is not very effective for teaching practical skills. However, 
explaining while using other methods can be very effective. 

 
Disability Issues 
 

Trainees who have hearing difficulties (completely or partly deaf): 

• Use writing, if your trainees can read. 

• Use sign language, if you and the trainee know sign language. 

• Pictures, drawings and diagrams help trainees to understand more quickly. 

 

Training Adults – Techniques and Tips 

VI 
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Trainees who have seeing difficulties (completely or partly blind): 

• Written explanation requires Braille for disabled people who can use Braille. 

• If the trainees don’t read Braille, read out any printed materials, or record on a tape. 

• Large print is useful for people who are visually impaired. 
 

Trainees who have learning difficulties: 

• Use simple words and pictures or other visual representations especially for trainees 
who are illiterate or have difficulties learning. 

 
Tips 

• Use simple language. 

• Give examples for what you mean. 

• Present information and ideas in a logical way. 

• Explain in different ways if you can, such as verbally, by writing on a board or by 
writing and showing at the same time. 

• Encourage the trainee to write or draw pictures to represent what is being explained, 
if he or she is able to do so. 

• Interact with the trainee by encouraging or asking questions or starting a discussion. 

2. Showing or Demonstrating 
 

Showing or demonstrating is physically doing the activity you want your trainee to learn. 
Sometimes trainees just observe while the trainer demonstrates. Showing or demonstrating is 
a good way for almost all groups of people to learn except for those who are blind or visually 
impaired. Showing is especially important for people who are deaf. 

 
Best Uses 

Showing or demonstrating is an especially important training method for teaching 
complicated tasks or those that have many steps. Tasks with many steps should be broken 
down into small steps and demonstrated one at a time. You may even want to let the trainee 
practice or learn by doing in between parts of the demonstrations. 

 
Disability Issues 

 
Trainees who have seeing difficulties: 

• For completely or partially blind people you can describe what you are doing as you work. 

• You can also use touch or physical guiding (see the method learning by doing below).  
 



G e t t i n g   H i r e d  
A Trainer’s Manual for Conducting a Workshop for Job-Seekers with Disabilities 

-  73  -

Tips 

• Plan demonstrations and think about what you want the trainee to learn. 

• Make sure you have all the materials and tools at hand. 

• Conduct the demonstration more slowly and, if possible, explain as you do it. You can 
also ask your trainees questions at the same time to make sure they understand. 

• Combine demonstration with other methods such as learning by doing. 

• Ask trainees to repeat the tasks you demonstrate. 

• Praise what they do right and correct what is wrong by showing the right way to do it. 

• Repeat the demonstration or show the steps several times if needed. 

3. Learning by Doing: Guiding, Discovering and Practicing 
 

Giving the trainee the chance to do a practical task, or learning by doing, is an important way 
to train. It is also a way to evaluate or test to see if the trainee is learning, A number of 
learning by doing activities are included in this training manual, such as getting the trainees 
to develop their career statement during the training, or practice writing a résumé.  

 
There are different approaches to this method. 
 
 a. Guiding 

There are two ways to guide: verbally or physically. In verbal guiding the trainer 
tells the trainee what to do. The trainer coaches the person through each step of 
the process. In physical guiding, the trainer may physically take the persons hands 
(or other body part) and take them through the steps. You should always ask the 
trainee first if you can use physical guiding. 

 
 b. Discovering 

The trainer creates a situation where the trainee has to figure out or discover what 
to do. This method is less useful for learning job-seeking skills, but is a very good 
way of teaching practical skills. An example would be asking participants to critique 
a poor résumé in order to learn how to create a good résumé, and how to avoid 
common mistakes.  

 
 c. Practicing 

Once someone understands how to do a task, the trainer could ask the trainee to 
practice the task over and over to develop skills or improve speed. Practice 
sessions are an important part of learning. In these materials we encourage the 
trainees to practice skills such as interviewing – complex and new skills like this 
need a lot of practice.  
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Best Uses 

• Learning by doing is an important way to teach and develop practical skills. It is also 
a way to evaluate how well the trainee has learned. 

• Learning by doing can be used on its own or with other training approaches. 

• Practice sessions will help improve quality and fluency. It is also a way of measuring 
progress. 

• If the tasks are carefully planned, learning by doing can help build trainees’ confidence. 
 

Disability Issues 
 
Trainees who have hearing and/or speaking difficulties: 

• Learning by doing is especially suitable for persons with hearing and/or speaking 
difficulties. It relies on seeing and doing rather than hearing. 

 
Trainees who have seeing difficulties (completely or partly blind): 

• Physical guiding is a good way to teach blind people. Let them feel the product or 
outcome that is expected before they start. You can guide and explain as they try to 
learn by doing. 

 
Trainees who have learning difficulties: 

• Learning by doing is especially important for those trainees who have limited 
education or difficulties in learning. 

• Combine showing and guiding for these trainees. First, break the task down into 
small steps. Show the step and then guide the trainee through repeating the step, 
either verbally or by touch. Repeat each step as needed until he or she is able to do 
it correctly. Then go to the next step, until the process is complete. 

• Many repetitions may be needed. It is important to remain encouraging. You will 
also need to gradually put each step together so the trainee learns the sequence of 
the steps. 

 
Tips 

• Be creative. There are many ways to use learning by doing. Use it as a way to 
improve learning, to assess progress and to develop speed and quality. 

• Give feedback during practice sessions and ask questions. Positive feedback will 
encourage motivation and confidence. Correcting mistakes prevents the trainee 
from learning incorrect methods. 

4. Role Playing 
 
Role playing is like a game or a skit. It involves setting up a scene, assigning roles and acting 
out a scene so the trainee can learn something. Role plays are particularly useful for 
practicing job interviews. The trainer can assume the role of the employer (or get someone 
else to play this role) and the trainee would act as the job-seeker.  
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The trainer must carefully design the activity. He or she must also make the roles very clear 
to the trainees or people playing the roles. The people playing the roles must be encouraged 
to take it seriously so that the role play is as real as possible. 
 
It is very important to discuss the role play afterwards. Ask trainees what they learned from 
the experience. Also ask them how they would do it differently next time. You can repeat the 
role play many times or change it so the trainee can develop his or her skills related to the 
role play’s purpose. 
 
Best Uses  

• Role plays are a good way for people to learn new skills, especially those that involve 
interaction with others. If people are afraid of interacting with others or are shy, it is a 
good way to learn how to be comfortable and confident. 

• Role playing is also suited for teaching a complex series of skills, such as interviewing. 

• Role plays are very effective and fun to use in group situations. 

• Role plays can be used to test the trainees’ understanding. For example, role playing 
a job interview can provide the trainer with an opportunity to see if trainees have really 
understood the need to “sell” themselves, and assess their communication skills.  

• Role plays can be used to build confidence, break stereotypes and change perceptions. 
 
Disability Issues  

• You need to consider how well the trainee is able to communicate with others, 
because role plays often involve speaking and other communication. 

• Role plays may be particularly useful to build social and interactive skills among 
disabled people who have been socially isolated. 

 
Tips 
 
The following steps are involved in developing a role play. 

1) Decide what you want to teach through the role play. Create a simple role. 

2) Define the roles or characters in the play. Consider how many you need and what 
each should do. The trainee should play him or herself so he or she can have the 
experience of what to do. Ask other people to play characters or roles in the play. 

3) Make sure that each person in the role play knows his or her role and the key words 
to say. You may want to keep certain parts of the specific situation secret from some 
roles. For example, if you want the trainee to learn how to address their disability, you 
may want to keep the specific disability of the job-seeker a secret from the employer. 

4) By the end of the role play, you should ask the trainees what they thought it was 
about, what they learned and what they would do differently. 

5) After the discussion, you should conclude by reinforcing the main lesson of the role play. 

6) You can repeat the role play to develop skills. 
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5. Using Questions and Assignments 
 
Questions and assignments are often used with other training methods. Using them is a good 
way to encourage active participation of your trainees and to check what they already know 
or if they have understood your teaching. 

Trainees have to respond independently either by answering a question or completing an 
assignment given by the trainer. They need to use what they know to find a solution to a 
problem or practice a task. 
 
 a. Using Questions 

Questions are an easy form of problem solving and testing the trainee’s knowledge.   
Asking questions is a simple way of finding out if the trainee knows something. It 
can be useful to incorporate questions into lectures as a way of keeping trainees 
involved and testing if they understand the material. For example, after presenting 
a lecture on benefits, you could ask the trainee to explain the range of different 
benefits that might be included in a government job.  

 
b. Using Assignments 

The trainee is given a task to do by him or herself. If you are delivering this training 
over several sessions, assignments can be used to reinforce the learning and 
develop the job-seekers’ job-seeking materials between sessions. You can set 
assignments for the trainees such as doing their skills audit and developing a 
career goal, or writing their résumé. A lot of the exercises in the job-seekers’ guide 
can be used as assignments. 

 
Best Uses 
 
Questions and assignments are best used to help the trainees learn by thinking or doing on 
their own. This method can also be used to find out if the trainee really understands what to 
do. They encourage trainees’ creativity and initiative.  
 
Disability Issues 

• A simple question can be used with most people. 

• More difficult assignments or questions with complex stories may only be useful with 
people who have more educational background. 

Trainees who have hearing and/or speaking difficulties: 

• You need to consider the trainees’ abilities to communicate with others when 
presenting questions and assignments.  

 
Tips 

• Use questions with other training techniques. 

• Use simple assignments to test a trainee’s understanding. 

• Use more complex assignments and questions to build new knowledge. 

• Gain experience before you use more complex stories or assignments. 
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• Consider the trainee’s experience level also. Difficult questions and assignments can 
lead to frustration and failure. Those carefully designed can challenge and build 
their confidence. 

6. Exposure Visits 
 
Exposure visits are similar to the showing or demonstrating method, but they have a broader 
purpose. An exposure visit or field trip can be a very effective way for trainees to learn about 
the world of work, and different industries. Exposure visits are usually arranged for a small 
group of people, but can also be done for individual trainees.  
 
Best Uses 

• Exposure visits are a good way for trainees to see the reality of work in different 
industries and work environments. 

• Exposure visits can be a good way to encourage and motivate the trainees. 

• Exposure visits work best when they are combined with other training methods such 
as using questions and assignments.  

• Exposure visits are most useful when the trainees have some previous experience so 
they can understand what is being observed and are able to ask questions. For 
example, ask the trainees to do some research about the particular industry before 
visiting the employer, so they can ask appropriate questions.  

 
Disability Issues 
 
You need to consider issues of barriers, transportation, cost and suitability of the place visited 
for disabled people. The workplace visited should be comfortable with disabled people and 
deliver positive messages about their ability to do the work. 

Trainees with moving difficulties: 

• The place visited must be accessible to people with moving difficulties. 

Trainees with hearing, seeing, speaking and/or learning difficulties: 

• You may need to provide some assistance in explaining what is going on to those 
who are blind, deaf or slow learners. 

 
Tips 

• Consider using a facilitator to provide guidance and ensure learning when an 
exposure visit is organized for a group.  

• Be focused and well-prepared, have a clear purpose and expected outcome. 

• Prepare the trainees for the visit. Tell them the goals and what they can expect to 
see and learn. Coach them on asking questions beforehand. 

• Summarize the visit at the end to emphasize what was learned. 
 
 
This appendix is adapted from ILO, 2008, Training for Success: A Guide for Peer Trainers, 
pp11-23. 



General Information about Employment and People with Disabilities 
 

The ILO’s disability programme in Asia and the Pacific, AbilityAsia, provides information, 
resources and a list of publications related to various disability issues in the region.  
www.ilo.org/abilityasia  
 
The National Centre for Promotion of Employment for People with Disabilities, India includes 
information about many issues related to employment for people with disabilities in India, 
including laws and policies. 
www.ncpedp.org  
 
The Job Accommodation Network, United States includes a lot of useful information about 
how to make reasonable accommodations for different kinds of disabilities.  
www.jan.wvu.edu  
 
Disabled Peoples International – Asia Pacific Region (DPI-AP) includes news, information, 
reports and publications relevant to people with disabilities in the Asia-Pacific region. 
www.dpiap.org   

Information about Labour Laws and Policies 
 

The AbilityAsia website links to relevant laws and policies for many Asian and Pacific 
countries.  
www.ilo.org/abilityasia 
 
Search for the Ministry of Labour in your country for more detailed information about labour 
laws and policies.  

Selected Recruitment Websites 
 

Jobs Database has listings of jobs in Australia, China, India. It has sites in a number of Asian 
countries. Hong Kong, Indonesia, Korea, Malaysia, Philippines, Singapore, Taiwan and 
Thailand. It also includes information for job-seekers. English only. 
www.jobsdb.com/default.htm 

 
Job Street is one of the largest online job sites in Asia and the Pacific with sites for Malaysia, 
Singapore, Philippines, India, Indonesia, Bangladesh, Japan, Vietnam. It also has a site 
specifically for people with disabilities.  
www.my.jobstreet.com 
jobs4disabled.jobstreet.com (Malaysia only currently.)  

 
 

Useful Websites 

VII 
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Thailand Jobs Database. Thai and English. 
th.jobsdb.com/TH/EN/V6HTML/Home/default 
 
Vietnam Works is the largest recruitment site in Vietnam. Vietnamese and English. 
www.vietnamworks.com 
 
Jobs Ahead is a recruitment site for India. English only. 
www.jobsahead.com  
 
Australian Job Search is the government sponsored recruitment site in Australia.  
www.jobsahead.com  
 
China HR is the largest online recruitment site in China. English and Chinese. 
www.chinahr.com 
 
Monster.com is one of the largest online recruiting companies in the world. It has sites in a 
number of Asian countries.  
Hong Kong :  www.monster.com.hk 
Singapore:  www.monster.com.sg 
India:   www.monsterindia.com 

 

Job Information and Recruitment Websites Specifically for People with 
Disabilities 

 
The Business Advisory Council Cambodia has a jobs database for people with disabilities and 
a range of information.  
www.bac.org.kh 
 
The Employers Forum of Ceylon is a very active employers’ organization promoting 
recruitment of people with disabilities. The site also includes a database of job-seekers.  
www.empfed.lk/employment.htm 
 
Jobs for Disabled in India includes a range of information for job-seekers with disabilities, as 
well as a database of jobs. 
www.jobs4disabled.com 
 
Job Street Malaysia has a specific site for jobs for people with disabilities.  
jobs4disabled.jobstreet.com  
 
SHL Solutions offers pre-employment testing for employers. Their site also has free practice 
tests. English, French, German, Italian, Spanish, Danish, Dutch, Norwegian, Finnish, 
Swedish, and Japanese. 
www.shl.com/shl/en-int 
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Worksheets 

IX 

• Worksheet One: Interests, Abilities and Skills 

• Worksheet Two: Self-Assessment Checklist 

• Worksheet Three: Personal Data Sheet 

• Worksheet Four: Responding to Job Leads 

• Worksheet Five: Preparing an Introductory Statement 

• Worksheet Six: Employer Contact Sheet 

• Worksheet Seven: Action Planning 

• Worksheet Eight: Job-Seeker’s Skills Workshop Evaluation 
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Worksheet Two: Self-Assessment Checklist 
 
Instructions: Read the following list of personal and work characteristics and score yourself 
on each item using the following scale. 

 
1  –  Weak      2  –  Some skill     3  –  Average     4  –  Good     5  –  Very Good 

Skill Score 

Interpersonal 
Getting along with people  

Listening  

Being sympathetic  

Having sensitivity to others  

Understanding other people’s  
feelings, situations  

Helping others  

Accepting others  

Cooperating with others  

Providing good customer service  

Entertaining  

Motivational 
Motivating individuals & groups  

Raising funds  

Persuading  

Building teams  

Selling (things and ideas)  

Settling disputes  

Encouraging others  

Promoting others  

Verbal/Written Communication 
Expressing ideas  

Communicating clearly  

Reporting information  

Speaking clearly  

Writing clearly  

Articulating ideas clearly  

Defining  

Editing  

Translating  

Speaking a foreign language  

Skill Score 

Teaching & Counselling  
Explaining concepts  

Give advice  

Inspiring others  

Demonstrating  

Training  

Instructing  

Encouraging, coaching  

Leading groups  

Leadership 
Motivating others   

Self-starting  

Working without supervision  

Trying new things  

Acting quickly in emergencies  

Running effective meetings  

Identifying and solving problems  

Adapting to new situations  

Accepting responsibility  

Making decisions  

Coordinating activities  

Delegating responsibility  

Managing conflict  

Physical 
Demonstrating athletic ability  

Demonstrating strength  

Enduring physical activity  

Displaying good coordination  

Moving quickly and with agility  

Driving a vehicle  
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Skill Score 

Creative & Visionary 
Having insight  

Developing new ideas  

Judging  

Thinking originally  

Showing foresight  

Displaying creativity  

Imagining  

Learning 
Noticing and observing accurately  

Synthesizing  

Remembering things  

Reading and writing  

Questioning and evaluating  

Detail & Completion 
Meeting deadlines  

Editing  

Memorizing information  

Persisting on tasks  

Organizing work  

Proof-reading  

Entering data  

Following complex instructions  

Typing  

Working under pressure  

Keeping records  

Numbers 
Counting and computing  

Using statistics  

Managing money  

Performing accounting and 
bookkeeping tasks  

Creating and using budgets  

Estimating and appraising  

Hands-On 
Carpentry  

Using tools  

Constructing  

Preparing  

Cooking  

Gardening  

Repairing  

Skill Score 

Administrative 
Filing  

Typing  

Setting & meeting goals  

Being punctual  

Planning  

Setting priorities  

Follow-through  

Managing time  

Meeting goals  

Organizing (self and others)   

Accepting responsibility  

Analysis and Research 
Gathering information  

Synthesizing  

Analyzing  

Categorizing  

Evaluating  

Making decisions  

Drawing conclusions  

Researching  

Imagining alternatives  

Solving problems  

Extracting important information  

Presenting 
Speaking in public  

Performing (singing, dancing, 
acting, playing instruments, etc.)   

Making presentations  

Helping others enjoy themselves  

Being enthusiastic  

Artistic 
Creating 

Designing 

Making music 

Photographing 

Visualizing ideas 

Performing, acting 

Designing web pages 

Drawing, painting 
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Instructions Continued: Now go through the list again. Find the items that you particularly 
LIKE or ENJOY. Circle these.  
 
When you have finished, look at the items that you have both scored as 4 or 5 and circled. 
These personal and work characteristics will help you identify your overall strengths and help 
you to identify a job goal. Write them below.   
 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

 
Instructions Continued: When you have identified the things you are both good at and enjoy, 
think about experiences you have had where you have used these skills, abilities and 
characteristics. These experiences may be from work, volunteer activities, family, community 
activities, training, etc. These experiences provide good examples you can use in application 
letters and job interviews. Record these experiences below. 
 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

 
 
 
 
 
 
 
 
 
 
Adapted from:  
Quintessential Careers.com - http://www.quintcareers.com/transferable_skills_set.html 
 
Dr Daniel J Ryan, (2000), Job Search Handbook for People with Disabilities, JIT Works, 
Indianapolis, p5-6.  
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Worksheet Three: Personal Data Sheet 
 
The type of information requested on application forms will differ among countries. The most 
important thing to remember in completing any form is to read it carefully and to answer all 
items completely and accurately. This Personal Data Sheet will help you to have all relevant, 
accurate information with you.  
 
Instructions: Complete this form and use it to complete job applications, online 
applications, letters to employers and résumés. 

I. GENERAL INFORMATION 
Name: Telephone: 

Address: Mobile phone: 

 

 Email address: 

Date of birth: Place of birth: 

Identification number: Marital status: 

Number and names of dependents: 

II. EDUCATION 
A. Primary 

Name of school: 

Location: 

Highest level completed: 

B. Post-Primary/Secondary 

Name of school: 

Location: 

Courses taken: 

Dates: 

Qualifications: 

C. Post-Secondary/Trade School 

Name of school: 

Location: 

Courses taken: 

Dates: 

Qualifications: 

D. College/University 

Name of college/university 

Courses taken:  

Dates: 

Qualifications: 
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E. Other courses or certificates etc. 

Name of training provider:  

Courses taken:  

Dates 

Qualifications: 

III. EMPLOYMENT HISTORY 
A. Employer 

Name: 

Address: Employed from:                   to: 

 

 

Supervisor: Telephone: 

Job title: Email: 

Description of duties: Salary: 

 

 

 

Special equipment operated/achievements: 

 

 

Reason for leaving: 

B. Employer 

Name: 

Address: Employed from:                   to: 

 

Supervisor: Telephone: 

Job title: Email: 

Description of duties: Salary: 

 

 

 

Special equipment operated/achievements: 

 

 

 

Reason for leaving: 

NOTE:  Attach additional job information on a separate sheet of paper. 
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IV. REFEREES 
(List at least three referees, including name, title, contact information and how long you have known 
them.) 

Name: Title: 

Address: Telephone: 

 Email: 

 

Name: Title: 

Address: Telephone: 

 Email: 

 

Name: Title: 

Address: Telephone: 

 Email: 

 

List any other information here that you may need to complete your job application. 
 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 
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Worksheet Four: Responding to Job Leads  
 

Worksheet 4A – Responding by Letter or Email 
 

Content of a Letter or Email 
 

The purpose of the letter or email is to interest the employer in your skills and qualifications. 
The desired outcome is for the employer to respond to the letter by contacting you for an 
interview or to get more information.  
 
Given this, what information should be included in your letter to an employer?  

 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

 
Tips for Letters or Emails 
 
It is important that your letter or email makes a good, positive impression on the employer. 
What tips for content and appearance can you think of to ensure the employer gets a positive 
view of you?  
 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

 
How to Handle Your Disability 
 
Would you tell an employer about your disability in an enquiry letter or email?  
(Circle one)   Yes / No 
 
Explain your answer.  
 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 
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Worksheet 4B – Responding by Telephone 
 
Content of the Telephone Call  
 
The purpose of the telephone call in responding to a job lead is to secure an interview or 
information about how to apply for the job. Telephone calls also may be used to inquire about 
job openings or to request information. 
 
Telephone calls follow a simple format. Write a script for the telephone call you would make 
in the following situation. 
 
Your friend works at Happy Shoes Footwear factory and she has told you that they are hiring  
because they just received a large order from the United States. She told you that the Human 
Resource Manager, Mr Kim, will be responsible for hiring new staff. 
 
1. Greet the person who answers the telephone: __________________________________________________ 

 
2. Introduce yourself: _________________________________________________________________________________ 

 

3. State the purpose of your call: ____________________________________________________________________ 

 

 _______________________________________________________________________________________________________ 

 
4. Wait for a response. 
 
 If Mr Kim tells you that all the jobs have already been filled, how should you respond?  
 

 _______________________________________________________________________________________________________ 

 
 
Tips for Effective Telephone Calls 
 
What can you do to make a good impression on the employer when you are speaking over 
the telephone?  
 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 
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How to Handle Your Disability 
 
Would you tell an employer about your disability in an enquiry telephone call?  
(Circle one)   Yes / No 
 
Explain your answer.    
 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

Worksheet 4C: Responding in Person 
 
Responding in person is often the most direct way to find out about a job possibility. If you 
inquire about a job or apply in person, you must be thoroughly prepared; you could be 
interviewed for a job. 
 
How to Prepare Before Responding in Person 
 
What should you do to prepare before visiting a company?  
 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 
 
What to Say during the Visit 
 
Your friend works at Happy Shoes Footwear factory and she has told you that they are hiring 
at the moment because they just received a large order from the United States.  She told you 
that the Human Resource Manager, Mr Kim, will be responsible for hiring new staff. 
 
You have just finished an industrial sewing course and really want a job. You decide that the 
best way will be to go and visit the company and try to speak to Mr Kim. 
 
Write the script for your visit to the company.  
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You are met by the security guard at the gate.  
 
1. Introduce yourself and ask to speak to the relevant person:  
 
____________________________________________________________________________________________________________ 

 
The guard shows you to Mr Kim’s office.  
 
2. State the purpose of your visit: _________________________________________________________________ 
 
 
____________________________________________________________________________________________________________ 

 

3. Wait for a response. 
 
If Mr Kim tells you that all the jobs have already been filled, how should you respond?  
 
____________________________________________________________________________________________________________ 

 

 

How to Handle Your Disability 
 
Would you tell an employer about your disability in an enquiry visit? (Circle one) Yes / No 
 
Explain your answer.  ___________________________________________________________________________________ 
 
 
____________________________________________________________________________________________________________ 
 
 
____________________________________________________________________________________________________________ 
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Worksheet Five: Preparing an Introductory Statement 
 
In a job interview, you have a wonderful opportunity to make a good impression on the 
employer; however, you will have limited time. At the beginning of the interview you will be 
nervous, but if you have a well prepared introductory statement, it will help you to make a 
good first impression and to overcome nervousness.  
 
Usually in a job interview, one of the first questions the employer will ask is “Tell me about 
yourself”. This is your opportunity to “sell” yourself. Your answer to this question should 
focus on your skills and abilities, and explain why you are the best person for the job. This is 
also your chance to present your disability in a positive light.  
 
Assignment:

Find a job advertisement, or opportunity that you are interested in. You have been offered an 
interview for this job.  
 
Prepare an introductory statement that you can use to answer the request “Tell me about 
yourself”. Your statement must be no more than two minutes. Write the statement and 
practice it to make sure it’s only two minutes long.  
 
Here are some examples to help you.  
 

EffectiveAnswer:

“After I finished secondary school, I worked with my uncle in his coffee shop where I was 
really good with the customers and the inventory. However, I have always worked on old 
cars. I enjoy working with engines and I have learned a lot by helping the taxi drivers who 
come to the coffee shop to fix their cars. That’s why I decided to apply for this position as 
an auto-parts clerk. As you can see, I have a problem with my legs and I use crutches to 
walk. However, this will not be a problem, I can travel by motorbike to get to work, and 
easily get around in the office.”  
 
IneffectiveAnswer:

“I was born in the town to the north of the city, my parents were farmers so we were very 
poor. When I was five I got polio and it affected my legs so that I have had to walk with 
crutches since then. I had a lot of difficulties at school because the other kids teased me. 
I have been helping out my uncle in his coffee shop, but it requires a lot of walking and I 
get tired easily, so I want to work in your company as an auto-parts clerk because I think 
it will be easier.”  
 

____________________________________________________________________________________________________________ 
 
 
____________________________________________________________________________________________________________ 
 
 
____________________________________________________________________________________________________________ 
 
 
____________________________________________________________________________________________________________ 
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Worksheet Seven: Action Planning  
 
Instructions: Please start this worksheet before you leave the workshop. Keep it as a reminder 
of what you learned and what you plan to do. 
 
1. What I Learned 
 
 The following are some of the most important things that I learned in this workshop. 
 
  1. ____________________________________________________________________________________________ 

 
  2. ____________________________________________________________________________________________ 

 
  3. ____________________________________________________________________________________________ 

 
  4. ____________________________________________________________________________________________ 

 
2. What Skills I Need to Improve 
 
 The job-seeking skills that I need to improve most are (check those that apply): 
 
 ________ Assessing myself ________ Letter writing 
 
 ________ Developing a job goal ________ Using the telephone 
 
 ________ Researching jobs  ________ Meeting employers in person 
  and employment practices 
 
 ________ Completing applications ________ Job interviewing 
 
 ________ Developing a résumé  ________ Finding job leads 
 
 
3. My Plan to Improve My Skills 
 
 In order to improve these skills, I will take the following action. 
 
 _____________________________________________________________________________________________________ 

 

 _____________________________________________________________________________________________________ 

 

 _____________________________________________________________________________________________________ 

 
 Within the next week, I will: 
 
  1. ____________________________________________________________________________________________ 

 
  2. ____________________________________________________________________________________________ 

 
  3. ____________________________________________________________________________________________ 
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 Within the next three months, I will: 
 
  1. ____________________________________________________________________________________________ 

 
  2. ____________________________________________________________________________________________ 

 
  3. ____________________________________________________________________________________________ 

 
  4. ____________________________________________________________________________________________ 

 
4. What I Will Do to Start My Job Search 
 
 I realize that the best way to get a job is to start the job-seeking process.  The following   
 is my plan of action to get hired. 
 
 Within the next week, I will: 
 
  1. ____________________________________________________________________________________________ 

 
  2. ____________________________________________________________________________________________ 

 
  3. ____________________________________________________________________________________________ 

 
  4. ____________________________________________________________________________________________ 

 
 Within the next month, I will: 
 
  1. ____________________________________________________________________________________________ 

 
  2. ____________________________________________________________________________________________ 

 
  3. ____________________________________________________________________________________________ 

 
  4. ____________________________________________________________________________________________ 

 
 Within the next three months, I will: 
 
  1. ____________________________________________________________________________________________ 

 
  2. ____________________________________________________________________________________________ 

 
  3. ____________________________________________________________________________________________ 

 
  4. ____________________________________________________________________________________________ 
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Worksheet Eight: Job-Seeker’s Skills Workshop Evaluation 
 
Instructions:  Please complete this evaluation sheet as honestly as you can and hand it in 
to the trainer. You do not need to put your name on it. The information will help to improve 
future workshops.  
 
Rate each item by circling the appropriate number. 
 
 1 - strongly disagree                    3 - neutral                    5 - strongly agree 
 

1. The workshop will be helpful to me in my job search. 1 2 3 4 5 

2. The information was clearly presented. 1 2 3 4 5 

3. The activities were useful. 1 2 3 4 5 

4. The trainers were effective. 1 2 3 4 5 

5. The guest speakers were motivating and informative. 1 2 3 4 5 

6. The visuals were effective. 1 2 3 4 5 

Please answer the following questions. 
 
1. What did you like best about the workshop? 

 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

2. What did you like least? 
 
____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

Additional comments: 
 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 
 

Thank you 
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