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PREFACE 

This book is intended to assist people with disabilities as they both consider and prepare for entering 

the world of work. Parents, family members, mentors, rehabilitation, employment and education 

professionals can also use the information in this book to support the employment quests of their 

students, customers or clients with disabilities.  

Make it Work Ŏŀƴ ōŜ ǳǎŜŘ ŀǎ ŀ ǎǘŀƴŘŀƭƻƴŜ ά{ŜƭŦ-Help GuidŜέ to prepare for competitive employment or 

as a textbook while taking an employment training course. Each of its chapters can be used individually 

ƻǊ ǘƘŜ ōƻƻƪ Ŏŀƴ ōŜ ǳǘƛƭƛȊŜŘ ŀǎ ŀ ŎƻƳǇƭŜǘŜ ǘŜȄǘΣ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǊŜŀŘŜǊΩǎ ƻǊ ǘŜŀŎƘŜǊΩǎ ƎƻŀƭǎΦ 

This book is a guide about competitive employment for several groups: 1) young people with disabilities 

who will soon be leaving school and are preparing for their transition to work; 2) people with newly 

acquired disabilities who are looking to stay at, or return to, work; and 3) individuals with disabilities 

who have never worked before and now want to ready themselves for employment. 

For the most part, this book is written to speak directly to people with disabilities. If you have a disability 

and want to use the lessons of this book, thank you for reading and I hope they serve you well. If you 

support people with disabilities ς as a parent, mentor, or professional ς read through this book knowing 

that it is meant for those you support. ¢Ƙƛǎ ōƻƻƪΩǎ ŎƻƴǘŜƴǘ Ƴŀȅ ƳŀƪŜ ȅƻǳ ƳƻǊŜ ŜŦŦŜŎǘƛǾŜ ǿƘŜƴ 

supporting the employment ambitions of people with disabilities.  

This book contains important information about how to manage a disability in the workplace and tips on 

how to develop professional or workplace skills. άProfessional skillsέ are the soft, medium and hard skills 

that employers want to see in their workers. Employers ŘƻƴΩt just want someone who can do the tasks 

of the job (hard skills) ς they want people who can do the job with the right techniques (medium skills) 

and with the right style or fit (soft skills). To be successful in finding, holding and advancing in a job and 

career, a person with a disability needs to learn these skills. 

This book is also designed to help us face the basic or fundamental fears around entering the world of 

work with a disability ς especially for the first time.   

Fear is natural, but job seekers with disabilities ǎƘƻǳƭŘƴΩǘ let fear either discourage them or hold them 

back. Curiously, fear can either help or hurt us depending on how we react to it. Remember, fear gives 

us two choices: to άŦƛƎƘǘέ ƻǊ άŦƭƛƎƘǘ.έ 5ƻ we decide to deal with fears by taking action (fight and build up 

our skills) or choose to avoid the subject (flight and turn away from the subject)? Reading this book will 

give you the information and ideas needed to make the right choice. 

The fundamental message of this book is that only the person with a disability can get the job or 

promotion he or she wants. Let the ideas and thoughts in this book empower people with disabilities to 

achieve competitive employment success.  
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The lessons of this book aim to provide the insights, information and techniques necessary to become 

powerful, both in employment self-confidence and professional or workplace skills.  Practicing these 

lessons can impress employers with your employment potential.  

Imagine this book as a guide book to a new world -- thŜ άǿƻǊƭŘ ƻŦ ǿƻǊƪ.έ 

Going to work, for the first time, is like going to a new countryΦ LŦ ȅƻǳΩǾŜ ƴŜǾŜǊ ōŜŜƴ ǘƻ ŀ ŎƻǳƴǘǊȅ ōŜŦƻǊŜΣ 

ƛǘΩǎ ŀ ƎƻƻŘ ƛŘŜŀ to learn as much as you can ŀōƻǳǘ ǘƘŜ ŎƻǳƴǘǊȅΩǎ ŎǳƭǘǳǊŜΣ ǾŀƭǳŜǎΣ ƭŀƴƎǳŀƎŜΣ and 

expectations before you go. Sometimes, a guide book is the best way to learn. LŦ ȅƻǳ ŘƻƴΩǘ ǇǊŜǇŀǊŜ 

properly for your travel, you might not have a successful trip. We can avoid having a bad trip to the 

άǿƻǊƭŘ ƻŦ ǿƻǊƪέ ōȅ ƭŜŀǊƴƛƴƎ ǘƘŜ ƭŜǎǎƻƴǎ ƻŦ ǘƘƛǎ ōƻƻƪΦ  

People with disabilities sometimes encounter low expectations and negative attitudes about their 

employment potential from others (teachers, relatives, friends, disability employment professionals and 

employers) but these obstacles should not stop or discourage job-seekers or employees. Instead, we 

must push beyond obstacles and move toward success. It is up to us. 

This book covers key disability-related employment strategies which can disarm and dissuade people 

skeptical about the employment potential of people with disabilities. The ideas and strategies in this 

book are designed to provide the knowledge and techniques to dispel existing negative myths and 

thoughts about work potential which may exist in both yourself and in those who you meet.  

We must recognize that there are valuable laws that make discrimination in employment against people 

with disabilities illegal. However, these laws alone are not likely to either get individuals the job they 

want or propel to the career they dream about. While we have laws prohibiting discrimination and 

requiring access, discrimination in employment is often hard to prove. Hence, legal action is the last 

resort. The first resort should be to build personal and professional skills and abilities that challenge 

negative perceptions and support career development. Win with your competitive job skills. Win with 

ǘƘƛǎ ōƻƻƪΩǎ ƭŜǎǎƻƴǎΦ 

LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƴƻǘŜ ǘƘŀǘ ǘƘŜ ƛŘŜŀ ōŜƘƛƴŘ this book is not to duplicate or replace existing disability 

ŜƳǇƭƻȅƳŜƴǘ ŜŦŦƻǊǘǎΦ wŀǘƘŜǊ ƛǘΩǎ ǘƻ ƘŜƭǇ ŀǳƎƳŜƴǘ ƻǊ ǎǘǊŜƴƎǘƘŜƴ ǘƘŜƳΦ This book focuses on the first 

steps ƛƴ ǘƘŜ ŜƳǇƭƻȅƳŜƴǘ ǇǊƻŎŜǎǎΦ LǘΩǎ ŀ ōŀǎƛŎ ǘǊŀƛƴƛƴƎ ǿƘƛŎƘ Ŏŀƴ encourage and motivate individuals 

with disabilities to become more open to their employment potential; and, in turn, become more 

engaged in their rehabilitation and education employment programs. ¢Ƙƛǎ ōƻƻƪΩǎ ŎƻƴǘŜƴǘ can be added 

to what is already being done in current disability employment programs. It can help make all our efforts 

stronger and more impactful. 

Experts agree: in order to get the jobs and careers we want, EVERYONE (disabled or not) needs to learn 

how to become a competitive workplace professional. The first or fundamental workplace skill needed is 

self-confidence about oneΩǎ ŜƳǇƭƻȅƳŜƴǘ ǇƻǘŜƴǘƛŀƭΦ ! Ƨƻō ŀǇǇƭƛŎŀƴǘΩǎ self-confidence can show itself 

through job applications, resumes and interviews. This is when employers begin to build their 

confidence that the applicant is the right person to hire. For job-seekers with disabilities, however, self-

confidence may be more difficult to find and show ς or may not be fully recognized by potential 
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employers. The lessons of this book are designed to help locate and build self-confidence by reducing 

fears and negative feelings about being worthy of employment. By learning and practicing the lessons in 

this book, job-seekers will naturally increase employment self-confidence; and, in turn, convince 

employers to have confidence when it comes to hiring and promoting them.  

Success in employment and careers has already happened for millions of people with disabilities. It 

happens when they: 1) believe in themselves; 2) gain the skills necessary to make it happen; and 3) learn 

how to describe and present both their disability and talents in a positive and professional way. 

Employment success is theirs for the taking.  

LeǘΩǎ άaŀƪŜ ƛǘ ²ƻǊƪ!έ 
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BACKGROUND 
This book builds on the course content developed and taught to students with disabilities at the 

University of California, Berkeley and elsewhere.  

While this information was created for college students with disabilities, what it teaches is important 

regardless of age, disability type or educational level. This disability employment book teaches everyone 

who wishes to become a successful competitive job applicant and employee what they need to know to 

gain jobs and build their careers.  

Soon after this course began at UC Berkeley, the Kessler Foundation of New Jersey funded a grant to 

research the ŎƻǳǊǎŜΩǎ impact on the employment knowledge and outcomes of the students with 

disabilities. Three schools, each with a different instructor, taught the course during a two-year time 

frame. The schools were: UC Berkeley, Cal State Fullerton, and San Diego State.  

As a result of this research, evidence was collected which shows the impact of these lessons on those 

who took the course. The table below shows the student learning advances (see class survey instrument 

in Appendix E, page 250). Key employment-related skills were measured both before and after the 

course was takenΦ ¢ƘŜ άōŜŦƻǊŜέ ǾŜǊǎǳǎ άŀŦǘŜǊέ ǇŜǊŎŜƴǘŀƎŜ changes or growth show the improvements or 

learning gains among the students studying this content. 

How Students Felt About These Factors Before and After Taking This Course 

 

 

Before -
Positive 

 

PoPPostiv
e 

After - 
Positive 

 Believed disability is an asset to employers 31.6% 90.9% 

Felt unprepared for work 51.6% 10.7% 

Were able to answer "what work do you hope for?" 46.8% 92.3% 

Knew workplace values 34.6% 76.3% 

Felt comfortable in job interviews 19.9% 86.0% 

Felt comfortable working with people 38.5% 87.1% 

Felt comfortable speaking about accomplishments 24.2% 87.1% 

Felt comfortable sharing thoughts freely 34.4% 88.6% 

Understood what employers are looking for 32.5% 93.8% 

Believed it would be hard to get job with disability  67.5% 19.1% 

Able to demonstrate leadership skills  44.2% 84.6% 

Felt comfortable discussing accommodation needs with Employers 26.6% 85.1% 

¦ƴŘŜǊǎǘƻƻŘ ŀƴŘ ǿŜǊŜ ǊŜŀŘȅ ǘƻ ǊŜǎǇƻƴŘ ǘƻ ŜƳǇƭƻȅŜǊǎΩ ŦŜŀǊǎ ŀōƻǳǘ ƘƛǊƛƴƎ 
persons with disabilities  

28.2% 94.6% 

Knew disability laws 26.3% 93.9% 

Believed employers will want to hire them 29.1% 93.1% 

Believed disability is a source of pride 65.5% 91.6% 
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These learning gains show tremendous improvement. ¢ƻ ǳǎŜ ŜŘǳŎŀǘƛƻƴΩǎ traditional grading system, 

before taking the course, the students with disabilities had a collective ƎǊŀŘŜ άCέ (well below 70%). After 

the course, their scores in these skills ƳƻǾŜŘ ƛƴǘƻ ǘƘŜ ά.έ ŀƴŘ ά!έ grade range.  

But, an even more important question isΣ ά5ƛŘ ǘƘŜǎŜ ǎǘǳŘŜƴǘǎ get jobs?έ  

Yes, they did.  

In fact, the early data from the Kessler Foundation effort told us that they initially got jobs at more than 

twice the rate of other students with disabilities. More interestingly, they got jobs at the same labor 

force participation rate as ALL other college students (without disabilities).  

If you (or the people with disabilities you work with) are not in college, you may be wonderingΣ άLs this 

book for meΚέ The answer is yes. While we started this initiative at the college level, after reading this 

book ȅƻǳΩƭƭ ǎŜŜ ǘƘŀǘ the content is valuable for all those with disabilities who are seeking competitive 

employment. This content has already been successfully adapted by local instructors for a wide range of 

disabilities and circumstances. You can adapt it to your situation as well.  

CƛƴŀƭƭȅΣ ƘŜǊŜΩǎ what students with disabilities had to say after taking the course under the Kessler 

Foundation grant at three colleges.  

¶ Thank you so very much for this course.  It was, without a doubt, the course that will have the 

most impact on my career.  I am grateful to you for all the time and energy you put into the 

development of the course and assignments. And, the things I have learned here I will take with 

me the rest of my life. I am very grateful. 

¶ I had the pleasure of taking your class on άProfessional Development & Disabilityέ. Your class not 

only increased my confidence and ability to introduce myself and speak-up, but to go after and 

secure a competitive internship last summer! 

¶ ¢Ƙƛǎ ƛǎ ǘƘŜ ǎŜŎƻƴŘ ǘƛƳŜ LΩǾŜ ǘŀƪŜƴ ǘƘƛǎ ŎƭŀǎǎΦ ¢Ƙƛǎ ǘƛƳŜΣ L ǘƻƻƪ ƛǘ ŦƻǊ ƴƻ ŎǊŜŘƛǘ Ƨǳǎǘ because I knew 

Ƙƻǿ ƛƳǇƻǊǘŀƴǘ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǘƻ ƳŜ ŀƴŘ Ƴȅ ŦǳǘǳǊŜΦ ¢Ƙŀƴƪ ȅƻǳ ŦƻǊ ŀƭƭƻǿƛƴƎ ƳŜ ǘƻ άǎƛǘ-ƛǘέ ƻƴ 

it again. 

¶ LΩŘ ƭƛƪŜ ǘƻ ǘƘŀƴƪ ȅƻǳ ŦƻǊ ǘƘŜ ǿƻƴderful class and the valuable information you provided us during 

the semester. I wish I knew about this class earlier in my education career, but I am glad I had 

the opportunity to learn from your wealth of knowledge. 

¶ The insights you shared were extremely valuable. I could not agree more with your comment on 

the imperative coexistence of both disability rights alongside disability responsibilities. I would 

love to share some of the information you address with the parents and youth with disabilities 

back in my home town. I think that high school youth with disabilities along with their parents 

need to understand and hear the realities associated with employment, the realities of the 

benefits system, as well as their own personal responsibilities to work if they can. 

¶ Your encouragement and enthusiasm made me feel more self-confident. I really appreciated the 

ŎƻǳǊǎŜΩǎ ŀǇǇǊƻŀŎƘ ǘƻ ǘƘŜ ǎǳōƧŜŎǘΦ Lǘ ǿŀǎ ǇƻǎƛǘƛǾŜΦ Lǘ ƘŀŘ ŀ Ŏŀƴ Řƻ ǎǇƛǊƛǘΦ ¢Ƙŀƴƪ ȅƻǳ ŦƻǊ ǘƘŜ ōŜǎǘ 

class which will truly be with me as I move forward to a career after graduation. 
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¶ This was a great course and I learned a lot. I feel I have gained more confidence as a result of 

participating in this course. 

¶ I loved how passionate you were about wanting us to learn about professional development. 

¶ Thanks for all your support! I did go through final round interviews recently. I don't have a 

written offer letter yet, but the recruiter gave me indication that they will extend an offer and 

they're working on the terms. I'm also going through the interviewing process with another 

employer for a very different role.  So at this point I think I probably will be accepting an offer 

within the next few weeks. Thanks again for all your help in my job search! I would like to keep in 

touch with you. As I said before, I'm deeply grateful for your support. Down the road, when I'm 

further along in my career, I would like to find a way to see what I can do to help other students 

with disabilities. 

¶ This class offered me insight into how my disability can help me get a job. It gave us useful tips 

and strategies in order to get the job I want. 

¶ This course taught me about a lot of dƛǎŀōƛƭƛǘȅ ǊŜǎƻǳǊŎŜǎ ǘƘŀǘ L ŘƛŘƴΩǘ ƪƴƻǿ ŀōƻǳǘ ƻǊ ǿƻǳƭŘ ƘŀǾŜ 

ever found looking around on my own. The job hunt, interview and employment process is 

certainly different for people with disabilities than it is for others. Other than this course, there 

ƛǎƴΩǘ ŀ lot out there to guide us. This course fills a void of information and direction on the 

subject. For example, how to manage your disability in an interview was a new idea and very 

helpful to me. 

¶ Thank you for pioneering and teaching this course. I especially enjoyed the readings. I wish the 

course were longer so we would have had more time to practice all the new skills that we 

learned. 

¶ I really enjoyed the course. I feel as if I obtained the most important kind of information to help 

me succeed in the future. I think as a graduating senior, I feel really confident in my job 

prospects; and, also know that I am a strong candidate in the job market. 

¶ Thank you for an amazing semester. I definitely will utilize the tips and resource that you have 

shown us in class for the real world! It truly was an amazing course! Thanks again! 

¶ I wanted to take this chance to thank you for an amazing semester. This class has been one of 

the most informative classes at Berkeley. It has stimulated my mind and I feel it will help me 

greatly when I go into the real world.  

¶ I wanted to say how much I enjoyed your course this semester! I learned so much I wasn't aware 

of about disability legislation and all manner of other things. 

¶ I am so grateful I got recruited for this class! I learned so much. 

¶ ¢Ƙƛǎ ŎƭŀǎǎΩǎ ŎƻƴǘŜƴǘ ǿŀǎ ±9w¸ ǳǎŜŦǳƭΦ !ǎ L Ǝƻ ŦƻǊǿŀǊŘΣ L ŦŜŜƭ ŀ ƭƻǘ ƳƻǊŜ ŎƻƴŦƛŘŜƴǘ ŀōƻǳǘ ƭƻƻƪƛƴƎ 

for internships now and employment later. 

¶ The Professor was extremely motivating and a great teacher. I learned so much and fell so much 

more confident about my work future. 

¶ I enjoy all the instruction, espeŎƛŀƭƭȅ ǘƘŜ ά9ȄŜŎǳǘƛǾŜ tǊŜǎŜƴŎŜέ part with Peggy Klaus (see Part II, 

Lesson 1). Her ideas and techniques were absolutely liberating and compelling. I fully expect to 

follow her guidance as I prepare for my professional career (interviews and meetings). Wow! 

Great content! 
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¶ This was a really great class. What a great idea to actually help students with disabilities prepare 

more deeply and completely for their careers. The information was fundamentally important and 

represents a missing link in our transition process.  

If you wish to validate this content with other types and educational levels of people with disabilities, 

you might use the pre- and post-course survey appearing in the APPENDICES (appendix E) at the end of 

this book. For more on these findings, as well as the course materials developed under a grant from the 

Kessler Foundation of New Jersey, see: http://interwork.sdsu.edu/c2c/.  

Please note that the instruction materials at the above website were designed for instructors to draw 

from when teaching employment related skills to individuals with disabilities. This website is not 

designed for students to take the course on-line. Plus, the instructional materials on this website were 

prepared several years ago. This book contains added content and may be more useful both for you or 

those you support. 

  

http://interwork.sdsu.edu/c2c/
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INTRODUCTION 
²ƘŀǘΩǎ missing in disability employment preparation programs? 

As a longtime professional working in support of the employment of people with disabilities, I was 

excited when I arrived at my new job at the University of California, Berkeley (UC Berkeley) in 2009. As 

the Director of the campus Disabled Students Program, I would have an opportunity to help students 

with disabilities prepare for their careers.  UC Berkeley is recognized as the birth place of the modern 

disability rights movement and has some of our ƴŀǘƛƻƴΩǎ most talented students with disabilities, so 

helping them launch their careers seemed like an easy task. 

During my first few weeks at UC Berkeley, I asked every student with a disability I met the same 

question, ά²hat are going to do after you graduate?έ 

The vast majority of the responses were vague or uncertainΦ  ¢ƘŜ Ƴƻǎǘ ŎƻƳƳƻƴ ŀƴǎǿŜǊ ǿŀǎΣ άL ƎǳŜǎǎ LΩƭƭ 

go on to graduate school.έ But, I thought to myself, ǘƘŀǘΩǎ ƴƻǘ ŀ ŎŀǊŜŜǊΦ 

It took several months before these students trusted me enough to tell me what they were really 

thinking when I asked them this question. Many students confessed to me that they felt their disability 

would make it hard for them to find jobs and careers. So, they feared even exploring the subject. Others 

revealed to me that they felt like they must stay in school as long as they could because they worried 

that when their school years ended they would be forced to spend their lives at home on disability 

support programs.  

Collectively, they seemed to be sayingΣ ά²Ƙƻ ǿƻǳƭŘ ƘƛǊŜ ƳŜ ς LΩƳ a person with a disabilityέΦ 

I was shocked to learn that most of these talented and promising students with disabilities lacked the 

self-confidence necessary to effectively market themselves for employment. If ǘƘŜȅ ŘƛŘƴΩǘ ōŜƭƛŜǾŜ ƛƴ 

ǘƘŜƛǊ ŜƳǇƭƻȅƳŜƴǘ ǇƻǘŜƴǘƛŀƭΣ Ƙƻǿ ŎƻǳƭŘ ǘƘŜȅ ŜǾŜǊ άǎŜƭƭέ ǘƘŜƳǎŜƭǾŜǎ ǘo a prospective employer?  I knew 

from years of experience that if these promising students lacked self-confidence about their 

employment potential, employers would sense it and likely not hire them despite their potential.  

Why did these promising students have self-doubts about their employment worth or potential? Well, 

when you think about it, how often do parents, teachers, family and friends ask our young people with 

disabilities: ά²Ƙŀǘ Řƻ ȅƻǳ ǿŀƴǘ ǘƻ ōŜ ǿƘŜƴ ȅƻǳ ƎǊƻǿ ǳǇΚέ ²ƘƛƭŜ ǘƘƛǎ Ǿƛǘŀƭ ǉǳŜǎǘƛƻƴ ƛǎ ǊŜƎǳƭŀǊƭȅ ŀǎƪŜŘ ƻŦ 

ƻǳǊ ƴƻƴŘƛǎŀōƭŜŘ ȅƻǳǘƘΣ ƛǘΩǎ ǘƻƻ ƻŦǘŜƴ ŀǾƻƛŘŜŘ ǿƘŜƴ ǘŀƭƪƛƴƎ ǿƛǘƘ ƻǳǊ ȅƻǳƴƎ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎΦ Plus, 

the sad truth about the disability experƛŜƴŎŜ ƛǎ ǘƘŀǘ ƛǘΩǎ often filled with negative definitions, messages, 

labels and expectations at many levels ς including around employment. 

¢Ƙƛǎ ƭŀŎƪ ƻŦ ƴǳǊǘǳǊƛƴƎ ƛǎ ƴƻǘ ƻƴƭȅ ŘƛǎŎƻǳǊŀƎƛƴƎ ŦƻǊ ƻǳǊ ȅƻǳƴƎ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ƛǘΩǎ ŀƭǎƻ ŘƛǎŎƻǳǊŀƎƛƴƎ 

for people who acquire a disability later in life. Far too often, friends and family avoid the topic of 

employment and returning to work when a disability is involved. ²ŜΩǊŜ ŀƭƭ ǾƛŎǘƛƳǎ ƻŦ ǘƘŜ longstanding 
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stereotypes and prejudices that suggest the still lingering equation -- άD = L²έ ƻǊ άDisability equals an 

Inability to Workέ.  

What kind of an impact or signal do these negative thoughts have on our youth and adults with 

disabilities? I wanted to find out, so I asked the students. What they told me was that the negative 

messages they were getting about disability and employment suggested that they were neither 

expected nor welcomed at the workplace. And when this happens, it too often becomes the reality or a 

self-fulfilling prophecy. 

So first we needed to turn this negativity around and create a positive conversation around working and 

a career. The process must begin with a focus on positive beliefs, thoughts and expectations.  

As a result, my daily conversations with our students became filled with positive talk about their career 

expectations, goals and plans. I was amazed at how welcoming such a shift in focus was for our 

students. In short order, they began to change their perspective from one filled with self-doubts, to one 

centered on a budding self-confidence. This was the first step in a process of building career ambitions 

and planning.  

However, more was needed.  

Work-related experiences (school activities, clubs, sports, volunteering, summer jobs and internships) 

were the next step in the process. Our students needed opportunities to build up their self-confidence 

as well as their work related skills and experiences. So, I supported these efforts with a paid internship 

program. 

The internship program gave our students the bridge experiences they needed to feed their newly found 

but tentative self-confidence and ambition for jobs and careers. Working with our State of California 

Department of Rehabilitation, we were able to place many of our students with disabilities in internship 

or summer paid work expeǊƛŜƴŎŜǎΦ ¢Ƙƛǎ ƴƻǘ ƻƴƭȅ ōƻƻǎǘŜŘ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ǎŜƭŦ-confidence about their 

employment potential, it also gave them successes and experiences which fueled their momentum. 

Our summer jobs and internship program creŀǘŜŘ ŀ ƴŜǿ άǎŜƴǎŜ ƻŦ ǇƻǎǎƛōƛƭƛǘƛŜǎέ ŀƳƻƴƎ ƻǳǊ students. An 

ŜȄŎƛǘŜƳŜƴǘ ōŜƎŀƴ ǘƻ ōǳƛƭŘ ŀǊƻǳƴŘ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ǎŜŀǊŎƘΦ ¢ƘŜ ǎǘǳŘŜƴǘǎ ōŜƎŀƴ ǘƻ ƘŜƭǇ ŜŀŎƘ ƻǘƘŜǊ ōȅ 

freely sharing internship placement information and experiences. We were changing the culture. 

Even with positive coaching and work experiences, though, something was missing. The students still 

lacked the fundamental employment knowledge and skills necessary to be competitive for employment. 

So, I added a course of study to our program to build their employment skills. This course for credit led 

to this book. 

The course of instruction was a response to the reality that the world of work is, quite literary, a new 

and unknown world to the uninitiated. So, if you have little experience in the workplace (internships 

help, but not completely), how can you be expected to know the intricacies and subtleties of workplace 

ŎǳƭǘǳǊŜΣ ǾŀƭǳŜǎ ŀƴŘ άǊǳƭŜǎ ƻŦ ǘƘŜ ǊƻŀŘέΚ The reality is that if ȅƻǳΩǊŜ ƴƻǘ ƛƴŦƻǊƳŜŘ about these subjects, 



14 |  
 

ȅƻǳΩǊŜ ƭƛƪŜƭȅ ǘƻ ƳŀƪŜ critical mistakes which can keep you from getting a job, much less sustaining a 

career. This knowledge or information was taught to our students to help them become truly 

competitive job seekers. This new course was ŎŀƭƭŜŘΣ άtǊƻŦŜǎǎƛƻƴŀƭ 5ŜǾŜƭƻǇƳŜƴǘ ŀƴŘ 5ƛǎŀōƛƭƛǘȅέΦ It was 

designed to deliver this needed instruction - and this book includes all the information we studied in our 

course and more. 

There are numerous school- and community-based efforts designed to teach individuals with disabilities 

information about the world of work. However, as valuable as they are, thŜȅΩǊŜ rarely complete. Most 

ƻŦǘŜƴΣ ǘƘŜȅ ǘŜŀŎƘ ǎƪƛƭƭǎ ŀǊƻǳƴŘ άƘƻǿ ǘƻέ ƭƻƻƪ ŦƻǊ ǿƻǊƪΤ άƘƻǿ ǘƻέ ǇǊŜǇŀǊŜ ŀ ǊŜǎǳƳŜΤ ŀƴŘκƻǊΣ άƘƻǿ ǘƻέ 

perform in that all-important job interview.  These are important skills which this book also covers; 

however, these are more advanced skills which cannot be fully understood or practiced until the basics 

or fundamental skills are in place. 

The more advanced workplace skills cannot be successfully performed unless an individual has 

developed a degree of self-confidence about their employment potential. Hence, before they effectively 

understand and demonstrate the more advanced work place skills, they must first have an observable 

self-confidence about their employment potential, as well as have a fundamental knowledge about 

workplace culture. Only when these more basic skills are in place will the more advanced skills ς like job 

searching, resume writing and interviewing ς take hold.  

Again, thƛǎ ōƻƻƪΩǎ ŎƻƴǘŜƴǘ ƛǎ not intended to duplicate other employment programs. Instead it is 

designed to both compliment and complete them. The content in this book can enhance existing 

disability employment programs by adding a basic training strategy which can help these existing 

employment programs become even more effective. 

Understanding this information represents a vital step in the employment process.  

We can no longer assume that all youth and adults with disabilities have a sufficient level of belief and 

self-confidence in their employment potential to successfully move forward in employment programs. 

We need to be sure to teach the fundamental truths they need to know in order to be ready to make a 

full commitment to their employment quest.  

The content is in this book is offered in two parts. The first covers subjects like a new disability 

perspective, values, accommodations, incentives, disincentives, laws and more.  

The second part helps individuals with disabilities understand the secrets and realties around the 

ƳƻŘŜǊƴ ǿƻǊƪǇƭŀŎŜΩǎ culture, values and practices. It teaches them how competitive employment works, 

including how to best search for, keep and advance in a career. Gaining this knowledge further builds 

their employment self-confidence. 

This book can assist young people with disabilities who are in school; people who have recently acquired 

a disability; as well as individuals with a disability who have never worked before and who are now 

considering entering the work force. 
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It can also help parents, mentors, educators and employment professionals better support the 

employment ambitions and workplace intelligence of their family members, students, customers and 

clients with disabilities.  

As valuable as this book may be, it focuses on only one of the three key elements necessary to make 

employment preparation efforts truly effective. While there are other key elements necessary to mount 

a successful career or employment program, I believe this element (comprehensive work place 

instruction) is the most over looked component in the process. A complete program, however, should 

attempt to support the following components.  

¶ Create a supportive atmosphere (coaching, peer supports, mentoring) 

¶ Promote specific job skills development (education, internships, summer jobs, volunteering) 

¶ Deliver information on what it means to be a professional or competitive worker with a 

disability (this book) 

Another barrier that the lessons of this book are designed to help us to move away from is our 

dependency on thinking that education about disability employment will convince employers to hire 

someone because they are a person with a disability. This is an old-fashioned and unrealistic 

expectation. The reality is that only the person with a disability can get a job for him or herself. People 

and organizations can help job-seekers with disabilities move forward, but ǘƘŜȅ ŎŀƴΩǘ ŎƭƻǎŜ ǘƘŜ ŘŜŀƭΦ  

As a result, this book is dedicated establishing the thought that we need to create disability employment 

programs that ŦƻŎǳǎ ƻƴ άǇǊƻŘǳŎǘ ŘŜǾŜƭƻǇƳŜƴǘϦ όŎǊŜŀǘƛƴƎ ƎǊŜŀǘ Ƨƻō ŎŀƴŘƛŘŀǘŜǎ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎύ ǿƘƻ 

ŜƳǇƭƻȅŜǊǎ ǿƛƭƭ ²!b¢ ¢h ILw9Φ ¢ƘŀǘΩǎ ǘǊǳŜ ŜƳǇƭƻȅƳŜƴǘ ŜƳǇƻǿŜǊƳŜƴǘΗ 

IŜǊŜΩǎ ƻƴŜ ƘŀǊǎƘ ōƛǘ ƻŦ ǊŜŀƭƛǘȅ ƻǊ Řŀǘŀ ǘƻ ŎƻƴǎƛŘŜǊ ŀǎ ȅƻǳ ŜȄǇƭƻǊŜ ǘƘŜ ƛŘŜŀ ƻŦ ǎǘǳŘȅƛƴƎ ǘƘŜ ƭŜǎǎƻƴǎ ƻŦ ǘƘƛǎ 

book. In 1971, Census Bureau data showed that 33% of our working age citizens with disabilities 

ǇŀǊǘƛŎƛǇŀǘŜŘ ƛƴ ǘƘŜ ƴŀǘƛƻƴΩǎ ƭŀōƻǊ ŦƻǊŎŜΦ hǾŜǊ ǘƘŜ ƭŀǎǘ пт ȅŜŀǊǎ ǘƘƛǎ ǇŜǊŎŜƴǘŀƎŜ Ƙŀǎ ŎƘŀƴƎŜŘ ƭƛǘǘƭŜΦ ¢ƻŘŀȅ, 

we are still around the 33% level. 

¢ƘŀǘΩǎ ōƻǘƘ ƛƴŎǊŜŘƛōƭȅ ŘƛǎŀǇǇƻƛƴǘƛƴƎ ŀƴŘ ǇǊƻƻŦ ǘƘŀǘ ǎƻƳŜǘƘƛƴƎ ƛǎ ƳƛǎǎƛƴƎ ŦǊƻƳ ƻǳǊ Řƛǎŀōƛƭƛǘȅ ŜƳǇƭƻȅƳŜnt 

policies and programs.  

One last point: please know that this content can and has been successfully adapted by local instructors 

for various learning styles and levels. Hence, this book may be most helpful when used as a part of a 

local disability employment program effort. 

[ŜǘΩǎ ōŜƎƛƴ ƻǳǊ ά/ƻǳǊǎŜ ŦƻǊ /ŀǊŜŜǊ {ǳŎŎŜǎǎέΗ  



16 |  
 

Part I 
The Disability Factor 

How to Position Yourself as a Job Candidate with a Disability 

This book is divided into two parts.  

Part I talks about how to develop and competitively present yourself as a person with a disability to the 

world of work.  

Having a known or visible disability can often create negative reactions or understandings about your 

employment potential. This is especially true if you express yourself in ways which reinforce these 

stereotypes. People, including many employers, will make quick judgments about who you are and what 

your potential is when they learn that you have a disability. And, their impressions can often be 

negative. 

So, building your professional skills must start here. 

The lessons in this part of the book explore the various ways you might best represent your disability in 

the world of work. The ideas and approaches which follow can vary based on your style and personality. 

Accept these ideas as important considerations in order to present yourself in the best light possible. 

Take these concepts as starting points for you to refine further in ways which are most comfortable for 

you. One word of caution, however: while you can adapt these techniques to your circumstancesΣ ŘƻƴΩǘ 

stray too far from the basic truths and realities these practices represent.  

Also, iǘΩǎ ƛƳǇƻǊǘŀƴǘ for you to be honest with yourself. Step back and understand how you currently 

define and show your disability identity. In order to get an objective assessment, you might even ask 

people close to you to give you feedback on this side of your personality. So you might ask ǘƘŜƳΣ άLŦ ȅƻǳ 

were an employer, how ǿƻǳƭŘ ȅƻǳ ǊŜǎǇƻƴŘ ǘƻ ƳŜ ŀǎ ŀ Ƨƻō ŀǇǇƭƛŎŀƴǘ ǿƛǘƘ ŀ ŘƛǎŀōƛƭƛǘȅΚέ 

What may be working for you now, either in school or at home, may not work for you in the workplace.  

Be prepared to analyze and adjust your disability strategy, in order to become more skillful and 

successful in the world of work. Fashion your approach in a way which makes you more professional. 

Lesson 1 ɂ The Disability Experience 
[ŜǘΩǎ ōŜƎƛn with this subject by considering the idea of labels. People have an inescapable need to give 

other people labels and, as a result, we all get them.  

Lǘ ōŜƎƛƴǎ ǘƘŜ ƛƴǎǘŀƴǘ ǿŜΩǊŜ ōƻǊƴΦ !ǘ ǘƘŀǘ ǾŜǊy moment of arrival, someone in the delivery room 

announces to the worldΣ άLǘΩǎ ŀ ōƻȅέ ƻǊ άLǘΩǎ ŀ ƎƛǊƭ.έ !ƴŘΣ ǘƘŜ ƭŀōŜƭƛƴƎ ǇǊƻŎŜǎǎ Ƙŀǎ ōŜƎǳƴΦ  
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As we grow older, more and more labels are given to us: {ƘŜΩǎ ǘŀƭƭ ŦƻǊ ƘŜǊ ŀƎŜΦ IŜΩǎ ǎƘƻǊǘΦ {ƘŜΩǎ ŀ ƎƻƻŘ 

sleeper. IŜΩǎ not.  

In school, we continue to get labels: {ƘŜΩǎ ƎƻƻŘ ƛƴ ƳŀǘƘΦ IŜΩǎ ŀ ōƻƻƪ ǿƻǊƳΦ {ƘŜΩǎ ŀ ǿƛƭŘ ŎƘƛƭŘΦ IŜΩǎ 

always late. 

So, naturally, when a disability becomes apparent, ǿƘŜǘƘŜǊ ƛǘΩǎ ŦǊƻƳ ōƛǊǘƘ ƻǊ ƭŀǘŜǊ ƛƴ ƭƛŦŜΣ that label is 

slapped onto ŀ ǇŜǊǎƻƴΩǎ back.  

Most often, ǘƘŜ άdisability labelέ tends to overpower other ǇŜƻǇƭŜΩǎ ability to see who people really are 

and what they can do.  

άIŜΩǎ ŘȅǎƭŜȄƛŎΦέ άShe has epilepsy.έ άHe uses a wheelchair.έ άShe has Cerebral Palsy.έ For too many 

people, these labels say it all. All the other labels we had been given before, or may earn later, seem to 

be over powered by the disability label. This powerful label or identity tends to push aside all the other 

characteristics or abilities we have. The disability label takes center stage. A primary identity is most 

likely to become ǘƘŜ άdisability label.έ  

Sadly, labels are for the benefit of the people we meet, not for people with the labels themselves. 

People find it far easier to identify, understand and categorize individuals if they can simply put a label 

on them, rather than to try and go deeper into their character, capabilities or potential. Unfortunately, 

ƛǘΩǎ ƻŦǘŜƴ easier for people ǘƻ ǎƛƳǇƭȅ ǎŀȅΣ άhƘΣ WƛƳ ς ƘŜΩǎ ǘƘŜ ōƭƛƴŘ ƎǳȅέΣ ǊŀǘƘŜǊ ǘƘŀƴΣ άhƘΣ WƛƳ ς ƘŜΩǎ ǘƘŜ 

tall man with blue eyes who loves sports, is good in math, graduated from college, knows accounting, is 

a great project manager, can supervise people, etc.έ 

{ƻΣ ƭŀōŜƭǎ ŀǊŜ ǎƻŎƛŜǘȅΩǎ ǎƘƻǊǘƘŀƴŘŜŘ ǿŀȅ ƻŦ ōǊƛƴƎƛƴƎ ǎƛƳǇƭƛŎƛǘȅ ǘƻ ǘƘŜ ŎƻƳǇƭŜȄ subject of understanding 

people.  

TƘŜǊŜΩǎ ŀ serious downside to this labeling shortcut that we all practice. That downside is that too often 

people accept the labels assigned to them and, in turn, allow those labels to overly define them and 

restrict who they really are. When we accept the broad labels given to us by others, ƛǘΩǎ ǾŜǊȅ ƭƛƪŜƭȅ ǘƘŀǘ 

we may be giving up our power to the label.  

This is especially true about the disability label.  

While society has made significant advances in accepting and integrating people with disabilities into 

many aspects of life, the unfortunate truth remains that the general public still holds negative attitudes, 

understandings and practices around ǘƘŜ ƭŀōŜƭ άdisability.έ tersistent negative attitudes have forced 

people with disabilities to deal with unnecessary barriers and challenges. 

¢ƘŜǎŜ ǳƴƴŜŎŜǎǎŀǊȅ ōŀǊǊƛŜǊǎ ǎǘŀǊǘ ƛƴ ǇŜƻǇƭŜǎΩ ƳƛƴŘǎΣ ǿƘŜǊŜ ƴƻƴŘƛǎŀōƭŜŘ ǇŜƻǇƭŜ ǎŜŜƳ ǘƻ think about the 

disability label in both negative terms and outdated ways. When they see or learn that a person has a 

disability, their first thoughts (and sometimes final conclusions) are άtŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ŀǊŜ 

ŘƛŦŦŜǊŜƴǘΣ ǘƘŜȅΩǊŜ ƭŜǎǎ ŀōƭŜ, or unable ǘƻ ǇŜǊŦƻǊƳ ǘŀǎƪǎ ǿŜƭƭΦέ !s a result, they think, ά²Ŝ ǎƘƻǳƭŘ ƴƻǘ 

expect them to be where nondisabled people ŀǊŜΦέ That includes being in the workplace. 
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These thoughts may not actually be spoken, but theyΩǊŜ άƘŜŀǊŘ and feltέ by people with disabilities who 

have learned how to recognize the negative looks and reactions people send their way. The instant a 

disability label is slapped on to a person with a disability, it often ŦŜŜƭǎ ƭƛƪŜ ǘƘŀǘΩǎ ŀƭƭ others can see.  

LǘΩǎ ōƻǘƘ ŎƻƴŦǳǎƛƴƎ ŀƴŘ ƛƴǘŜǊŜǎǘƛƴƎ ǘƻ ǎŜŜ Ƙƻǿ ǎƻƳŜƻƴŜΩǎ ŦƻŎǳǎ ŀƴŘ ŎƻƴǾŜǊǎŀǘƛƻƴ ǎƘƛŦǘǎ when they 

suddenly realize that this person has a disability. Often, their reactions and expectations go negative. 

One minute they seem to accept you as a person. Everything is fine. The next minute, when they 

άŘƛǎŎƻǾŜǊέ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŀ Řƛǎŀōƛƭƛǘȅ, their mood changes. They are suddenly a different person. You can 

see their demeanor shift and change. LǘΩǎ ŀǎ ƛŦ ȅƻǳΩǾŜ moved from being a new acquaintance, potential 

friend or employee, to being someone they have to be careful with; or, should not expect to include in 

ǘƘŜƛǊ ƭƛŦŜ ƻǊ ǿƻǊƪǇƭŀŎŜΦ .ǳǘΣ ȅƻǳΩǊŜ ǘƘŜ ǎŀƳŜ ǇŜǊǎƻƴ ȅƻǳ ǿŜǊŜ before the disability was observed. Your 

relationship may have been progressing nicely with the other person, then the disability enters the 

picture and it all changes. 

What a difference the άdisability labelέ makes! 

Of course, other groups of people have similar labeling challenges. LŦ ȅƻǳΩǊŜ ŦǊƻƳ ŀ ŎŜǊǘŀƛƴ minority, 

ethnic, religion or gender identity group, some people tend to only see that label and immediately 

associate you with negative or stereotype images and thoughts. TheyΩǾŜ put you into a box, wrapped it 

up and moved you off to the side of their sense of inclusion and equity. ¢ƘŀǘΩǎ exactly how labeling and 

stereotyping leads to discrimination, at the individual and society-wide levels. 

In most cases, these types of negative reactions have lessened over the years from what they used to 

be. Civil rights sensibilities have helped society move away from the dramatic knee-jerk reactions of the 

past. We are making progress towards a greater sense of the individual rather than just using their labels 

or identities. Still, most people will agree, ǿŜ ƘŀǾŜƴΩǘ achieved full acceptance for the more complete 

humanity behind the labels.  

While the general public seems to have made some progress with minorities, religions, gender identity 

and ethnicities, there has been relatively slower progress around disability. The disability identity still 

creates, in too many peopleǎΩ ƳƛƴŘǎ, a biased reaction that usually expresses itself with negativity. They 

most often think, άYou ŎŀƴΩǘ ōŜ a full member of society if you have a disability.έ 

One obvious consequence of these traditional negative attitudes towards people with disabilities is a 

failure to provide full disability access in buildings, facilities, paths of travel, transportation systems, 

education, housing, internet sites, products, equipment, travel, voting, recreation as well as places of 

employment. The list seems never ending. 

Everywhere we turn, some nondisabled architect, engineer, city planner or program operator assumes 

that people with disabilities will not be coming to their location, so they fail to automatically design 

public or private locations with access in mind. When this happens, people with disabilities get designed 

out. 
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Lƴ ŀŘŘƛǘƛƻƴΣ ǿŜΩǊŜ ǎǘƛƭƭ ŜǾƻƭǾƛƴƎ ŀǿŀȅ ŦǊƻƳ ƭƻƴƎǎǘŀƴŘƛƴƎ ŘŜǎƛƎƴ ǇǊƛƴŎƛǇƭŜǎ ǿƘƛŎƘ ǳǘƛƭƛȊŜŘ the 

ǎǇŜŎƛŦƛŎŀǘƛƻƴǎ ƻŦ ŀƴ άŀǾŜǊŀƎŜ Ƴŀƴέ ς in height, reach, strength, and ability ς for designing buildings, 

facilities and products. Complicating access is the historical tradition which dictates that important 

buildings and facilities be designed to impress or humble those entering their spaces. Since Greek and 

Roman times, both public and private buildings needed to have long flights of stairs leading to grand 

entrances in order to show to those entering the power and importance ƻŦ ǘƘŜ ōǳƛƭŘƛƴƎΩǎ ƻŎŎǳǇŀƴǘs. It 

was felt by those in these buildings that they could gain an advantage over those entering them by 

having people άƭƻƻƪ ǳǇέ to both their entrances and authority. This design style can still be found in our 

buildings today. The problem with this classical design style is it perpetuates inaccessible design for 

people with disabilities. These early design principles have evolved a great deal to include others, but 

they are not yet fully and routinely adjusted for people with disabilities. 

As we think about these design traditions, it has been observed that if ƛǘ ǿŜǊŜƴΩǘ ŦƻǊ ƛƴŀŎŎŜǎǎible 

buildings, programs and negative attitudes around disabilities, the word Řƛǎŀōƛƭƛǘȅ ǿƻǳƭŘƴΩǘ have the 

negative meaning it has today. 

In other words, if building and program designers would always follow the idea or definition that the 

άƎŜƴŜǊŀƭ ǇǳōƭƛŎέ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƛƴŎƭǳŘŜǎ members who happen to have a disabilityΣ ǘƘŜƴ ǿŜΩŘ ōŜ ǿŜƭƭ ƻƴ 

our way to full inclusion for people with disabilities. This principle of design is called άǳƴƛǾŜǊǎŀƭ ŘŜǎƛƎƴ.έ 

It teaches us that when designing building or programs, we should design them for everyone who is part 

of ǘƘŜ άƎŜƴŜǊŀƭ ǇǳōƭƛŎέ ς including people with all types of disabilities. So buildings should have ramps 

and elevators for people with mobility disabilities, Braille signs for people who are blind, and visual cues 

for people who are deaf. Programs, meanwhile, could include accommodations such as sign language 

interpreters. ¦ƴŦƻǊǘǳƴŀǘŜƭȅΣ ǿŜΩǊŜ ƴƻǘ ǉǳƛǘŜ ǘƘŜǊŜ ȅŜǘΦ ²Ŝ ŀǊŜ Ƴŀking progress but have a way to go. 

This failure to routinely and ŀƭǿŀȅǎ ŘŜǎƛƎƴ ƻǳǊ ōǳƛƭŘƛƴƎǎ ŀƴŘ ǇǊƻƎǊŀƳǎ ŦƻǊ ŀ άƎŜƴŜǊŀƭ ǇǳōƭƛŎ,έ ǿƘƛŎƘ 

includes all its members (including people with disabilities) continues to perpetuate an artificial 

separation or discrimination that need not exist. Society has a serious shortcoming when it comes to 

understanding that people with disabilities are a major portion (15%) of the general public.  

We must understand that these negative and illogical attitudes about disability are deeply ingrained into 

ǎƻŎƛŜǘȅΩǎ ŎƻƴǎŎƛƻǳǎƴŜǎǎΦ ¢ƘŜǎŜ ƴŜƎŀǘƛǾŜ ŀǘǘƛǘǳŘŜǎ ƘŀǾŜ ǘƘŜƛǊ ǘǊŀŘƛǘƛƻƴ ƛƴ ōƻǘƘ ǿƻǊƭŘ ƘƛǎǘƻǊȅ ŀƴŘ ǊŜƭƛƎƛƻƴΦ 

During earlier times, when societies were rural and based on agricultural or manual occupations, not 

ōŜƛƴƎ ǇƘȅǎƛŎŀƭƭȅ ƻǊ ƳŜƴǘŀƭƭȅ άŦƛǘέ ƳŜŀƴǘ ǘƘŀǘ ȅƻǳ ǿŜǊŜƴΩǘ ŀōƭŜ ǘƻ ŎƻƴǘǊƛōǳǘŜ ǘƻ ǘƘŜ ŎƻƳƳǳƴƛǘȅΩǎ ǿŜƭƭ-

ōŜƛƴƎΦ ¸ƻǳ ǿŜǊŜ ŎƻƴǎƛŘŜǊŜŘ άǎƛŎƪέ ƻǊ ŀƴ άƛƴǾŀƭƛŘέ όǿƻǊŘǎ ƻŦ ǘƘƻǎŜ ǘƛƳŜǎύ ŀƴŘ Ƴǳǎǘ ōŜ ǇǊƻǘŜŎǘŜŘ ŀƴŘ 

held back. You were neither expected nor encouraged to move about in the community or participate in 

any of its activities, including work. 

Lƴ ŀŘŘƛǘƛƻƴΣ Ƴƻǎǘ ƻŦ ǘƘŜ ǿƻǊƭŘΩǎ ƳŀƧƻǊ ǊŜƭƛƎƛƻƴǎ ƘŀǾŜ, at times, depicted disability as something to be 

cured by a miracle, as an object of charity or a curse on the family for prior sins. Not too long ago, one of 

ǘƘŜ ǿƻǊƭŘΩǎ ƳŀƧƻǊ ǊŜƭƛƎƛƻƴǎ ǘƘƻǳƎƘǘ ǘƘŀǘ ǎŜƛȊǳǊŜǎ ǿŜǊŜ ŀ ǎƛƎƴ ƻŦ ōŜƛƴƎ ǇƻǎǎŜǎǎŜŘ ōȅ ǘƘŜ ŘŜǾƛƭΦ These 

myths or misconceptions still hold great power over how people think about disability. 
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The historical drag of these long-held practices, beliefs and traditions about disability continue to haunt 

us today. These are powerful forces to overcome. These longstanding beƭƛŜŦǎ ƭƛƴƎŜǊ ƛƴ ǇŜƻǇƭŜǎΩ ƳƛƴŘǎ 

and express themselves in the present-day biases, stereotypes and negative attitudes about people with 

disabilities. 

The human crime of all this negative thinking, history, and practice is that we are losing the potential 

contributions of a large segment of our population. Plus, their civil and human rights are being limited, 

which is a stain on our democracy.  

Also, think about the economic losses these exclusionary practices represent for the nation when people 

with disabilities are blocked from working. Many nonworking people with disabilities are forced to seek 

disability benefits payments to survive. Add to these costs the further economic losses of unrealized pay 

checks and income taxes, and the numbers quickly grow.  

Curiously, ǘƘŜȅΩǊŜ even some seemingly positive thoughts which present more attitudinal barriers on top 

of the negative labels and traditions described above. 

For example, there are ǘƘŜ άǎǳǇer-humanέ ŀƳŀȊƛƴƎ ǎǘƻǊƛŜǎ about unbelievable feats and 

accomplishments of some people with disabilities that we hear about from time to time. This is when 

nondisabled people marvel at the heroic and unimagined accomplishments of people with disabilities 

who have done something against άall the odds.έ  

ά²ƻǿΣ ƭƻƻƪ ŀǘ ǿƘŀǘ ǘƘŀǘ ǇŜǊǎƻƴ ǿƛǘƘ ŀ Řƛǎŀōƛƭƛǘȅ Ƙŀǎ ŘƻƴŜΣ ǘƘŜȅΩǊŜ ŀƳŀȊƛƴƎΗέ  

These are thŜ άƛƴǎǇƛǊƛƴƎ ƴŜǿǎέ ǎǘƻǊƛŜǎ ȅƻǳ may read or hear about in the media, lƛƪŜ άBlind man climbs a 

Mount Everest,έ ƻǊ άParalyzed man swims the English Channel.έ {ǳǊŜΣ ǘƘŜǎŜ are admirable 

accomplishments, but why does the news only tell these amazing stories when the important news is 

about people with disabilities being average ς living average lives as workers, parents, home owners, 

volunteers, community leaders, etc. 

As a result of all these too low and too high extremes, disability discrimination remains a drag.  

Lǘ ƳŀƪŜǎ ƴƻ ǎŜƴǎŜΦ LǘΩǎ ǿǊƻƴƎΦ LǘΩǎ ƛƭƭŜƎŀƭΦ ¸Ŝǘ, it lingers.  

All of this can be very discouraging for people with disabilities as they think about working and a career. 

It can make it all seem impossible.  

We must recognize these harsh realities and commit ourselves to dealing with them at every turn. We 

must know that all these labels, negative messages and inaccessible attitudes can be surmounted. The 

looks, the obstacles, the condescending words, the pity, and unequal treatment can be beaten back. We 

must constantly remind ourselves not to allow these negative forces drag us down or hold us back.  

The real danger of all of this is that it tends to force the person with a disability to accept or internalize 

the negative notions about who they are.  
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So, if you are a person with a disability and have negative feelings about yourself, understand why this 

happens and never blame yourself or feel inadequate for being discouragedΦ !ǎ ǿŜΩǾŜ ŘƛǎŎǳǎǎŜŘ ƛƴ ǘƘƛǎ 

Lesson, these are longstanding and deeply held traditions which are gradually changing and will 

dramatically change for you when you become determined not to give in.  

5ƻƴΩǘ be discouraged.  

5ƻƴΩǘ ƭŜǘ ƛƎƴƻǊŀƴŎŜ ǿƛƴΦ 

Lesson 2 ɂ Creating a New Experience 
What can we do about this negativity and oppression? Can we do anything? Well, discrimination (and 

ǘƘŀǘΩǎ ǿƘŀǘ ǘƘƛǎ ƛǎ) is most oppressive when you let it happen. If left unchallenged, negative attitudes 

ŀƴŘ ǇǊŀŎǘƛŎŜǎ ǎǳǊǊƻǳƴŘƛƴƎ ǎƻŎƛŜǘȅΩǎ ŎƻƴŎŜǇǘ ŀōƻǳǘ Řƛsability are confirmed.  

Negative attitudes will only be reversed when the oppressed person or group decides not to accept or to 

comply with the stereotypes impose on them. People with disability must teach society a new lesson 

about their potential.  

Imagine that ȅƻǳ ǿŜǊŜ ŀ ǿƻƳŀƴ ƛƴ ǘƘŜ мфрлΩǎΦ 5ǳǊƛƴƎ ǘƘŀǘ ǘƛƳŜΣ ǎƻŎƛŜǘȅ ŜȄǇŜŎǘŜŘ ȅƻǳ ǘƻ ōŜ ŀ house wife 

and not to work; or, if you did work your occupational choices were severely limited. There were many 

unhappy and unfulfilled women who were forced by society into these stereotype roles.  

During the 1960ΩǎΣ ŀƴŘ ŎƻƴǘƛƴǳƛƴƎ ǘƻŘŀȅΣ ǿƻƳŜƴ decided ǘƘŀǘ ǎƻŎƛŜǘȅΩs attitudes about their role were 

wrong and they have been leading a movement to teach society new values. Women decided to take 

control of the conversation and redefine their roles. ¢ƘŜƛǊ ǎǘǊǳƎƎƭŜ ƛǎƴΩǘ ƻǾŜǊΣ ōǳǘ ƛǘΩǎ ǿŜƭƭ ǳƴŘŜǊǿŀȅ and 

we see strides forward every day. 

The same journey has been undertaken by minorities and other oppressed groups or classes of people.  

People with disabilities have begun a similar journey dedicated to teaching society the truth about who 

they are and what they can do. Just like the efforts of women and minority and oppressed groups, the 

ǎǘǊǳƎƎƭŜ ƛǎƴΩǘ ƻǾŜǊΣ ōǳǘ ǘƘŜǊŜ ƛǎ ǇǊƻƎǊŜǎǎ ǘƻǿŀǊŘ ŎƘŀƴƎŜΦ 

As we look at other social movements, the lesson to be learned is each person with a disability has a 

responsibility, an opportunity, to make a statement about a new disability reality ς their disability 

reality.  

In other wordsΣ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŀŎŎŜǇǘ existing negative attitudes or expectations or discriminatory 

ǇǊŀŎǘƛŎŜǎΦ ¸ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ƭŜǘ ƻǘƘŜǊǎ ŘŜŦƛƴŜ ǿƘƻ ȅƻǳ ŀǊŜ ŀƴŘ ǿƘƻ ȅƻǳ want to become. You can and 

must control your destiny. You can and must educate those around you about your true potential.  

Regarding your employment potential, you must build up your self-confidence, have a plan and get busy 

achieving your plan. You must learn the lessons of this book. You have the power to make it happen 

when youΩǊŜ ŘŜǘŜǊƳƛƴŜŘ. 
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¢ƘŜ ōŜŀǳǘȅ ŀōƻǳǘ ǘƘƛǎ ǎǘǊŀǘŜƎȅ ƛǎ ǘƘŀǘ ƛǘ ƴƻǘ ƻƴƭȅ ƎƛǾŜǎ ȅƻǳ ǇƻǿŜǊ ǘƻ ŎƻƴǘǊƻƭ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ǘƘƛƴƪƛƴƎ 

about you, it often becomes a self-fulfilling prophesy. In other words, if you want to become an 

engineer, manager or a teacher, your determination and hard work will likely lead you to success. It you 

wish it, it will happenΗ /ƻƴǾŜǊǎŜƭȅΣ ƛŦ ȅƻǳ ŘƻƴΩǘ ǿƛǎƘ ƛǘΣ ƛǘΩǎ ŦŀǊ ƭŜǎǎ ƭƛƪŜƭȅ ǘƻ ƘŀǇǇŜƴΦ [ŜǘΩǎ ōŜ ŦǊŀƴƪΣ ƛŦ 

youΩǊŜ not determined, ȅƻǳΩre not likely to succeed. 

You have the power to control your destiny because you, not society, should control and define who you 

are and who you want to do. Your personal power is how you define yourself to others through your 

words and actions. Your personal power is how you present yourself to others and how you expect them 

to perceive you.  

By practicing this self-determination or personal power, you can begin to beat back those negative 

perceptions and stereotypes about your disability. You can άwillέ yourself to success. Be positive and 

push back the ƴŜƎŀǘƛǾƛǘȅ ǘƘŀǘ Ƴŀȅ ŎƻƳŜ ȅƻǳǊ ǿŀȅΦ LǘΩǎ ŀƳŀȊƛƴƎ Ƙƻǿ ǇŜƻǇƭŜ ǊŜǎǇƻƴŘ ǘƻ ȅƻǳǊ 

determination. They most often embrace it because they admire your zeal, tenacity and will power to 

take control of your situation. 

With the right zeal, motivation, and presentation, you will no longer appear άdisabledέ to them as they 

usually understand the meaning of this label or word. It may change the entire perception of disability 

as well. 

For example, if you use a wheelchair, chances are when you enter a room other people see the 

wheelchair before they see you. MorŜƻǾŜǊΣ ǿƘƛƭŜ ȅƻǳΩǊŜ ƛƴ ǘƘŜ ǊƻƻƳ the wheelchair might be all they 

see when they look at you. Plus, the wheelchair, not you, establishes their expectations about you. And, 

you can bet that their expectations are not totally positive.  

In such a situation, you must begin to practice using your personal power to define yourself in a more 

positive and complete way. You are not your wheelchair. You are a competent, talented and interesting 

person who happens to use a wheelchair. You have a personality, intelligence, ambition, experience, 

and sense of huƳƻǊΦ LǘΩǎ ǳǇ ǘƻ ȅƻǳ ǘƻ ƭŜǘ ǘƘƻǎŜ parts of yourself fill the room and ƻǾŜǊǊƛŘŜ ǎƻŎƛŜǘȅΩǎ 

inability to see beyond the wheelchair. You need to (and can) beat back the negativity in the room by 

pulling the attention away from your mobility device and putting it on you with your personal power 

(personality, determination, and passion).  

Attitudes are powerful ς both theirs and yours. However, one of the beautiful aspects of human beings 

is that we can learn when we get new information. In the example described above, the nondisabled 

person assumes when they see the person in the wheelchair that he or shŜ ƛǎ άŎƻƴŦƛƴŜŘέ ǘƻ ŀ ǿƘŜŜƭŎƘŀƛǊ 

and άunableέ to do many things. In addition to having been taught to think like this by society, they 

ŀǎǎǳƳŜ ǘƘŀǘ ƛŦ ǘƘŜȅ ǿŜǊŜ ǎƛƳƛƭŀǊƭȅ άŎƻƴŦƛƴŜŘέ ǘƻ ŀ ǿƘŜŜƭŎƘŀƛǊΣ ǘƘŜȅ ŎƻǳƭŘƴΩǘ ǿƻǊƪ in their jobs. And, 

more importantly, they assume that they (and by extension you) ŎƻǳƭŘƴΩǘ Řƻ ǘƘŜ Ƨƻō ȅƻǳ Ƴŀȅ ōŜ seeking 

with them.  

How wrong they are!  
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This is a teaching moment. In the example above, if we take advantage of this teaching moment, the 

person in the wheelchair might fight back by simply saying, άIi, my name is JillΣ ŀƴŘ ƛǘΩǎ ǎƻ ƴƛŎŜ ǘƻ ƳŜŜǘ 

you.έ ¢ƘŜƴΣ the person using a wheelchair should keep the conversation going in a friendly and self-

confident manner until the point is made about the person ς not the wheelchair. By transforming 

herself into a likeable, knowledgeable and friendly person, people are more likely to begin to see Jill as a 

complete person, rather than just a άŘƛǎŀōƛƭƛǘȅ ƭŀōŜƭ.έ  

Plus, by being proactive and presenting herself in a positive and powerful way, Jill is helping to further 

advance the equality of not only herself, but also the millions of other people with disabilities who will 

profit from her example. 

So, if you have a disabilityΣ ǎǘƻǇ ŀŎŎŜǇǘƛƴƎ ǎƻŎƛŜǘȅΩǎ ƴŜƎŀǘƛǾŜ disability related expectations about you. 

Know they will be coming your way, especially in the world of work. Develop a personal strategy for 

taking the power back through the force of your personality. Teach your audience and society a new 

lesson about disability and who you are. Speak up about your interest, skills, experiences, and you will 

begin to push away those artificial barriers.  

And, never ƭŜǘ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ ōŜƭƛŜŦǎ ŀōƻǳǘ ȅƻǳ make you afraid, mad and hold you back. Believe in 

yourself.  Develop your personal power in a positive way and you will change the conversation.  

In later Lessons, ǿŜΩƭƭ explain more on how to do this. For now, commit yourself to developing your 

personal power to change the negative conversation. 

Lesson 3 ɂ A New Perspective for the Workplace 
Whenever we start a new activity, sport or job, if we want to be successful, we must prepare ourselves.  

CƻǊ ŜȄŀƳǇƭŜΣ ǎǳŎŎŜǎǎŦǳƭ ŀǘƘƭŜǘŜǎ ŘƻƴΩǘ Ƨǳǎǘ ǘŀƪŜ to ǘƘŜ ǎǇƻǊǘΩǎ ŦƛŜƭŘ ŀƴŘ ŎƻƳǇŜǘŜ ǿƛǘƘƻǳǘ ǎǘǳŘȅƛƴƎ, 

preparing and practicing the sport. They first learn the rules of the game. Then, they get in shape or 

proper condition and practice the ƎŀƳŜΩǎ ǾŀǊƛƻǳǎ Ǉƭŀȅǎ ƻǊ ǎƪƛƭƭǎΦ Finally, and most importantly, they 

assess their mental readiness or toughness to compete.  

Iǘ ƛǎ ǘƘƛǎ ƭŀǎǘ ƛǘŜƳΣ ȅƻǳǊ άƳŜƴǘŀƭ ǊŜŀŘƛƴŜǎǎ ƻǊ ǘƻǳƎƘƴŜǎǎ ǘƻ ŎƻƳǇŜǘŜέ which is the most important place 

to begin your journey toward becoming a successful employee ǿƘƻ ƘŀǇǇŜƴǎ ǘƻ ƘŀǾŜ ŀ ŘƛǎŀōƛƭƛǘȅΦ LǘΩǎ 

fundamentally important that you develop your mental toughness to compete and win.  

Once you develop positive and correct attitudes about yourself (mental toughness), all the other 

preparation and practical steps will be easier to master. 

The ideas below are designed to help build a positive perspective on disability while rejecting ǎƻŎƛŜǘȅΩǎ 

outdated myths and stereotypes about disability and employment. These ideas are the way things 

should be, not necessarily the way things are now. 

The considerations listed below can help you better prepare yourself for the road ahead. And, as you 

think about these new perspectives on disability, let them become your foundation for teaching others 

who you really are.  
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With these concepts in mind, you will become a more interesting and powerful job candidate for 

employers to consider. And, in the process, it will help to ǎƘƛŦǘ ǎƻŎƛŜǘȅΩǎ ƳƛǎŎƻƴŎŜǇǘƛƻƴǎ ŀōƻǳǘ ǿƻǊƪŜǊǎ 

with disabilities ς one person at a time.  

1) Disability is n ormal  

Say this short sentence to yourself: ά5ƛǎŀōƛƭƛǘȅ ƛǎ bƻǊƳŀƭ.έ {ŀȅ ƛǘ ŀƎŀƛƴΦ {ŀȅ ƛǘ ƻǳǘ ƭƻǳŘΦ !ƴŘΣ ƻƴŎŜ ƳƻǊŜ ς 

ά5ƛǎŀōƛƭƛǘȅ ƛǎ bƻǊƳŀƭ.έ 

Let that sentence wash over you for a few thoughtful and reflective momentsΦ  ά5ƛǎŀōƛƭƛǘȅ ƛǎ bƻǊƳŀƭ.έ 

After you say this to yourself ŀ ƴǳƳōŜǊ ƻŦ ǘƛƳŜǎΣ Ƙƻǿ ŘƻŜǎ ƛǘ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ ²ƘŀǘΩǎ ȅƻǳǊ ǊŜŀŎǘƛƻƴΚ Iƻǿ 

does it impact how you think about disability and ŀōƻǳǘ ȅƻǳǊǎŜƭŦΚ LŦ ȅƻǳΩǊŜ ŀōƭŜ ǘƻ ŜƳōǊŀŎŜ ǘƘƛǎ ƛŘŜŀ, 

that yƻǳΩǊŜ ƴƻǊƳŀƭ ŀƴŘ ǾŀƭǳŀōƭŜΣ Ƨǳǎǘ ƭƛƪŜ ŜǾŜǊȅƻƴŜ ŜƭǎŜΣ Ƙƻǿ ƳƛƎƘǘ ǘƘƛǎ ǇǊƛƴŎƛǇƭŜ ōŜƎƛƴ ǘƻ ƛƳǇŀŎǘ ȅƻǳǊ 

self-confidence? How might it impact the self-confidence of people with disabilities every? 

If you have a disability, this statement might be very hard for you to accept because so much of your life 

experience has tolŘ ȅƻǳ ǘƘŀǘ άȅƻǳ ŀǊŜ ŘƛŦŦŜǊŜƴǘέ ŀƴŘ possibly worse. For example, when you may see 

ǘƘŜ ǎƛƎƴǎ ǘƘŀǘ ǎŀȅǎΣ ά¢ƘŜ Řƛǎŀōƛƭƛǘȅ ŜƴǘǊŀƴŎŜ ƛǎ ƛƴ ǘƘŜ ōŀŎƪέΣ ǘƘƛǎ ƳŜǎǎŀƎŜ ŜƳǇƘŀǎƛȊŜǎ ǘƘŀǘ ǘƘŜ Ƴŀƛƴ ƻǊ 

άƴƻǊƳŀƭέ ǇŜǊǎƻƴǎΩ ŜƴǘǊŀƴŎŜ ƛǎ ŘƛŦŦŜǊŜƴǘ ŦǊƻƳ ǘƘŜ ǎǇŜŎƛŀƭ ƻǊ ǎŜǇŀǊŀǘŜ Ŝƴǘrance for you. In many ways, 

Ƴƻǎǘ ƻŦ ǎƻŎƛŜǘȅΩǎ ƳŜǎǎŀƎŜǎ ǘƻ ȅƻǳ ŀǊŜ ǘƘŀǘ ȅƻǳ ŀǊŜ ŘƛŦŦŜǊŜƴǘ and not included in the mainstream or not 

normal. 

{ƻ Ƙƻǿ Ŏŀƴ άŘƛǎŀōƛƭƛǘȅ ōŜ ƴƻǊƳŀƭέΚ 

When you were growing-up with a disability, did your teachers or relatives ask your friends or brothers 

ƻǊ ǎƛǎǘŜǊǎ ǿƘƻ ǿŜǊŜ ƴƻǘ ŘƛǎŀōƭŜŘΣ άǿƘŀǘ ŀǊŜ ȅƻǳ ƎƻƛƴƎ ǘƻ ōŜ ǿƘŜƴ ȅƻǳ ƎǊƻǿ ǳǇΚέ  5ƛŘ ǘƘŜȅ ŀǎƪ ȅƻǳΚ LŦ 

not, how did you feel when they ŘƛŘƴΩǘ ŀǎƪ you this question?  

When you were at school and sports or other class events and activities were happening, were they 

open to you?  

aŀȅōŜ ȅƻǳ ŜǾŜƴ ǘƻƻƪ ŀ άǎǇŜŎƛŀƭέ ōǳǎ ǘƻ ǎŎƘƻƻƭΣ ǿƘƛƭŜ ƻǘƘŜǊǎ ǘƻƻƪ ǘƘŜ άǊŜƎǳƭŀǊέ ōǳǎΦ  

²ƘŀǘΩǎ άnormalέ about that? 

The fact is that in many cases, disability takes extra time, effort and expense. 

As a result, we can sometimes look at disability as a άdrag.έ 

{ƻΣ Ƙƻǿ Ŏŀƴ άŘƛǎŀōƛƭƛǘȅ ōŜ ƴƻǊƳŀƭέΚ 

Well, in fact, disability is a very common characteristic or trait of human beings. Did you know that at 

least 15% of ǘƘŜ ǿƻǊƭŘΩǎ ǇƻǇǳƭŀǘƛƻƴ Ƙŀǎ ŀ ŘƛǎŀōƛƭƛǘȅΚ ²ŜƭƭΣ ƛǘΩs true. This means that over 1 billion of the 

ǿƻǊƭŘΩǎ т ōƛƭƭƛƻƴ ǇŜƻǇƭŜ ƘŀǾŜ ŀ ŘƛǎŀōƛƭƛǘȅΦ ¢ƘŀǘΩǎ ƳƻǊŜ ǘƘŀƴ ǘhree (3) times as many people as there are 

in the United States. So, disability is not rare: in fact, ƛǘΩǎ ǉǳƛǘŜ ŀ ŎƻƳƳƻƴΦ LǘΩǎ ǎƻ ŎƻƳƳƻƴ ƻǊ ǇǊŜǾŀƭŜƴǘ 

that it should be considered a normal part of the human conditionΦ LǘΩǎ ƭƛƪŜ ŀƴȅ ƻǘƘŜǊ ƎǊƻǳǇǎ ƻǊ 
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segments of the human conditionΦ LǘΩǎ like being tall or short (there are more disabled people in the 

world than people over 6 feet tall).  

Take any segment of society ς your class, your school, your community, your state, your country, the 

world. Where groups of human beings exist, you will surely ŦƛƴŘ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ŀƳƻƴƎ ǘƘŜƳΦ LǘΩǎ 

both a normal ŀƴŘ ƴŀǘǳǊŀƭƭȅ ƻŎŎǳǊǊƛƴƎ ǇƘŜƴƻƳŜƴŀ ƛƴ ǎƻŎƛŜǘȅΦ  {ƻΣ ǿƘȅ ŎŀƴΩǘ ǿŜ ǾƛŜǿ ǇŜƻǇƭŜ ǿƛǘƘ 

disabilities as a normal part of the human condition and, in turn, always count them in and not out?  

If we could begin to think this way, to always expect people with disabilities to be among us, we would 

begin to normalize both our expectations and readiness to include them fully in all that we do. Such an 

attitude (a new attitude) to make disability normal must become part of our new perspective. 

AŎŎŜǇǘƛƴƎ ǎƻŎƛŜǘȅΩǎ ǇŜǊǎǇŜŎǘive that disability is different from the normal range of the human condition 

or experience not only sends society the wrong message, it takes your power away. 

Now, how do we turn that negative around? 

Well, this nation, every state, and most localities have passed numerous disability nondiscrimination 

laws, as well as pursued numerous public education programs designed to change this exclusionary 

thinking. However, these laws and efforts may not help you when you present yourself for employment.  

{ƻΣ ƛǘΩǎ important for you to believe in yourself as a άƴƻǊƳŀƭέ person, so that others will likely follow 

your lead and include you. 

5ƻƴΩǘ Ƨǳǎǘ ōŜƭƛŜǾŜ ƛǘΣ ƪƴƻǿ ƛǘΦ ¢ƘŜ ǘǊǳǘƘ ƛǎ ǘƘŀǘ ȅou are a normal person.   

Disability is a normal part of the human condition.  

LeǘΩǎ ōŜƎƛƴ ǘƻ ǘƘƛƴƪ ǘƘƛǎ ǿŀȅΦ Lǘ Ŏŀƴ build your self-confidence to see yourself, not as a disabled person 

looking for a job but, as a job candidate who, like all other job applicants, may be tall or short, male or 

female, have a disability or not.  

Be prepared and confident about this fundamental truth.  

Not only should you feel this way about yourself; but, you should also act this way in your life ς be 

normal. 

LǘΩǎ ƴƻǊƳŀƭ ǘƻΥ 

¶ Go to school 

¶ Work 

¶ Travel and take vacations 

¶ Participate in recreation and sports όŜǾŜƴ ǘƘǊƻǳƎƘ άŀŘŀǇǘƛǾŜέ ǊŜŎǊŜŀǘƛƻƴύ 

¶ Exercise full citizenship -- VOTE 

¶ Have friends, a partner and, maybe, a family 
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Make disability a normal part your life. 

2.  Diversity includes d isability  

[ŜǘΩǎ ōŜƎƛƴ ǘƘƛǎ ǘƻǇƛŎ by recognizing and promoting the idea that diversity in the work place is not 

complete until it includes workers with disability. Diversity, by definition, must include people with 

disabilities. 

As you know, employers have widely embraced the idea that having a diverse workforce gives them a 

better workforce and, in turn, a stronger company.  Both practice and research have demonstrated that 

when employers include women and minorities, they get a broader perspective within their 

organizations which results in better performance and productivity. A more diverse workforce means 

better work teams, more ways of looking at problems and more experiences to consider when solving 

problems. 

tƭǳǎΣ ƘŀǾƛƴƎ ŀ ƳƻǊŜ ŘƛǾŜǊǎŜ ǿƻǊƪŦƻǊŎŜ Ŏŀƴ ƛƴŎǊŜŀǎŜ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀōƛƭƛǘȅ ǘƻ ōŜǘǘŜǊ ǎŜǊǾŜ ŀƴŘ ƳŀǊƪŜǘ 

to the groups they represent. In other words, organizations can perform better and make more money 

when they utilize the insights of their employees who are women and minorities in crafting how to 

market to these publics. If ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ workforce is limited in just one perspective ς ƭŜǘΩǎ ǎŀȅ 

mostly white males ς ŦŜǿŜǊ ƭƛŦŜ ŜȄǇŜǊƛŜƴŎŜǎ ŀǊŜ ƛƴǾƻƭǾŜŘ ƛƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŘƛǎŎǳǎǎƛƻƴǎ ƻƴ Ƙƻǿ to 

reach other segments or publics in the marketplace (women and minorities). A monolithic work force, 

containing just one perspective or category of workers, tends to reduce the richness of the 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀōƛƭƛǘȅ ǘƻ ǘƘƛƴƪ ƳƻǊŜ ōǊƻŀŘƭȅ ŀƴŘ άƻǳǘǎƛŘŜ ƻŦ ǘƘŜ ōƻȄ.έ 

With the awareness and attention currently being paid by employers to the value of diversity, you 

should consider preparing yourself to promote the idea that disability (including your disability) is an 

important addition to employers' diversity efforts. Having workers with disabilities in their organization 

can help them expand their diversity capability. If you have a disability, you can help them reach those 

goals. 

Given that around 15҈ ƻŦ ōƻǘƘ ƻǳǊ ƴŀǘƛƻƴΩǎ ŀƴŘ ǿƻǊƭŘΩǎ ǇƻǇǳƭŀǘƛƻƴ ǊŜǇƻǊǘ ƘŀǾƛƴƎ ŀ ŘƛǎŀōƛƭƛǘȅΣ ȅƻǳ Ŏŀƴ 

remind a potential employer that people with disabilities represent an important market share. If you 

can help an organization more effectively reach and better serve this additional 15% of the public, that is 

an added value to your job candidacy. And 15҈ ƻŦ ǘƘŜ ƴŀǘƛƻƴΩǎ ǇƻǇǳƭŀǘƛƻƴ ǊŜǇǊŜǎŜƴǘǎ ŀ ǾŜǊȅ ƭŀǊƎŜ 

market share for any organization, especially if they haveƴΩǘ thought about it before. According to the 

American Institute for Research, people with disabilities spend $480 billion each year. In comparison, 

African Americans spend $501 billion, and Hispanic Americans spend $582 billion. (People with 

disabilities are a part of every other population group too ς including African Americans and Hispanic 

Americans). Given these numbers, imagine the power of your suggestion that a company can sell their 

products or serve 15% more people in the marketplace. This can be a great selling point for around the 

idea of hiring workers with disabilities who Ŏŀƴ ǇƻǘŜƴǘƛŀƭƭȅ ƘŜƭǇ ŀ ŎƻƳǇŀƴȅΩǎ ŘƛǾŜǊǎƛǘȅ and marketing 

efforts. When an organization overlooks this part of the population (a significant market share), the 

organization or company will be less competitive in the market place.  



27 |  
 

LŦ ȅƻǳ ŀǊŜ Ƨƻō ŀǇǇƭƛŎŀƴǘ ǿƛǘƘ ŀ ŘƛǎŀōƛƭƛǘȅΣ ȅƻǳǊ ŎƻƴƴŜŎǘƛƻƴ ǘƻ ǘƘƛǎ άŘƛǎŀōƛƭƛǘȅ ƳŀǊƪŜǘέ ƛǎ ŀ ǾŀƭǳŀōƭŜ ǎŜƭƭƛƴƎ 

point for why employers should hire you. With your life experience, understanding, knowledge and 

insight about people with disabilities, you can help their organization reach out and better relate to the 

disability public. Your disability identity connection can help the employer develop better products and 

services for people with disabilities, engage them, and bring in more customers and sales. That can be a 

powerful message in an interview ς one that can land you a job and build a career.  

Perfecting your message around this aspect of diversity, however, will take some effort on your part. As 

you prepare yourself to represent the disability constituency and its market share, you must first study 

the disability community more fully, so that you can truly describe yourself as valued added to an 

ŜƳǇƭƻȅŜǊΩǎ disability diversity capability. You must prepare yourself for this role. Do your research.  Do 

ȅƻǳǊ ƘƻƳŜǿƻǊƪ ŀƴŘ ƭŜŀǊƴ άƘƻǿ ǘƻέ ŜƴƘŀƴŎŜ ȅƻǳǊ ŀōƛƭƛǘȅ ǘƻ ǊŜǇǊŜǎŜƴǘ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ǿƛǘƘƛƴ ŀ 

company or organization. 

There are many ways to do this. For example, get involved with community disability organizations and 

learn more about what other people with disabilities are feeling and saying. Learn about disability 

demographics (numbers); disability culture; disability organizations; how to best be approach or market 

to people with disabilities; and more.  In order to be credible in this way, you need to learn as much as 

you can about your disability community. Begin to develop this capability as a positive asset to your 

employment candidacy.  

More details on this subject can be found in Lesson 12 below. 

3.  Having a disability is an a sset  

As we discussed earlier, disability is often viewed by an employer as a limitation, inability or liability.  

When people think about disability, they think first and sometimes only about related άfunctional 

limitations.έ They think about the things people with disabilities ŎŀƴΩǘ Řƻ. They think if somebody is in a 

wheelchair, bliƴŘ ƻǊ ŘŜŀŦ ȅƻǳ ŎŀƴΩǘ perform in a job because they ŎŀƴΩǘ ǿŀƭƪΣ ǎŜŜΣ ƻǊ ƘŜŀǊ. 

But if you have a disability, ǘƘŀǘΩǎ just the cover of your bookΦ LǘΩǎ not the story inside. And, we all know, 

άȅƻǳ ŎŀƴΩǘ ƧǳŘƎŜ ŀ ōƻƻƪ ōȅ ƛǘǎ ŎƻǾŜǊ.έ 

{ƻΣ ƭŜǘΩǎ ŎƻƴǎƛŘŜǊ ǘƘŜ ǎǘƻǊȅ ƛƴǎƛŘŜ ǘƘŜ ōƻƻƪΦ IŀǾŜ ȅƻǳ ŜǾŜǊ ǘƘƻǳƎƘǘ ŀōƻǳǘ ǘƘŜ ŦŀŎǘ ǘƘŀǘ ƳŀƴŀƎƛƴƎ ŀ 

disability has likely given you skills and experiences that may have made you a better person? And, 

perhaps, a better job candidate? Or that the experience of handling a disability develops skills which 

might be useful in the workplace? And that you might be able to brag about those skills when presenting 

yourself for a job? 

Often, having a disability teaches a person new skills or makes certain skills better or more complete. A 

disability can challenge you to plan more carefully; to develop other strengths and capabilities more 

completely; to problem-solve in more complex ways; and to help others better accept and understand 

disability by educating them about it.   



28 |  
 

For example, managing a disability often forces you to plan your activities of daily living more carefully. 

LŦ ȅƻǳΩǊŜ ƛƴ ŀ ǿƘŜŜƭŎƘŀƛǊΣ ȅƻǳ ŎŀƴΩǘ ŦƻǊƎŜǘ ƻr ignore the morning alarm ōŜŎŀǳǎŜ ȅƻǳ ŎŀƴΩǘ ǎƭŜŜǇ in and 

later expect to jump out of bed, at the last minute, and rush to work. You need to have a disciplined and 

well-timed morning routine which cannot vary. You must be organized and practice time management 

skills. 

Plus, if you have attendants supporting you, you must recruit them, interview them, train them, 

supervise them, evaluate them, pay them, and even fire them when necessary.  These skills are similar 

to being a workplace supervisor. 

When you encounter disability discrimination in its various forms, you have to advocate for yourself and 

calmly explain to others the facts about what you can do which they ŘƻƴΩǘ ǎŜŜƳ ǘƻ ǳƴŘŜǊǎǘŀƴŘΦ ¢ƘŜǎŜ 

are vital communication skills designed to influence ƻǊ άǎŜƭƭέ others. They also translate perfectly to the 

workplace. 

If you think about it, many disability-related experiences and tactics can be translated into workplace 

skills. 

These might be:  

¶ time management 

¶ setting priorities 

¶ program or project management 

¶ supervision 

¶ payroll and bookkeeping 

¶ educating and persuading people 

¶ determination and hard work 

bƻǿΣ ǘƘƛǎ ƛǎƴΩǘ ǘƻ ǎŀȅ ȅƻǳΩǊŜ ŀ ǎŜŀǎƻƴŜŘ ǇǊƻŦŜǎǎƛƻƴŀƭ ƻǊ ŜȄǇŜǊǘ ƛƴ ǘƘŜǎŜ ǎkills; however, your disability 

experience has taught you some valuable lessons and given you some noteworthy experiences which 

can translate to a job and the workplace. 

So, having a disability is like having a jobΦ LǘΩǎ ƭƛƪŜƭȅ ǘƻ ƘŀǾŜ developed and improved these and other 

skills. This way of evaluating your skills is similar to the way veterans evaluate their military experience 

in terms of civilian jobs. Or how a stay-at-home parent might share their experience after managing a 

household and raising the kids.  

Think about all the different experiences and skills around managing your disability which you have 

developed. Categorize them into workplace talents like maturity, discipline, judgment, as well as the 

listing above.  

As we will reveal later in this book (Part II) these qualities are the top skills which employers want. 5ƻƴΩǘ 

ignore or underestimate the value of the disability experience as an asset to your candidacy for a job.  
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4. Accommodations or  adjustment s 

Often, having a disability means finding yourself in situations ς especially in the workplace ς where you 

need to request a disability-related accommodation.  You begin by describing to your boss how you 

ŎŀƴΩǘ Řƻ ǎƻƳŜǘƘƛƴƎ ǘƘŀǘ ǘƘŜ Ƨƻō ǊŜǉǳƛǊŜǎ ȅƻǳ ǘƻ Řƻ ōŜŎŀǳǎŜ ƻŦ ŀ Řƛǎŀōƛƭƛǘȅ ŀƴŘ that you need assistance, 

new equipment, or a rearranging of your job duties or work times to perform the job itself.  

To most employers, the subject of an accommodation for a worker with a disability sounds rather 

special and different as well as requiring extra effort and expense. The reality is that most 

accommodations are relatively easy to provide and lead to better job performance by the employee. For 

example, voice dictation software usually costs under $200 ς a relatively small expense for most 

organizations ς and a more flexible schedule ǘƘŀǘ ŀƭƭƻǿǎ ǿƻǊƪƛƴƎ ŦǊƻƳ ƘƻƳŜ ǿƻƴΩǘ Ŏƻǎǘ ŀƴȅ ƳƻƴŜȅ ŀǘ 

all.  

LŜǘΩǎ ƛƳŀƎƛƴŜ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ƭŀƴŘŜŘ ŀ Ƨƻō ŀƴŘ ƴƻǿ ƴŜŜŘ ǘƻ ǊŜǉǳŜǎǘ ŀƴ ŀŎŎƻƳƳƻŘŀǘƛƻƴΦ Since your 

employer ƛǎ ǇǊƻōŀōƭȅ ŎƻǾŜǊŜŘ ōȅ ŀ ƭŀǿ ƻƴ ǘƘƛǎ ǎǳōƧŜŎǘΣ ǘƘŜȅΩǊŜ ƭƛƪŜƭȅ ǘƻ be very careful to respond to 

your request appropriately. However, you may still feel awkward or sense uneasiness in the 

conversation. You may feel likŜ ȅƻǳΩǊŜ ƛƳǇƻǎƛƴƎ ƻƴ ȅƻǳǊ ōƻǎǎ ŀƴŘ this request is making you may feel 

vulnerable because you are different from the other workers. Plus, there is a power differential between 

the boss and you, so asking or άǘŜƭƭƛƴƎέ ǘƘŜ ōƻǎǎ ǘƻ Řƻ ǎƻƳŜǘƘƛƴƎ for you is often a hard conversation to 

have. 

Sometimes, these feelings are so powerful that they cause people with disabilities not to ask for needed 

ŀŎŎƻƳƳƻŘŀǘƛƻƴǎΦ ¢ƘŜȅ ŘƻƴΩǘ ǿŀƴǘ ǘo upset either the boss or their co-ǿƻǊƪŜǊǎΦ ¢ƘŜȅ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŦŜŜƭ 

άspecialέ and άdifferent.έ They want to do their jobs without the fuss of asking for disability-related job 

accommodations. They want to be a άregularέ worker, just like everyone else.  

The fact is that every worker, disabled or not, asks or requests accommodations all the time. And the 

ƻƴŜǎ ǘƘŀǘ ŀǊŜƴΩǘ ŘƛǊŜŎǘƭȅ ǊŜƭŀǘŜŘ ǘƻ Řƛǎŀōƛƭƛǘȅ ŀǊŜ ƻŦǘŜƴ granted by a supervisor without any of the 

negative feelings that can surround a disability-related accommodation.  

Why? 

WŜƭƭΣ ǘƘŀǘΩǎ ōŜŎŀǳǎŜ ǘƘŜǎŜ ƻǘƘŜǊ ŀŎŎƻƳƳƻŘŀǘƛƻƴǎ ŀǊŜƴΩǘ Ŏalled disability accommodations. TheyΩǊŜ 

thought of as routine work adjustments, performance improvements or enhancements. These are things 

are regularly granted to workers so they can be productive.  

For example, in the modern economy many new workers also get new chairs (especially if the 

organization has worn-out or uncomfortable ones). They call these special chairs άergonomic chairs.έ 

They fit the individual size of a person and improve their workplace performance by reducing repetitive 

injuries and related ǿƻǊƪŜǊǎΩ compensation costsΦ ¢ƘŀǘΩǎ ŀ Ƨƻō ŀŎŎƻƳƳƻŘŀǘƛƻƴ. Other examples of these 

normal or typical workplace accommodations are when workers adjust their work hours for child-care 

needs or work from home ǘƻ ƪŜŜǇ ŀ ŘƻŎǘƻǊΩǎ ŀǇǇƻƛƴǘƳŜƴǘ, meet the plumber or cable guy, and more. 

These are all workplace accommodations, adjustments or performance enhancements. 
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In many ways, they are the same as disability job accommodations. 

So why is there tension around a disability workplace accommodation when there is none for these 

other similar workplace adjustments? 

¢ƘŜ ŀƴǎǿŜǊ ƛǎ ŀƴŎƘƻǊŜŘ ƛƴ ȅŜŀǊǎ ƻŦ ƴŜƎŀǘƛǾƛǘȅ ŀƴŘ ŦŜŀǊ ŀōƻǳǘ ŘƛǎŀōƛƭƛǘȅΦ LǘΩǎ ǘƘŀǘ ƻƭŘ ōƛŀǎ ŀƴŘ ǇǊŜƧǳŘƛŎŜ 

about disability not being normal and outside the mainstream.  

Well, ƛǘΩǎ ǘƛƳŜ ǘƻ move disability accommodations into the mainstream of work place adjustments. Think 

about it. What are disability accommodations anyway? ¢ƘŜȅΩǊŜ ǿŀȅǎ ǘƻ ƳŀƪŜ ŀ ǿƻǊƪŜǊ ƳƻǊŜ ǇǊƻŘǳŎǘƛǾŜΦ 

{ƻΣ ƭŜǘΩǎ start to describe the subject of disability accommodations as one about productivity 

improvements.  

bƻǘƘƛƴƎ ǿŀǊƳǎ ǘƘŜ ƘŜŀǊǘ ƻŦ ŀ ōƻǎǎ ƳƻǊŜ ǘƘŀƴ ŀƴ ŜƳǇƭƻȅŜŜ ǿƘƻ ǎŀȅǎΣ άL ǘƘƛƴƪ L Ŏŀƴ ƛƳǇǊƻǾŜ Ƴȅ 

productivity and performance if I could use this device, technique, or work place adjustment.έ 5ƛǎŀōƛƭƛǘȅ 

ŀŎŎƻƳƳƻŘŀǘƛƻƴǎ ǎƘƻǳƭŘ ōŜ ŘŜǎŎǊƛōŜŘ ŀǎ ƳŜǘƘƻŘǎ ŦƻǊ ƛƳǇǊƻǾƛƴƎ ŀ ǇŜǊǎƻƴΩǎ ǇǊƻŘǳŎǘƛǾƛǘȅΦ CƻǊ ƳƻǊŜ 

information on this subject, be sure to read the Lesson 7 on άAccommodation {ǘǊŀǘŜƎƛŜǎέ ōŜƭƻǿ. For 

now, start thinking about disability accommodations as common, routine, everyday work place 

adjustments designed to make you even more productive for your boss and company. 

5.  Familiarity overcomes f ear 

As we know, disability often generates a mild form of fear or apprehension in our nondisabled friends.  

When this happŜƴǎΣ ǘƘŜ ƴƻƴŘƛǎŀōƭŜŘ ǇŜǊǎƻƴ Ƴŀȅ άǇǳƭƭ ōŀŎƪέ and look for ways to get away from the 

situation (like not hire you). You need to understand this reaction and develop the skills needed to 

counter it. 

¢Ƙƛǎ άŘƛǎŀōƛƭƛǘȅ ŦŜŀǊέ ǊŜŀŎǘƛƻƴ ŎƻƳŜǎ from several places. It can come from either (or both) the historical 

ƻǊ ǊŜƭƛƎƛƻǳǎ ǘǊŀŘƛǘƛƻƴǎ ƳŜƴǘƛƻƴŜŘ ƛƴ [Ŝǎǎƻƴ мΦ wŜƳŜƳōŜǊΣ ŦƻǊ ŀƭƭ ƻŦ ǊŜŎƻǊŘŜŘ ƘƛǎǘƻǊȅ όŀƴŘ ǘƘŀǘΩǎ ŀ ƭƻƴƎ 

time), disability was feared as either a drain on the community and/or an object of pity or charity.  These 

longstanding traditions linger in our minds.   

Another possible source of άŘƛǎŀōƛƭƛǘȅ ŦŜŀǊέ ƛǎ ƳƻǊŜ ǎŜƭŦƛǎƘ or self-centered. When some people 

encounter people with disabilities, they worry about how to react and what to say and not say. They 

ǿƻǊǊȅ ŀōƻǳǘ ōŜƛƴƎ ǇƻƭƛǘƛŎŀƭƭȅ ŎƻǊǊŜŎǘΦ ¢ƘŜȅΩǊŜ ǘƘƛƴƪƛƴƎΣ άLf I say the wrong thing, LΩƭƭ ōŜ ŜƳōŀǊǊŀǎǎŜŘέ.  So 

ǘƘŜ Ŝŀǎȅ ǿŀȅ ŀǊƻǳƴŘ ǘƘƛǎ ŦŜŀǊ ƛǎ ǘƻ ƭƛƳƛǘ ǘƘŜ ƴƻƴŘƛǎŀōƭŜŘ ǇŜǊǎƻƴΩǎ ŜȄǇƻǎǳǊŜ ǘƻ ǘƘŜ ǇŜǊǎƻƴ ǿƛǘƘ ŀ 

disability. In order words, the less time with them, the less opportunity there is to make a mistake. If this 

fear is haunting the nondisabled personΣ ȅƻǳΩƭl likely find them person anxious and reluctant to engage 

in a conversation (like the job interview).  

A third source for άŘƛǎŀōƛƭƛǘȅ ŦŜŀǊέ Ƴŀȅ ōŜ ōŀǎŜŘ ƻƴ ǘƘŜ ƴƻƴŘƛǎŀōƭŜŘ ǇŜǊǎƻƴΩǎ sense of their jobs duties. 

LǘΩǎ ƴƻǘ ǘƘŜƛǊ ƧƻōΦ ¢ƘŜȅ may feel that ƘŀǾŜƴΩǘ ōŜŜƴ ǇǊŜǇŀǊŜŘ ƻǊ ŜŘǳŎŀǘŜŘ ƻƴ Ƙƻǿ ǘƻ ƛƴǘŜǊŀŎǘ ǿƛǘƘ ǇŜƻǇƭŜ 

with ŘƛǎŀōƛƭƛǘƛŜǎΦ ¢ƘŜǊŜ ŀǊŜ άǎǇŜŎƛŀƭέ rules, resources, and techniques for serving people with disabilities 

ŀƴŘ ǘƘŜȅ ŘƻƴΩǘ ŦŜŜƭ ƭƛƪŜ ǘƘŜȅ ƪƴƻǿ ǘƘŜƳΦ ²ƘŜƴ ǘƘƛǎ ŦŜŀǊ ŀǊƛǎŜǎ, the nondisabled person may want to 
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move you along swiftly (send you on your way) ǘƻ ǘƘŜ άŘƛǎŀōƛƭƛǘȅ ƻŦŦƛŎŜέ before their incompetency 

shows. 

And, lastly, the fear around disability rights may be another potential source for a nondisabled peǊǎƻƴΩǎ 

reluctance to engage or talk with you. This is especially important in work or employment related 

situations. If youΩre a job applicant with a disability an employer may want to move you along quickly 

(but legally) to get away from you and the laws that protect you. ¢ƘŜȅ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ƎŜǘ ŀ Řƛǎŀōƛƭƛǘȅ 

complaint or law suit.  

bƻƴŘƛǎŀōƭŜŘ ǇŜǊǎƻƴǎΩ ŦŜŀǊǎ ŀōƻǳǘ ƛƴǘŜǊŀŎǘƛƴƎ ǿƛǘƘ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ƴŜŜŘ ǘƻ ōŜ ǊŜŎƻƎƴƛȊŜŘΣ 

understood and then carefully handled.  Learn to recognize these behaviors. And be prepared to 

respond to them because your interests may depend on your ability to calm, educate and encourage 

these ill-informed people on how to get past their fears and apprehensions.  

Here are some techniques to try.   

CƛǊǎǘΣ ǘǊȅ ǘƻ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ǘƘŜǎŜ ƴƻƴŘƛǎŀōƭŜŘ ǇŜƻǇƭŜ ƴŜŜŘ ȅƻǳǊ ƘŜƭǇΦ ¢ƘŜȅΩǊŜ ŀ ƭƻǘ ƭƛƪŜ ŀ ŘǊƻǿƴƛƴƎ 

person. They feel likŜ ǘƘŜȅΩǊŜ ŀōƻǳǘ ǘƻ ŘǊƻǿƴ ƛƴ ǘƘŜƛǊ fears and need to get out of the water as soon as 

possible. So become the lifeguard: throw them a life ring when they need your help to work through 

their fears ŀƴŘ ŀǇǇǊŜƘŜƴǎƛƻƴǎΦ 5ƻƴΩǘ ƎŜǘ ƳŀŘ ƻǊ ōŜ ƛƳǇŀǘƛŜƴǘ ǿƛǘƘ ǘƘŜƳ, as it will most likely be in your 

best interest to manage the situation in a more positive way. While it may feel natural or normal to 

ǿŀƴǘ ǘƻ άŦƛƎƘǘέ ǘƘƛǎ Řƛǎŀōƛƭƛǘȅ discrimination (let them drown), ǘǊȅ ǘƻ ǊŜƳŜƳōŜǊ ǘƘŀǘ ƛǘΩǎ ƳƻǊŜ ƭƛƪŜƭȅ 

ignorance and self-doubts that generate the behavior, rather than a mean-spirited desire to put you 

down, insult or to overtly discriminate against you. Instead of getting defensive or angry, respond to this 

situation in a professional and logical manner. 

Now that you better understand their fears, begin by being pleasant. Try to calm them down by smiling. 

You may not feel like being nice and friendly, but familiarity and personality (ȅƻǳǊ άlikeabilityέ) can help 

to disarm their negativity. So, be nice or cordial. Maybe say something nice about the weather, about 

the other person, about anything. Even thank the other person for their willingness to try to help you. If 

something humorous can be said, make them laugh. Even consider apologizing for bothering them: άLΩƳ 

really sorry to bother you, but L ǊŜŀƭƭȅ ƴŜŜŘ ȅƻǳǊ ƘŜƭǇΦέ .Ŝ ǎƛƴŎŜǊŜΦ ¢Ǌȅ ŀƴŘ ƳŀƪŜ ŀ ǇŜǊǎƻƴŀƭ connection. 

Remember that άŦŀƳƛƭƛŀǊƛǘȅ ƻǾŜǊŎƻƳŜǎ ŦŜŀǊ.έ ¢ƘŜǎŜ ǘŜŎƘƴƛǉǳŜǎ ŀǊŜ ƭƛƪŜƭȅ ǘƻ ƘŜƭǇ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴ ǘƻ 

begin to see you, not tƘŜ ŘƛǎŀōƛƭƛǘȅΦ ¢ƘŜǊŜΩǎ ŀ ƎŜƴŜǊŀƭ ǘǊǳǘƘ ƛƴ ǘƘŜ ƛŘŜŀ ǘƘŀǘ ƻƴŎŜ ǇŜƻǇƭŜ ōŜƎƛƴ ǘƻ know 

each other on the personal or human level, the apparent differences or fears between them begin to 

fade away. With such a shift, a more positive interact becomes possible and even likely. 

So, when encountering these situations, lead with your human warmth, personality, and good will. Help 

them to get to know you and not your disability. Help them to get to that place where youΩǊŜ just two 

people talking with each other.  

¢ƘŜ ǊŜǿŀǊŘǎ ȅƻǳΩƭƭ Ǝŀƛƴ ŦǊƻƳ ǳǘƛƭƛȊƛƴƎ ǘƘƛǎ ǎǘǊŀǘŜƎȅ ŀǊŜ ǿƻǊǘƘ ǘƘŜ ŜȄǘǊŀ ŜƴŜǊƎȅ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǊŜǎǇƻƴd to 

these challenges. In addition, these techniques will also enhance your professional skills.  
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Familiarity overcomes fear. 

6.  Self-advocacy in the work p lace  

As a person with a disability, ȅƻǳ ŦŀŎŜ ōŀǊǊƛŜǊǎ ŀƴŘ ŘƛǎŎǊƛƳƛƴŀǘƛƻƴ ŀƭƭ ǘƘŜ ǘƛƳŜΦ bƻ ŘƻǳōǘΣ ȅƻǳΩǾŜ ōŜŜƴ 

encouraged and taught how to self-ŀŘǾƻŎŀǘŜ ŦƻǊ ȅƻǳǊǎŜƭŦΦ !ƴŘΣ Ƴƻǎǘ ƭƛƪŜƭȅΣ ȅƻǳΩǾŜ ƘŀŘ ǘƻ ǎŜƭŦ-advocate 

for yourself numerous times in a variety of situations or settings, and sometimes in an assertive or 

confrontational manner. 

The point of this topic is to offer you several finer points about self-advocacy. These finer points will 

seem worthwhile when you pursue your self-advocacy in professional or workplace situations. 

First of all, what are we self-ŀŘǾƻŎŀǘƛƴƎ ŦƻǊΚ !ǊŜ ǿŜ ǎŜŜƪƛƴƎ άŜǉǳŀƭƛǘȅέ ƻǊ άƴƻƴŘƛǎŎǊƛƳƛƴŀǘƛƻƴ?έ  ²ƘŀǘΩǎ 

the difference? 

Well, the principle of equality represents equal opportunity and treatment. If one class of people gets an 

opportunity or advantage, another protected class should get an equal opportunity or the same 

opportunity. For example, in public accommodations (theatres, hotels, restaurants, shops, etc.) they 

ŎŀƴΩǘ ǇǊŜǾŜƴǘ protected classes (women, minorities, etc.) from entering.  

But, equal opportunity is not going to help much when the subject is disability access. For example, you 

may be welcomed to enter a theatre, hotel, restaurant, or shop ς however, if there is a flight of stairs at 

the entrance, ōǳǘ ȅƻǳ ŎŀƴΩǘ ǿŀƭƪ up those steps, ȅƻǳΩǊŜ ǎǘƛƭƭ ŘƛǎŎǊƛƳinated against by that business. 

The subject of disability rights is more than equal opportunƛǘȅΦ LǘΩǎ ŀōƻǳǘ nondiscrimination practices. 

¦ƴŘŜǊ ǘƘŜ Řƛǎŀōƛƭƛǘȅ άƴƻƴŘƛǎŎǊƛƳƛƴŀǘƛƻƴέ ƭŜƎŀƭ ǇǊƛƴŎƛǇƭŜǎΣ ƛǘ Ƴŀȅ ōŜ ƴŜŎŜǎǎŀǊȅ ŦƻǊ ŀ ōǳǎƛƴŜǎǎ ǘƻ ǘake a 

specific action or make changes to the way that a building is built or operated. For example, the building 

owner may need to create an accessible entrance, possibly by building a ramp or installing a lift.  

{ƻΣ ǿŜΩǊŜ about more than equality of treatment ς ǿŜΩǊŜ ŀōƻǳǘ Ŝǉǳŀƭƛǘȅ ƻŦ ŀŎŎŜǎǎ ŀƴŘ ǎŜǊǾƛŎŜǎΦ ¢ƘŀǘΩǎ 

the end goal. However, to reach that goal, the real leƎŀƭ ǇǊƛƴŎƛǇƭŜ ƛǎ άƴƻƴŘƛǎŎǊƛƳƛƴŀǘƛƻƴ.έ .Ŝ ǎǳǊŜ to 

understand the difference and learn how to explain it clearly so that others can understand and better 

meet your needs for access. 

Self-advocating for equal access and services at a community movie theatre is one thing. Here you might 

simply file a complaint with a city official about the lack of access (say, accessible seating) or even talk 

directly with management as a first try. However, it may be very different when it comes to self-

advocating for yourself in the work place. First, this is a professional environment, meaning you have to 

ǿƻǊƪ ǿƛǘƘ ǘƘŜǎŜ ǇŜƻǇƭŜ ŀƴŘ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ǳƴƴŜŎŜǎǎŀǊƛƭȅ ŀƴƎŜǊ ǘƘŜƳΣ ŜǎǇŜŎƛŀƭƭȅ ȅƻǳǊ ōƻǎǎ. If you do, 

it might hurt your employment situation. 

So, how can you professionally assert your nondiscrimination needs in a workplace situation? 

For starters, try not to make the subject confrontational. 5ƻƴΩǘ ƎŜǘ Ǿƛǎƛōƭȅ ǳǇǎŜǘ ƻǊ ŀƴƎǊȅΦ 5ƻƴΩǘ ƳŀƪŜ 

ƘŀǊǎƘ ŀƴŘ ǘƘǊŜŀǘŜƴƛƴƎ ŘŜƳŀƴŘǎΦ 5ƻƴΩǘ ƛƳƳŜŘƛŀǘŜƭȅ ŦƛƭŜ ŀ Řƛǎŀōƛƭƛǘȅ ŎƻƳǇƭŀƛƴǘ ǿƛǘƘ the Equal 
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Employment Opportunity Commission (EEOC) or threaten to sue. Sure, you are likely to be angry and 

disappointed as well as right, but do not openly display that anger in the work place. To do so may 

reflect how you feel, but it might negatively affect your workplace standing. To keep you in good 

standing with your fellow workers as well as the boss, you must bring up and pursue the subject in a 

professional way. 

Think about shifting your self-advocacy tactics. When you need something, do you ǎǘŜǊƴƭȅ άǘŜƭƭέ 

someone what you need, or do you politely άŀǎƪέ ǎƻƳŜƻƴŜΚ 5ƻ ȅƻǳ άǇǳǎƘέ ǘƘŜ ǇŜǊǎƻƴ ǘƻ Řƻ ǿƘŀǘ ȅƻǳ 

need, ƻǊ Řƻ ȅƻǳ άǇǳƭƭέ ǘƘŜƳ ǘƻwards ȅƻǳǊ ǿŀȅ ƻŦ ǘƘƛƴƪƛƴƎΚ IŀǾŜ ȅƻǳ ƘŜŀǊŘ ǘƘŜ ƻƭŘ ǎŀȅƛƴƎΣ άȅƻǳ ƎŜǘ 

ƳƻǊŜ ǿƛǘƘ ƘƻƴŜȅ ǘƘŀƴ ǿƛǘƘ ǾƛƴŜƎŀǊέ? In other words, how do you both preserve positive relationships 

and get what you need at the same time?  

In a professional situation, the smoother way ς the way that keeps a good working relationship in place, 

while still making your point ς is to be diplomatic. Shift your diǎŀōƛƭƛǘȅ ŀŘǾƻŎŀŎȅ ǎǘȅƭŜ ŦǊƻƳ άǘŜƭƭƛƴƎέ 

people what they should do to enlightening people about what will work better for everyone (including 

you). 

Okay, suppose you use a wheelchair and one day you arrive at work and find that the hallway to your 

desk is pŀǊǘƛŀƭƭȅ ōƭƻŎƪŜŘ ǿƛǘƘ ōƻȄŜǎ ƻǊ ǎǳǇǇƭƛŜǎΦ hǊ ȅƻǳΩǾŜ ōŜŜƴ ƎƛǾŜƴ ŀ ƴŜǿ ŀǎǎƛƎƴƳŜƴǘ ǘƘŀǘ ǊŜǉǳƛǊŜǎ 

you to perform certain tasks which, due to your disability, you cannot do. Such situations may create 

barriers to you doing your job. Both examples may even represent a disability related discrimination 

practice or situation. 

How should you deal with these challenges in a professional way? Well, begin by attempting to identify 

solutions or fixes to the problems. Think for a moment, before you speak up, and try to devise solutions 

or accommodations which seem to be the most cost-effective ways of achieving the desired results.  

With regards to the boxes now blocking your path of travel, identify where else they might be stored. If 

ƛǘΩǎ ŀ ƴŜǿ ǿƻǊƪ ǘŀǎƪ ǘƘŀǘ ȅƻǳ Ŏŀƴƴƻǘ perform because of your disability, identify specific accommodation 

strategies, equipment or techniques that will enable you to do your job. In short, devise solutions to the 

problems even before you present them to your boss or co-workers. 

As we may know, bosses love employees who alert them as soon as possible to work-related issues or 

problems and, at the same time, have developed thoughtful solutions to resolve these problems. After 

all, ǘƘŀǘΩǎ ǿƘȅ ȅƻǳǊ ōƻǎǎ hired you: to help solve workplace problems. 

This strategy accomplishes several things. First, it shows your maturity (professionalism) by not getting 

angry as soon as these challenges arise. Second, it demonstrates your problem-solving skills. And, third, 

it shows your sense of teamwork by not singling out the inconsiderate person (your boss or co-worker) 

for putting the boxes in the hall way, or the boss for thoughtlessly giving you a new task which your 

disability prevents you from doing.  Rather, you chose to focus your energy on creating a better 

performance solution for the organization ς which also solves your accessibility needs. The worker who 

placed the supplies in your way will thank you someday for your professionalism (he owes you a favor 

for not getting him in trouble).  
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So, our goal or strategy is still to self-advocate in the face of disability discrimination.  However, our 

tactics are adjusted or fashioned for the workplace. We are seeking to achieve our rights both in a more 

workplace-appropriate manner as well as in a way which showcases our skills and professionalism.  In 

this way, your self-advocacy skills are working for you and you have demonstrated them in a way which 

preserves and might even improve your workplace performance. 

Of course, if this strategy fails and the disability discrimination persists, there are always the formal 

complaint procedures which are discussed later in Lesson 10. 

7.   Dignity of r isk  

Given the ƘƛǎǘƻǊȅ ƻŦ ǎƻŎƛŜǘȅΩǎ ŀǘǘƛǘǳŘŜǎ ŀƴŘ ǇŜǊŎŜǇǘƛƻƴǎ ŀǊƻǳƴŘ ŘƛǎŀōƛƭƛǘȅΣ ƛǘΩǎ ƴƻǘ ǎǳǊǇǊƛǎƛƴƎ when we 

hear it said that άwe must keep them safe from injury.έ Or, that we must protect persons with 

disabilities from getting hurt. 

This becomes a problem ǿƘŜƴ ŜƳǇƭƻȅŜǊǎ ƻǊ ǇǊƻƎǊŀƳ ƻǇŜǊŀǘƻǊǎ ǎŀȅΣ άL ŎŀƴΩǘ ƭŜǘ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ 

ƛƴ ōŜŎŀǳǎŜ ǘƘŜȅ ƳƛƎƘǘ ƘǳǊǘ ǘƘŜƳǎŜƭǾŜǎΦέ {ǳǊŜΣ ǘƘŜȅΩǊe thinking about safety. Thoughts about safety are 

anchored in the principle that it should always be ǘƘŜ ŦƛǊǎǘ ŎƻƴǎƛŘŜǊŀǘƛƻƴΦ ά{ŀŦŜǘȅ CƛǊǎǘέ ǎƛƎƴǎ Ƴŀȅ ōŜ 

posted or Ƨǳǎǘ ŦƭŀǎƘƛƴƎ ƻƴ ŀƴŘ ƻŦŦ ƛƴ ǘƘŜ ǇǊƻƎǊŀƳ ƻǇŜǊŀǘƻǊΩǎ ƘŜŀŘΦ 

bƻǿΣ ǘƘŀǘΩǎ ƴƻǘ ǘƻ ǎŀȅ that άǎŀŦŜǘȅέ ƛǎ ǳƴƛƳǇƻǊǘŀƴǘ ƛƴ ǘƘŜ ǿƻǊƪ ǇƭŀŎŜΦ LǘΩǎ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘΦ 

.ǳǘΣ ǘƘŜǊŜΩǎ ŀ ŘƛŦŦŜǊŜƴce between not wearing your hard hat in a construction site versus being told that 

ȅƻǳ ŎŀƴΩǘ ōŜ ƘƛǊŜŘ ōŜŎŀǳǎŜΣ άƛŦ ǘƘŜǊŜΩǎ ŀ ŦƛǊŜΣ ǿŜ ŎŀƴΩǘ ƎŜǘ ȅƻǳ ƻǳǘ ƻŦ ƻǳǊ ƻŦŦƛŎŜ ōǳilding.έ ²ƘƛƭŜ ǘƘƛǎ Ƴŀȅ 

or may not be true, if it were applied universally ς for example, on airplanes ς all wheelchair passengers 

would be barred from flying. Yet, they areƴΩǘ. We see people in wheelchairs flying in airplanes all the 

time. 

²ƘŀǘΩǎ ǘƘŜ ŘƛŦŦerence?  

Well, at the construction site, EVERYONE wears a hard ƘŀǘΦ LǘΩǎ ŀ ǇǊƻǾŜƴ ŦŀŎǘ ǘƘŀǘ ƛƴ ŎƻƴǎǘǊǳŎǘƛƻƴ ǎƛǘŜǎΣ 

things fall from above and hit people on the head. The wearing of a hard hat is a no brainer. So, people 

in wheelchairs can work in construction on tasks they can perform (like being the architect), as long as 

they wear their hard hat. 

In an airplane or office building, rather than excluding people with disabilities from either flying or 

working because of safety concerns, we might modify the situation with enhanced measures to facilitate 

ŜƳŜǊƎŜƴŎȅ ŜǾŀŎǳŀǘƛƻƴΦ ¢ƘŜǊŜ Ƴŀȅ ōŜ ŜǾŀŎǳŀǘƛƻƴ ŎƘŀƛǊǎ ŀƴŘ ŀ άōǳŘŘȅέ ǎȅǎǘŜƳ ƛƴ place specifically 

designed to get a person with a disability out of a burning building. We might have άǎŀŦŜ ȊƻƴŜǎέ ƻǊ 

shelter in place locations where people who cannot evacuate the building during a fire (for example, 

because they can walk down the stairs) can wait for rescue by the fire department. 

²ƘŜƴ ŀ Řƛǎŀōƛƭƛǘȅ ƛǎ ƛƴ ǘƘŜ ǇƛŎǘǳǊŜΣ ǘƻƻ ƻŦǘŜƴ ǇŜƻǇƭŜ ǘǊȅ ǘƻ άǇǊƻǘŜŎǘέ ǇŜƻǇƭŜ ǿƛǘƘ Řƛǎabilities from 

άŘŀƴƎŜǊƻǳǎέ ǎƛǘǳŀǘƛƻƴǎΦ This is a form of paternalism or the suffocating thought, άƭŜǘ ƳŜ ǘŀƪŜ ŎŀǊŜ ƻŦ 

you.έ ¢Ƙƛǎ paternalism can be stifling and against the idea of disability rights. People with disabilities 
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should have the same right to assume reasonable risks (for example, a potential fire in an office building 

or on an airplane ride) in order to participate more fully in life.  

Now, people with disabilities have a right to reasonable accommodations around safety considerations. 

¢ƘŀǘΩǎ whŜǊŜ ǿŜ ǎƘƻǳƭŘ ŦƻŎǳǎ ƻǳǊ άǎŀŦŜǘȅ ŦƛǊǎǘέ ǎŜƴǎƛōƛƭƛǘƛŜǎ: on seeking to create reasonable 

accommodations in dangerous situations.  In other words: reduce the risks through reasonable 

accommodations, as best we can, without unreasonably denying the opportunity to participate. And, 

after these reasonable safety considerations or accommodations have been implemented, allow the 

Ǉƻǎǎƛōƛƭƛǘȅ ƻŦ ŘŜŎƭŀǊƛƴƎ ŀ άŘƛƎƴƛǘȅ ƻŦ Ǌƛǎƪέ ǘƻ ōŀƭŀƴŎŜ risks with opportunities. Remember, no one would 

be able to fly in an airplane or work in a tall office building if we wanted to establish an absolute level of 

safety for everyone. 

Without having a right to take reasonable risks, we may lose the opportunity to succeed in life.  

We can be both safe and reasonable.  

8.  With r ights come responsibilities  

Under federal and many state laws, our nation has determined that people with disabilities have a civil 

right to participate in education, employment, public accommodations, transportation and 

communications. These activities cannot discriminate based on a disability. 

Not too long ago, before 1990 (the year that the Americans with Disabilities Act was passed), it was legal 

ŦƻǊ Ƴƻǎǘ ǇǊƛǾŀǘŜ ǎŜŎǘƻǊ ŜƳǇƭƻȅŜǊǎ ǘƻ ƭƻƻƪ ŀǘ ŀ Ƨƻō ŎŀƴŘƛŘŀǘŜ ǿƛǘƘ ŀ Řƛǎŀōƛƭƛǘȅ ŀƴŘ ǎŀȅΣ άL ŘƻƴΩǘ ǿŀƴǘ ǘƻ 

hire your because you have a disability.έ bƻǿΣ ǘƘŜȅ ŎŀƴΩǘ: it is against the law and if they get caught 

doing it, they may find themselves in court facing discrimination charges. 

¢ƘŀǘΩǎ ǇǊŜǘǘȅ ǇƻǿŜǊŦǳƭ ǎǘǳŦŦΦ  

People with disabilities have only recently gone from being blatantly denied jobs because they have a 

disability to being protected from disability discrimination by the Equal Employment Opportunity 

Commission (EEOC) in Washington, DC. 

Having rights like that is a pretty exciting development. Having the EEOC available to back you up can 

give you a sense of power, especially when discrimination and disability-related negativity come your 

way. 

Along with rights, however, comes responsibility. 

Let me tell a story. One of my heroes was a gentleman named Justin Dart, Jr. He was a hero to many and 

instrumental in the fight to get these rights for people with disabilities made into law. I heard him speak 

many times about disability discrimination and for disability rights laws. What most impressed me about 

his speeches was the fact that whenever he invoked the concept of these rights, he always paired the 

ǿƻǊŘ άǊƛƎƘǘǎέ ǿƛǘƘ ǘƘŜ ǿƻǊŘ άǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ.έ 

What did he mean when he coupled these two words together (άrightsέ and άresponsibilitiesέ)? 
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What he was telling us isΣ άȅŜǎέ we must have legal rights for people with disabilities; however, people 

with disabilities hold an equal responsibility to pursue those rights correctly. 

¢Ƙŀǘ ƛǎ ǘƻ ǎŀȅ ŘƻƴΩǘ ŀōǳǎŜ ǘƘŜǎŜ disability ǊƛƎƘǘǎΦ 5ƻƴΩǘ ƳŀƪŜ ŘŜƳŀƴŘǎ ŀōƻǳǘ ȅƻǳǊ Řƛǎŀōƛƭƛǘȅ ǊƛƎƘǘǎ 

without making a commitment to do the right thing and to do your best to meet your responsibilities to 

perform. 

Part of the reason that ƘŜ ǇŀƛǊŜŘ ǘƘŜ ŎƻƴŎŜǇǘǎ ƻŦ άǊƛƎƘǘǎέ ǿƛǘƘ άǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎέ ǿŀǎ ƘŜ ǊŜŎƻƎƴƛȊŜŘ ǘƘŀǘ 

these rights depend on the good-will of the public. If we (people with disabilities) are not responsible in 

the way we use them, or if we abuse them, we could lose ǇǳōƭƛŎΩǎ ǎǳǇǇƻǊǘ ƻǊ the good-will that created 

them in the first place.  

We must always use our disability rights responsibly to preserve these rights for future generations. 

In addition, these rights were fought for by our disability rights leaders of the time. Many brave and 

heroic men and women with disabilities endured hardships and discrimination to win these rights for 

everyone. They helped to draft legislation and held protests across the country. The best way to thank 

them for all that have done for us is to honor their memory by exercising our rights in a responsible way.   

In a work context, these rights should not be used to either get out of work or to hide your failure to 

perform. If you meet your responsibilities to perform, then your rights will be better respected. 

Oǳǘ ƻŦ ǊŜǎǇŜŎǘ ŦƻǊ ǘƘŜǎŜ ǊƛƎƘǘǎΣ ŀƭǿŀȅǎ Řƻ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎΦ [ŜǘΩǎ ŎƻƳƳƛǘ ƻǳǊǎŜƭǾŜǎ ǘƻ ǎŀŦŜƎǳŀǊŘƛƴƎ ǘƘŜǎŜ 

rights with the dignity and respect they deserve.   

As we end this Lesson, there is much more to consider about leaving the old disability attitudes behind 

and replacing them with a new disability perspective. Feel empowered to think further and even 

disagree, adjust or expand your beliefs around these thoughts. Think about these subjects as you to get 

ready for the world of work. The whole point of this Lesson is to challenge you to re-think who you really 

are and how you want to communicate yourself to others.  

Lesson 4 ɂ Key Disability Values  
Building on the άƴŜǿ ǇŜǊǎǇŜŎǘƛǾŜ for the workplaceέ topics outlined above, ƭŜǘΩǎ consider these 
additional disability values or ways of thinking. These values can help make you a more powerful and 
confident person both in general as well as in the workplace. 

1.) Define yourself  

As we know, there are many different disability categories. They include visual impairments; blindness; 

hard of hearing; deaf; cerebral palsy; multiple sclerosis; intellectual disabilities; amputee; mobility 

impaired; learning disabilities; speech impaired; psychiatric survivor; brain injured; stroke; autism; and 

more. This list goes on. 

tƭǳǎΣ ǘƘŜǊŜ ŀǊŜ ŘƻȊŜƴǎ ƻŦ ŘŜŦƛƴƛǘƛƻƴǎ ŦƻǊ ǘƘŜ ǿƻǊŘ άŘƛǎŀōƛƭƛǘȅΦέ ¢ƘŜ aŜǊǊƛŀƳ-Webster Dictionary offers 

this one: άŀ ǇƘȅǎƛŎŀƭΣ ƳŜƴǘŀƭΣ ŎƻƎƴƛǘƛǾŜΣ ƻǊ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ŎƻƴŘƛǘƛƻƴ ǘƘŀǘ ƛƳǇŀƛǊǎΣ ƛƴǘŜǊŦŜǊŜǎ ǿƛǘƘΣ ƻǊ 

limits a person's ability to engage in certain tasks or actions or participate in typical daily activities and 
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ƛƴǘŜǊŀŎǘƛƻƴǎΦέ ¢ƘŜ !ƳŜǊƛŎŀƴǎ ǿƛǘƘ 5ƛǎŀōƛƭƛǘƛŜǎ !Ŏǘ ƻŦ мффл ŘŜŦƛƴŜǎ ŀ ǇŜǊǎƻƴ ǿƛǘƘ ŀ Řƛǎŀōƛƭƛǘȅ ŀǎ άŀ ǇŜǊǎƻƴ 

with a physical or mental impairment that substantially limits one or more major life activities, or a 

person who has a history or record of such an impairment, or a person who is perceived by others as 

ƘŀǾƛƴƎ ǎǳŎƘ ŀƴ ƛƳǇŀƛǊƳŜƴǘέ 

Most, if not all, of these disability names and definitions approach the subject from the perspective of 

ǿƘŀǘ ŀ ǇŜǊǎƻƴ ŎŀƴΩǘ ŘƻΣ ǊŀǘƘŜǊ ǘƘŀƴ ŦǊƻƳ ŜƛǘƘŜǊ ƻŦ ǘƘŜ ǇŜǊǎǇŜŎǘƛǾŜǎ ƻŦ ǿƘŀǘ ǘƘŜȅ Ŏŀƴ Řƻ ƻǊ Řƻ ƛƴ ŀ 

different way.  

Disability definitions assume that the way people without disabilities usually do things is the right, 

typical or only way.  

LŦ ȅƻǳ ŎŀƴΩǘ ǿŀƭƪ ǳǇ ǎǘŀƛǊǎΣ ōȅ ŘŜŦƛƴƛǘƛƻƴΣ ȅƻǳ ŀǊŜ ŘƛǎŀōƭŜŘΦ .ǳǘ ǿƘŀǘ ƛŦ ȅƻǳ ǿŜǊŜ ƛƴ ŀ ǿƘŜŜƭŎƘŀƛǊ ŀƴŘ 

there were no stairs in your way, just ramps, wide entrances and elevators everywhere? What happens 

ǘƻ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ Řƛǎŀōƛƭƛǘȅ ǘƘŜƴΚ !ǊŜ ȅƻǳ ǎǘƛƭƭ άƳƻōƛƭƛǘȅ ƭƛƳƛǘŜŘέ ƛƴ ǎǳŎƘ ŀƴ ŜƴǾƛǊƻƴƳŜƴǘΚ  

²Ƙŀǘ ƛŦ ȅƻǳ ŀǊŜ ŀ άƴŜǳǊƻ-ŘƛǾŜǊǎŜέ ǇŜǊǎƻƴ όƻƴ ǘƘŜ ŀǳǘƛǎƳ ǎǇŜŎǘǊǳƳύ ŀƴŘ ȅƻǳ ǘŜƴŘ ǘƻ ŎƻƴŎŜƴǘǊŀǘŜ on one 

aspect of your environment while ignoring or failing to recognize the social cues of the people around 

ȅƻǳΚ Lǎ ǘƘŀǘ ŀ Řƛǎŀōƛƭƛǘȅ ǿƘƛŎƘ ǎƘƻǳƭŘ ōŜ ǾƛŜǿŜŘ ŀǎ άŀōƴƻǊƳŀƭέ ƻǊ ƛǎ ƛǘ Ƨǳǎǘ ŀ ŘƛŦŦŜǊŜƴǘ ǿŀȅ ƻŦ ǎŜƴǎƛƴƎ 

your environment? And can it be further described as an enhanced ability to concentrate and observe 

things more completely than others might? 

²Ƙŀǘ ŀōƻǳǘ ǇŜƻǇƭŜ ǿƛǘƘ ŘȅǎƭŜȄƛŀ ǿƘƻ ŜƛǘƘŜǊ ŎŀƴΩǘ ƻǊ ƘŀǾŜ ƎǊŜŀǘ ŘƛŦŦƛŎǳƭǘȅ ǊŜŀŘƛƴƎ ǘƘŜ ǇǊƛƴǘŜŘ ǿƻǊŘΚ 

When their books are in electronic format and they can use assisting software programs, they can 

usually read and learn as well as everyone else. Plus, as a result of dyslexia, they might be able to 

ƻōǎŜǊǾŜ ǇŀǘǘŜǊƴǎ ƳƻǊŜ ǊŜŀŘƛƭȅ ŀƴŘ άǎŜŜέ ƻǊ ƛƳŀƎƛƴŜ ǘƘƛƴƎǎ ƛƴ ǘƘŜ ŀōǎǘǊŀŎǘ ōŜǘǘŜǊ ǘƘŀƴ ǘƘƻǎŜ ǿƘƻ Ŏŀƴ 

easily read the printed word. 

The point is that people with disabilities are individuals with different styles, techniques and capabilities. 

¢ƘŜȅ ǎƘƻǳƭŘƴΩǘ ōŜ ŎƻƴŦƛƴŜŘ ǘƻ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴǎ ǎƻŎƛŜǘȅ Ƙŀǎ ǘǊŀŘƛǘƛƻƴŀƭƭȅ ƛƳǇƻǎŜŘ ǳǇƻƴ ǘƘŜƳΦ  

In addition, the disability way of doing things can even represent a strength or quality like those 

suggested in the examples above. 

¦ƴŦƻǊǘǳƴŀǘŜƭȅΣ ŎǳǊǊŜƴǘ Řƛǎŀōƛƭƛǘȅ ŘŜŦƛƴƛǘƛƻƴǎ ƘŀƳǇŜǊ ǎƻŎƛŜǘȅΩǎ ŀōƛƭƛǘȅ ǘƻ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜǎŜ ŘŜŜǇŜǊ 

meanings.  

{ƻΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ōƻǘƘ ǇŜƻǇƭŜ ǿƛǘƘ Řƛǎŀōƛƭƛǘƛes and society to begin to understand disability in a more 

complete way ς beyond traditional disability terms and definitions. Accepting disability-related 

differences and styles as normal variations of the human condition and even, sometimes, as strengths is 

the greater truth. 

This thought process starts with you. Just as we normalized disability and disability-related job 

accommodations in Lesson 3 above, we might begin to also think and talk about our individual 

(disability) differences in these new ways. This is how we do things. We do things in individual ways or 
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styles. Be positive, not negative as traditional definitions suggest. And, sometimes, our ways of doing 

these things differently brings added strengths and capabilities to situations (including a job).  

Learn how to become an effective communicator about your disability-related differences and 

strengths. Then, in order to help educate those who need to know the deeper truths about your 

disability, talk about your disability accurately, carefully and at the right time in these more positive 

ways.  

Define yourself. 

2.) Self -determination  

Self-determination is you (not others) making choices and decisions about your life. 
 
Self-determination is believing that individuals (you) must and can control their success and destiny.  
 
Self-determination is a combination of attitudes and abilities which help people set goals for 
themselves, as well as take the initiative to reach these goals. It is about being in charge. It means 
making your own choices, learning to effectively solve problems, and taking control and responsibility 
for your life.  
 
Being self-determined leads to higher quality of life.  

Being self-determined leads to more positive post-school outcomes, including employment, 
independent living, and community inclusion. 

Practicing self-determination also means ǘƘŀǘ ȅƻǳΩre ready to accept responsibility for the consequences 
of your decisions or choices. 
 
The development of self-determination skills is a process that begins in childhood and continues 
throughout one's life. Self-determination is important for all people, but it is especially important ς and 
sometimes more difficult to learn ς for young people with disabilities.  
 
Well-meaning individuals sometimes try to "protect" youth and adults with disabilities by making 
decisions for them. They believe that people with disabilities can't think for themselves and they need 
our help. 
 
Self-determination involves having self-awareness, assertiveness, responsibility, creativity, pride, 
problem-solving and self-advocacy skills. To take charge of your own life, you must be able to set goals, 
evaluate options, make choices and then work to achieve those goals. 
 
[ŜǘΩǎ ŦƻŎǳǎ ƻƴ ǘǿƻ subjects associated with self-determination. 
 
The first one is anchored in the part of the self-determination definition which states, ά{ŜƭŦ-
determination is believing you can control your own success or destiny.έ 
 
Have you ever noticed the fact that people with disabilities with similar abilities often end up achieving 
very different employment outcomes? 
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LŜǘΩǎ imagine that there are two people who have the exact same disability. They share similar 
backgrounds, experiences and even attended the same schools while earning the same grades. Yet, they 
achieved very different career results. One has a successful career and the other doesƴΩǘ ǿƻǊƪ ŀǘ ŀƭƭ. 
 
What made the difference? 
 
Of course, there may be many reasons for their different outcomes; however, success most often 
happens when someone embraces the self-determination sentence above ǿƘƛŎƘ ǎŀȅǎΣ ά¸ƻǳ Ŏŀƴ ŎƻƴǘǊƻƭ 
your own success or destiny.έ 
 
In our example, the successful person was motivated by this value and chose to think about it every day. 
She used this principle to keep going, growing and working hard to make it happen. The other person 
may have decided that it was all just too hard and let the negativity around the subject of disability and 
employment become her reality.  
 
As a result, one is both financially and occupationally well-off while the other ƛǎƴΩǘΦ  
 
Even though our example is made-up, in real life it happens too often. During my many years working in 
disability employment programs, whenever I asked people with disabilities who are successfully 
ǿƻǊƪƛƴƎΣ άIow did it happen for youΚέ they always tell me the same thing: άL was determined to 
succeed.έ 
 
Values are important.  
 
The other subject around self-determination worth noting is associated with personal behaviors or 
conduct. As mentioned above, self-determination also means, άo̧u are ready to accept responsibility for 
the consequences of your decisions or choices.έ 
 
How does that work when one of the symptoms or limitations of your disability may make it more 
difficult for you to follow and obey laws, rules or expected behaviors? Does your disability excuse you 
from these requirementsΚ Lǎ ǘƘŀǘ Ƨǳǎǘ ǘƘŜ ǿŀȅ ȅƻǳΩǊŜ built? /ŀƴ ȅƻǳ ǎŀȅΣ άLǘΩǎ ƴƻǘ Ƴȅ ŦŀǳƭǘΣ ƛǘΩǎ Ƴȅ 
ŘƛǎŀōƛƭƛǘȅέΚ 
 
Consider these key facts of life.  
 
If it against the law or a rule to do something, yet you do anyway, a disability is not a good excuse to 
avoid the consequences of your behavior. If having disability was a good excuse for disobeying rules, 
where would that end? If it was an excuse, how could you ever be ready for a life in society with full and 
equal citizenship?  
 
AƴŘ ƭŜǘΩǎ ǊŜƳŜƳōŜǊ ǘƘŀǘ ǿŜΩǾŜ already recognized that part of the reality of having a disability is the 
necessity of taking extra time, expense and effort around adapting or accommodating ourselves. 
 
Think about it this way -- ƛŦ ȅƻǳ ŎŀƴΩǘ ǿŀƭƪ, does that excuse you from attending school because you 
ŎŀƴΩǘ ƎŜǘ ǘƘŜǊŜΚ Or does it prevent you from leaving your home to go out to eat or see a movie? No, you 
are expected to and should want to take personal responsibility to get a device (maybe a walker, 
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wheelchair or scooter) in order to be able to get yourself to school and into the community. It helps you 
live a full and integrated life. 
 
Similarly, if a disability makes it harder for you to obey rules, it is up to you to find accommodations for 
this part of your disability. IǘΩǎ ȅƻǳǊ ǊŜǎǇƻnsibility to try to find ways to manage or control these types of 
disability-related behaviors or limitations. Only in this way can you participate in life as you need and 
should. 
 
For example, if you have ōŜƘŀǾƛƻǊŀƭ άǘǊƛƎƎŜǊǎέ ǿƘƛŎƘ create situations where your bad behavior will 
likely appear, try to identify and avoid them whenever possible. If you start to feel angry or that you 
want to lash out, move to a space where you can take a άtime-outέ and wait for the feelings to pass. And 
always try to find a person or professional who can help you build accommodation strategies around 
this part of your disŀōƛƭƛǘȅΦ 5ƻƴΩǘ Ƨǳǎǘ ƭŜǘ ƛǘ ƘŀǇǇŜƴ. Take the time, expense and effort necessary to find a 
better way forward. 
 
With that in mind, what about the most dramatic example of excusing bad behavior because of a 
ŘƛǎŀōƛƭƛǘȅΚ LǘΩǎ ŎŀƭƭŜŘ ǘƘŜ άinsanity defenseέ όŀ ƭŜƎŀƭ ǇǊƛƴŎƛǇƭŜ) or άnot guilty by reason of insanity.έ In 
such a situation, ŀ ǇŜǊǎƻƴΩǎ ǇǎȅŎƘƛŀǘǊƛŎ Řƛǎŀōƛƭƛǘȅ must have been so severe that, at the time, they lacked 
the ability to know what they were doing. The fact is this defense is often the hardest to prove and even 
if your ƭŀǿȅŜǊ Ŏŀƴ ǇǊƻǾŜ ƛǘΣ ȅƻǳΩǊŜ ǎǘƛƭƭ ƭƛƪŜƭȅ ǘƻ ŜƴŘ up in either in jail or a psychiatric hospital for a long 
time. This is ƴƻǘ ǿƘŀǘ ǿŜΩǊŜ ǘalking about here. What we are talking about here is showing bad behavior 
which you know is happening (or which you know may happen soon), yet ȅƻǳΩǾŜ ŎƘƻǎŜƴ not to manage 
it. 
 
While a disability may be the reason for the bad behavior, ƛǘΩǎ Ƴƻǎǘ ƻŦǘŜƴ ƴƻǘ ŀn excuse. ItΩǎ almost 
always your responsibility to try to manage yourself and find the necessary accommodations to follow 
rules and behave yourself as expected.  
 
While in school, you may encounter more patience and understanding about such disability-related 
limitations or behaviors; it will be different in the workplace. TƘŜȅΩǊŜ ƴƻǘ ƭƛƪŜƭȅ ǘƻ ōŜ ǘƻƭŜǊŀǘŜŘ ǘƘŜǊŜΦ 
 
Cƻƭƭƻǿ ǘƘŜ ǾŀƭǳŜǎ ŀǊƻǳƴŘ άǎŜƭŦ-determination.έ Take charge of your own life. Set goals, evaluate options, 
make the right choices and work to achieve your goals. 
 
Your workplace success or failure will largely be determined by how well you embrace the values around 
άǎŜƭŦ-determination.έ 

3.) Disability pride  

Being a person with a disability means that ȅƻǳΩǊŜ ŀ ƳŜƳōŜǊ ƻŦ ŀ ǎǇŜŎƛŦƛŎ ƳƛƴƻǊƛǘȅ Ŏƭŀǎǎ ƻǊ group. And, 

often, minority groups find it both necessary and advantageous to form associations with others of the 

same group or category. They do this in order to better represent their interests and needs as well as to 

become stronger as individuals by learning from each other. People with disabilities have followed this 

same path and organized themselves into numerous national, state and local groups. 

The reason behind the creation of these disability organizations leads to an important point relative to 

your professional development. As has been discuss earlier, for many years nondisabled people have 
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held low expectations and negative attitudes about disability and employment. It wasƴΩǘ ǳƴǘƛƭ ǘƘŜ 

middle of the 20th century that things began to dramatically change, and significant progress began. 

During the early years of the 20th century, well-intentioned nondisabled people decided it was time for 

ǎƻŎƛŜǘȅ ǘƻ ōŜŎƻƳŜ ƳƻǊŜ ǎǳǇǇƻǊǘƛǾŜ ƻŦ ǘƘŜƛǊ ŦŜƭƭƻǿ ƘǳƳŀƴ ōŜƛƴƎǎ ǿƘƻ ǿŜǊŜ άƘŀƴŘƛŎŀǇǇŜŘέ όǘƘŜ ǘŜǊƳ ƻŦ 

the time)Φ ¢ƘŜȅ ǿŀƴǘ ǘƻ ƘŜƭǇ άǘƘŜ ƘŀƴŘƛŎŀǇǇŜŘέ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ōǳƛƭǘ ŜƴǾƛǊƻƴƳŜƴǘΣ ŜŘǳŎŀǘƛƻƴΣ 

employment and other basic human experiences. These well-ƛƴǘŜƴǘƛƻƴŜŘ ƴƻƴŘƛǎŀōƭŜŘ ǇŜƻǇƭŜ ǎǇƻƪŜ άƻƴ 

ōŜƘŀƭŦέ ƻŦ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎΦ ¢ƘŜȅ ŦƻƭƭƻǿŜŘ ŀ ǎǘǊŀǘŜƎȅ ƻŦ ǘǊȅƛƴƎ to achieve these advances based on 

public education and awareness programs.  

These early efforts made some progress and created many new opportunities. However, the most 

important accomplishment of this beginning movement was the creation of higher expectations for 

equality among people with disabilities themselves. With these higher expectations, people with 

disabilities realized that it was important for them to take over the lead in their struggle. They wanted to 

take control over the policies being decided. They wanted to take the lead in the effort and no longer be 

άƘŜƭǇŜŘέ ōȅ ǘƘŜƛǊ ƴƻƴŘƛǎŀōƭŜŘ ŀŘǾƻŎŀǘŜǎΦ ¢ƘŜ ƴŜǿ ǇǊƛƴŎƛǇƭŜ ǘƘŀǘ ǊŜǎǳƭǘŜŘ ǿŀǎ ŎŀƭƭŜŘ Řƛǎŀōƛƭƛǘȅ άǎŜƭŦ-

ŀŘǾƻŎŀŎȅέ ƻǊ άŎƻƴǎǳƳŜǊƛǎƳ.έ tŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ǎǇŜŀƪƛƴƎ ǳǇ ŀƴŘ ŘŜŎƛŘƛƴƎ ŦƻǊ ǘƘŜƳǎŜƭves what 

their new policies and programs should look like. They were the consumers or customers of these 

programs and they should take control and lead the movement themselves. This change in leadership 

was marked by a ǎƘƛŦǘ ŦǊƻƳ άǇŀǘŜǊƴŀƭƛǎƳέ όōŜƛƴƎ ǘŀƪŜƴ ŎŀǊŜ ƻŦ ōȅ ƻǘƘŜǊǎύ ǘƻ άŎƻƴǎǳƳŜǊƛǎƳέ όǘŀƪƛƴƎ ŎŀǊŜ 

of yourself).  

And, this taking of control of your destiny is a point of pride or άdisability pride.έ 

Following this important value, ȅƻǳ ǎƘƻǳƭŘ ŀƭǿŀȅǎ ǎǘǊƛǾŜ ǘƻ ŀŘǾƻŎŀǘŜ ŦƻǊ ȅƻǳǊǎŜƭŦΦ LǘΩǎ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎ to 

ŘƻΦ aƻǊŜƻǾŜǊΣ ƛǘΩǎ ȅƻǳǊ ŘǳǘȅΦ bƻ ƻƴŜ ƛǎ ƛƴ ŀ ōŜǘǘŜǊ Ǉƻǎƛǘƛƻƴ ǘƻ ƳŀƪŜ ǘƘŜ ŎŀǎŜ ŦƻǊ ȅƻǳ ǘƘŀƴ ȅƻǳΦ .ȅ ǘŀƪƛƴƎ 

ŎƘŀǊƎŜ ƻŦ ȅƻǳǊ ǎƛǘǳŀǘƛƻƴΣ ȅƻǳΩǊŜ ōǳƛƭŘƛƴƎ ȅƻǳǊ ǎŜƭŦ-confidence and leadership capabilities. And, doing so 

will make you a stronger and more attractive job candidate.  

Of course, there is nothing wrong with asking others for advice when making decisions. Listening to 

others can give you more ideas and information upon which to make your own decisions. 

Making your own decisions is being proud of yourself as a person with a disability. When people see 

your pride, they will admire you for it. 

So, have and show pride in your disability identity.  

LŦ ȅƻǳΩǊŜ ƴƻǘ ȅŜǘ ŎƻƴƴŜŎǘŜŘ ǘƻ ŀ Řƛǎŀōƛƭƛǘȅ ƎǊƻǳǇ ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴ and you think that might offer you 

support, consider connecting to a disability group which matches your interests. It will not only help you 

to build your disability pride and self-determination ς it can also help you to better represent the 

disability perspective in your job. For example, being organizationally connected with other people with 

disabilities puts you in a better position to help a potential employer understand how they might more 

ŜŦŦŜŎǘƛǾŜƭȅ άǎŜƭƭέ ƻǊ άƻŦŦŜǊέ ǘƘŜƛǊ ǇǊƻŘǳŎǘǎ ŀƴŘ ǎŜǊǾƛŎŜǎ ǘƻ мр҈ ƻŦ ǘƘŜ ƎŜƴŜǊŀƭ ǇƻǇǳƭŀǘƛƻƴΦ (This idea will 

be covered in more detail in Lesson 12 below.)  
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Here is a listing of disability organizations for you to check out and possibly connect with:  

https://en.wikipedia.org/wiki/List_of_disability_rights_organizations You can also search online for 

disability organizations in your local area (there may be more than you think)! 

Lesson 5 ɂ Discrimination Threat and Performance 
!ǎ ǿŜΩǾŜ ŘƛǎŎǳǎǎŜŘΣ Řisability discrimination can be either subtle or obvious. In its subtle or less-obvious 

form, it can be much harder to evaluate and manage. For example, a job interviewer might be smiling 

and polite with a job applicant with a visible disability; however, this interviewer may seem to be less 

engaged or involved as one might want or expect. Or, the employer may say something seemingly 

ƛƴƴƻŎŜƴǘ ǿƘƛŎƘ Ƴŀȅ ǎǳƎƎŜǎǘ ŀ ōƛŀǎ ŀƎŀƛƴǎǘ ŀ ŘƛǎŀōƛƭƛǘȅΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳΩǊŜ ŀ ōƭƛƴŘ Ƨƻō ŀǇǇƭƛŎŀƴǘ, they 

might ǎŀȅΣ άdo you realize that there is a great deal of reading to do in this jobΚέ Ls that discrimination? 

Maybe it is, ƳŀȅōŜ ƛǘ ƛǎƴΩǘΦ   

How you respond to such situations will determine your success in either the job interview or in other 

professional situations.  

Being aware that such negative disability related comments can (and do) happen all the time, the 

ǉǳŜǎǘƛƻƴ ōŜŎƻƳŜǎΣ ά²Ƙŀǘ ǘƻ Řƻ ŀōƻǳǘ ƛǘΚέ ς aƴŘΣ ά²ƘŜƴ ǘƻ Řƻ ƛǘΚέ 

There are no hard and fast rules.  

Some might immediately challenge such behaviors. Others might choose to ignore them for fear of 

reducing or even ŘŜǎǘǊƻȅƛƴƎ ŀƴȅ ŎƘŀƴŎŜ ƻŦ ƎŜǘǘƛƴƎ ǘƘŜ ƧƻōΦ LǘΩǎ ƘŀǊŘ ǘƻ ƪƴƻǿ ǿƘŀǘ ǘƻ Řƻ ŀƴŘ ǿƘŜƴ ǘƻ Řƻ 

it. 

One thing that you want to be aware of in such situations is that how you react has a direct impact on 

your performance, especially in an interview. Having a feeling or fear that someone is not treating you 

fairly can have a significant impact on your ability to perform in most professional situations. 

Think about it.  

During an interview, your attention and concentration should be totally committed to focusing on how 

to answer the questions ȅƻǳΩǊŜ ōŜƛƴƎ ŀǎƪŜŘΦ The minute your brain begins to focus on the possibility 

that the job interviewer, employer or co-worker is making comments or asking you questions which 

suggest a bias or discrimination against your disability, you will begin to lose focus on the task at hand. 

Research shows us that such reactions often diminish your ability to perform. And this fact is important 

to know, especially when you are engaged in the all-important job interview or professional meeting. 

During these times, you will want to be at your peak performance. 

This reaction to potential discrimination threats is called άǎǘŜǊŜƻǘȅǇŜ ǘƘǊŜŀǘ.έ Sometimes, these 

ǎƛǘǳŀǘƛƻƴǎ ƻǊ ŎƻƳƳŜƴǘǎ ƳƛƎƘǘ ōŜ ŎŀƭƭŜŘΣ άƳƛŎǊƻ-ŀƎƎǊŜǎǎƛƻƴǎέ ƻǊ ǎƳŀƭƭ ƴŜƎŀtive comments.  

Whenever you feel threatened by discriminatory thoughts, comments, looks, actions or feelings, your 

brain goes on high alert. You become hyper vigilant about this apparent discrimination and begin to 

https://en.wikipedia.org/wiki/List_of_disability_rights_organizations
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dedicate much of your attention and brain power on devising strategies to defend yourself. Research 

conducted by Dr. Claude M. Steele (https://www.youtube.com/watch?v=vvwvvbiwRkg ) shows us that 

in such situations, your performance will significantly fall off.  

Now that you ƪƴƻǿ ŀōƻǳǘ άǎǘŜǊŜƻǘȅǇŜ ǘƘǊŜŀǘέ ŀƴŘ how it can diminish your performance, what can you 

do to protect yourself from its negative effects? CƛǊǎǘΣ ǊŜŎƻƎƴƛȊŜ ǿƘŜƴ ƛǘΩǎ ƘŀǇǇŜƴƛƴƎ ǘƻ ȅƻǳΦ Yƴƻǿ ǘƘŀǘ 

ƛǘΩǎ ƴƻǊƳŀƭ ŀƴŘ ǘƻ ōŜ ŜȄǇŜcted. In fact, it happens to everyone, whenever theyΩǊŜ ƳŀŘŜ ǘƻ feel like an 

outsider or not welcomed. So, as a person with a disability, be alert to identify when you feel these 

emotions entering your being. When you do, know how they can adversely affect you and your 

performance.  

Dr. Steele recommends a technique to lessen the negative performance impacts ƻŦ άǎǘŜǊŜƻǘȅǇŜ ǘƘǊŜŀǘέ 

by putting these small discrimination signals (micro-aggressions) aside to try and maintain your peak 

performance. He suggests using a three-strike rule when faced with these situations. This strategy will 

help to keep calm and, in turn, be at your best.  

The three-strike rule is simple. The first time someone says something that suggests discrimination 

based on disability, άƭŜǘ ƛǘ Ǝƻέ όǎǘǊƛƪŜ ƻƴŜύΦ 5ƻƴΩǘ ǊŜŀŎǘΦ 5ƻƴΩǘ even think about it. Put it out of your mind, 

for the time being, so your performance is not negatively impacted. The second time the same person 

sends another seemingly negative signal or says something that might offend you again, ά[Ŝǘ ƛǘ Ǝƻέ 

(strike two). The third time this happens, be prepared to stand up for yourself as you should (strike 

three and ȅƻǳΩǊŜ ƻǳǘύΦ 

.ȅ ǘŜƳǇŜǊƛƴƎ ȅƻǳǊ ǊŜǎǇƻƴǎŜ ƛƴ ǘƘƛǎ ƎǊŀŘǳŀƭ ǿŀȅΣ ȅƻǳ ƘŜƭǇ ǘƻ ŎŀƭƳ ǘƘŜ ŦŜŜƭƛƴƎ ƻŦ άǎǘŜǊŜƻǘȅǇŜ ǘƘǊŜŀǘέ 

building inside of you and the related hyper-vigilance it creates which reduces your performance. So, 

ŘƻƴΩǘ ƎƛǾŜ ǳǇ ȅƻǳǊ ǊŜǎǇƻƴǎƛōƛƭƛǘƛes to defend yourself, but do it in a way which helps you get better 

professional results. 

Also, by allowing someone two strikes (two apparent wrongs) you may find the threat naturally melting 

away. In fact, the three-strike rule allows for situations where you might be wrong (possibly 

άƳƛǎǊŜŀŘƛƴƎέ ǘƘŜ ǎŜŜƳƛƴƎƭȅ ƴŜƎŀǘƛǾŜ ŎƻƳƳŜƴǘsύΦ Lƴ ǿƘƛŎƘ ŎŀǎŜΣ ȅƻǳ ŘƛŘƴΩǘ ƘŀǾŜ ǘƻ ŎƻƴŦǊƻƴǘ ǘƘŀǘ person 

and jeopardize the relationship. Plus, your performance was kept higher longer. This is an important 

strategy to practice, especially in an employment setting. 

You might also consider evaluating the particular relationship and circumstances, as sometimes it might 

be wise to consider avoiding ǘƘŜ άǘƘǊŜŜ-ǎǘǊƛƪŜέ ǎǘǊŀǘŜƎȅ altogether. In other words, the situation is too 

ƛƳǇƻǊǘŀƴǘ ǘƻ Ŏŀƭƭ ǘƘŜ ǇŜǊǎƻƴ άƻǳǘέ ƻƴ ǎǘǊƛƪŜ ǘƘǊŜŜΦ  

This may be the exception to the rule while ȅƻǳΩǊŜ ƘƻƭŘƛƴƎ out hope that you can get what you want 

from the meeting or encounter. If you stay calm and away from any confrontation, regardless of the 

number of times threats seem to come your way, you might still achieve your goals. Remember, you can 

always go back to that person, after the event, and discuss your concerns once the outcome has been 

decidedΦ .Ŝ ŦƭŜȄƛōƭŜ ƛƴ ȅƻǳǊ ǊŜǎǇƻƴǎŜ ǘƻ άǎǘŜǊŜƻǘȅǇŜ ǘƘǊŜŀǘέ ƛƴ ƻǊŘŜǊ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜ ōŜǎǘ ǇƻǎǎƛōƭŜ ǊŜǎǳƭǘǎ 

for you. 

https://www.youtube.com/watch?v=vvwvvbiwRkg
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Lastly, consider the idea that some people are more hyper-vigilant around disability discrimination than 

others are. Observe yourself and measure your level of vigilance or alertness around disability 

discrimination. Then, consider the impact this hyper-ǾƛƎƛƭŀƴŎŜ ŀƴŘ άǎǘŜǊŜƻǘȅǇŜ ǘƘǊŜŀǘέ may have on both 

your professional performance as well as in other relationships. Adjust your level of vigilance based on 

your preference for either making a point in the moment or getting better outcomes for yourself. 

Lesson 6 ɂ The Disability Message You Want to Send  
!ǎ ǿŜΩǾŜ ŘƛǎŎǳǎǎŜŘΣ Řƛǎŀōƛƭƛǘȅ often conjures up all sorts of fears, biases, stereotypes, and 

misconceptions. As we make progress towards full equity and inclusion for people with disabilities, 

society is steadily moving along the path of positive disability awareness, acceptance and respect. While 

on this journey, different people, in different situations and at different times, will display different 

levels of understanding and support for disability rights. 

This journey is going to take time before we all reach the finish line (full acceptance without any 

reservations). As nondisabled people become increasingly aware about disability rights, they find 

themselves struggling between the old myths and misconceptions about disability and the new truths 

about disability equity and inclusion. Think about it ς half of your mind knows that disability rights 

should be honored and the other half has trouble with that concept because you sometimes think that 

people with disabilities are unable to do things (like working). 

As mentioned earlier, one of the results of this conflicted thinking is ǎƻƳŜǘƘƛƴƎ ŎŀƭƭŜŘ άǇƻƭƛǘƛŎŀl 

ŎƻǊǊŜŎǘƴŜǎǎέ ς or knowing that there is a right thing to say, but not knowing exactly what it is or feeling 

the opposite.  

¸ƻǳΩǊŜ Ƨǳǎǘ ƴƻǘ άǘƘŜǊŜέ ȅŜǘΦ 

This conflict tends to make nondisabled people both fearful and reluctant to engage with or talk to a 

person with a disability. This fear can be summarized this way: άƛŦ L ŘƻƴΩǘ ƪƴƻǿ ǿƘŀǘ ǘƻ ǎŀȅΣ ƻǊ ƛŦ LΩƳ 

ŀŦǊŀƛŘ LΩƭƭ ǎŀȅ ǘƘŜ ǿǊƻƴƎ ǘƘƛƴƎΣ L better not say anything at all.έ  

This reaction is common and widespread, even in the world of work. 

To see an example of the fear around being politically correct, watch the movement of a person with a 

visible disability (such as a person using a wheelchair or a blind person with a guide dog) through a 

crowd of nondisabled people. Watch those people move out of the way or even turn away from the 

person with a disability passing by, ƴƻǘ ŜǾŜƴ ǎŀȅƛƴƎ άƘŜƭƭƻέ ǿƘŜƴ ǘƘŜȅ ƳƛƎƘǘ ƻǘƘŜǊǿƛǎŜΦ  

Now, they may be just getting out of the way. But, having talked to these folks after observing these 

sƛǘǳŀǘƛƻƴǎΣ LΩǾŜ ƭŜŀǊƴŜŘ ƻŦ ǘƘŜƛǊ basic fear of having an interaction with the person with a visible disability 

ōŜŎŀǳǎŜ ǘƘŜȅΩǊŜ ƴƻǘ ǎǳǊŜ ǿƘŀǘ ǘƻ ǎŀȅΦ So, they calm their fears by moving away and avoiding the whole 

subject. 

This response is anchored in fears around being political correctness or saying the wrong thing.   
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So, imagine if ȅƻǳΩǊŜ ŀ nondisabled job interviewer or supervisor of an applicant or employee with a 

disability and you have these fears, you might express them by either avoiding or limiting your 

interactions with the person with a disability. 

Hence, we need to recognize these fears and develop a professional strategy to respond. 

One way to begin is simply ǘƻ ǎƳƛƭŜΦ LǘΩǎ ŀƳŀȊƛƴƎ Ƙƻǿ effective a smile can be. Smiling sends the 

message that άLΩƳ ƴƻǘ ŀƴƎǊȅ.έ It signals that you want to be friendly towards the other person and not 

confrontational. So, be sure to smile and that will begin to calm the other person down.  

Remember, they may simply be afraid because ǘƘŜȅ ŘƻƴΩǘ ƪƴƻǿ Ƙƻǿ ǘƻ ŀŎǘ. It might seem silly or 

ǳƴǊŜŀǎƻƴŀōƭŜΣ ōǳǘ ƛǘΩǎ ƻŦǘŜƴ ǘƘŜ ŎŀǎŜΦ 

Another strategy to beat back ǘƘŜ άLΩƳ ŀŦǊŀƛŘ LΩƭƭ ǎŀȅ ǘƘŜ ǿǊƻƴƎ ǘƘƛƴƎέ ŦŜŀǊ ƛǎ ǘƻ ōŜ ǊŜŀŘȅ ǘƻ ƭŜǘ ǘƘŜ 

person say the wrong thing. This strategy relates back to Lesson 5 above, ƻƴ ά5ƛǎŎǊƛƳƛƴŀǘƛƻƴ Threat and 

Performance.έ wŜƳŜƳōŜǊΣ ōŜƛƴƎ ƘȅǇŜǊ-vigilant to apparent acts of discrimination can affect your 

performance. Here, too, you might let it go and let people feel comfortable saying the wrong thing 

without being corrected by you.  

You can correct them by example -- by being friendly and supportive and helping them to see you in that 

ǿŀȅΦ .ȅ ŘƻƛƴƎ ǘƘƛǎΣ ȅƻǳΩǊŜ ƳƻǊŜ ƭƛƪŜƭȅ ǘƻ ŜŘǳŎŀǘŜ ǘƘŜƳ about Řƛǎŀōƛƭƛǘȅ ŜǉǳŀƭƛǘȅΦ !ƴŘ ȅƻǳΩǊŜ more likely 

to do so in a way which will more positively promote your full acceptance. 

LǘΩǎ ŀƳŀȊƛƴƎ Ƙƻǿ ƳǳŎƘ Řƛǎŀōƛƭƛǘy discrimination comes from fear around άǇƻƭƛǘƛŎŀƭ ŎƻǊǊŜŎǘƴŜǎǎέ ŀƴŘ 

saying the wrong thing.  

Change this unintended discrimination with your friendliness, warmth and personality.  

Lesson 7 ɂ Accommodation Strategies 
In addition to the idea of normalizing the concept of disability related job accommodations, as was 

discussed in Lesson 2 above, a job applicant or employee with a disability must be completely prepared 

around his or her specific job accommodation needs. 

Imagine that you are an employer and a job applicant with a disability enters the interview room. You 

have a number of promising job candidates to consider. You have work that needs to get done back at 

the office, so you need to get the new person hired as quickly as possible. As the employer doing job 

interviews, you are very mindful of your boss who will examine how well you did selecting the new 

employee. So, who you select reflects on your own performance. ¸ƻǳΩǊŜ ŀƭǎƻ ǘƘƛnking about how your 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ōǳŘƎŜǘ ƛǎ ǎǘǊŜǘŎƘŜŘΣ ǎƻ ȅƻǳ ƴŜŜŘ ǘƻ ōŜ Ŏƻǎǘ-effective with this hire. Plus, who you select 

must fit in well with your other employees and ŎǳǎǘƻƳŜǊǎΦ LŦ ǘƘƛǎ ƴŜǿ ƘƛǊŜ ŘƻŜǎƴΩǘ Ŧƛǘ in well, you are 

going to lose some respect from your boss, co-workers and customers. IŦ ȅƻǳ ŘƻƴΩǘ ǇƛŎƪ ǿŜƭƭΣ ȅƻǳǊ job 

standing and promotion potential may suffer. As the job interviewer or employer, all these thoughts are 

racing through your mind as you interview and consider all the job applicants you are interviewing.  

{ƻΣ ƛǘ ƛǎƴΩǘ Ƨǳǎǘ ǘƘŜ Ƨƻō ŀǇǇƭƛŎŀƴǘ ǿƘƻΩǎ ƴŜǊǾƻǳǎ ƛƴ ŀ Ƨƻō ƛƴǘŜǊǾƛŜǿΦ 
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Then, a job applicant with a disability comes into the interview room. With all the other pressures facing 

the employer, how do you think the employer might react when you simply sayΣ άL need a disability-

related job accommodationέΚ aƻǎǘ ƭƛƪely, thŜ ŜƳǇƭƻȅŜǊΩǎ ŦƛǊǎǘ ǊŜŀŎǘƛƻƴ will be, άthis is a problem.έ And, 

when there is a problem lacking any clear solution, people may get nervous and want to avoid the 

subject. If this is going to be your announcement (άI need a disability related job accommodationέ), you 

need a well-conceived plan to meet these fears and negative reactions immediately. {ƻΣ ƭŜǘΩǎ Ǉƭŀƴ ȅƻǳǊ 

strategy to respond effectively. 

The first thing to do is to recognize thŜ ŜƳǇƭƻȅŜǊΩǎ perspective on this subject and devise your strategy 

to help them through the conversation as easily as possible.  

!ǎ ǿŜΩǾŜ ƳŜƴǘƛƻƴŜŘΣ ƻne of THE most appealing characteristics of a job candidate or any employee is 

the ǇŜǊǎƻƴΩs ability to solve problemsΦ LŦ ȅƻǳ ǘƘƛƴƪ ŀōƻǳǘ ƛǘΣ ǘƘŀǘΩǎ ǘƘŜ Ƴŀƛƴ ǊŜŀson why employers hire 

people -- to help them solve problems and to get things done. 

Employers want to hire job applicants or employees who present problems along with suggested 

solutions in the same sentence or statement.  

Knowing this, as soon as you announce your disability accommodation or performance enhancement 

needs, you must be prepared to describe them with specific job accommodation solutions which are 

likely to work in this particular job setting at a reasonable cost. Be sure to include the name of the 

equipment or describe the technique clearly and in full detail. If you need equipment, indicate the 

manufacturer, make, model, where it can be found and what it costs. Answer immediately any and all 

possible questions about how this can work. When you bring this subject up, you must be ready, 

confident and complete.  

In order to do this in a professional manner, you must prepare yourself, in advance of your revelation to 

the employer, by consulting with others about workable accommodation solutions for this particular 

ƧƻōΦ 5ƻƴΩǘ Ƨǳǎǘ ƎƛǾŜ ƎŜƴŜǊŀƭ ŀŎŎƻƳƳƻŘŀǘƛƻƴ ƛŘŜas or solutions. Describe job-specific accommodation 

solutions which fit well with the job in question. 

One great resource that you should ŎƻƴǘŀŎǘ όƛǘΩǎ ŦǊŜŜύ ƛǎ the Job Accommodation Network (JAN).  

Ask them to help you build your job specific job accommodation statement. Call them on 1-800-JAN-

7234. When you call them (you can also contact them online at http://askjan.org/), be ready to describe 

two things: 1) your functional limitations (what does your disability prevent you from doing, like 

standing, walking, speaking, hearing, etc.); and 2) what are the specific or known duties of the job you 

are applying for (i.e. computer work, customer service, physical duties, etc.). Then, tell them which 

duties you need help with (reasonable accommodations). With this basic information about your 

situation, they will help you define your specific job accommodation needs. Do this and you will be 

prepared to both calm your possible new boss and show him or her how great of a problem solver you 

are!  YƻǳΩƭƭ ǊŜŘǳŎŜ ǘƘŜƛǊ anxiety about considering you for the job because of your clear and precise 

statement. Such a strategy will likely minimize the employŜǊΩǎ ŦŜŀǊǎ ŀǊƻǳƴŘ ǘƘƛǎ ǎǳōƧŜŎǘΦ 

http://askjan.org/
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So, ask JAN about any job-related needs you might have. ¢ƘŜȅΩǊŜ ǘƘŜ ōŜǎǘΦ 

Also, be sure to update or prepare a new job-specific accommodation statement for every job interview 

you have. One size may not fit all. 

Certainly, there are other resources for developing your job accommodation statement or answer. Local 

rehabilitation, education and disability agencies can help, ŀǎ ǿŜƭƭ ŀǎ ȅƻǳǊ ŀǊŜŀΩǎ /ŜƴǘŜǊ ŦƻǊ LƴŘŜǇŜƴŘŜƴǘ 

Living (more on these agencies in Part II, Lesson 6).  

Practice your job accommodation speech within the context of you wanting to be as productive as 

possible in the job ȅƻǳΩre seeking. They are productivity boosters, ŀǊŜƴΩǘ ǘƘŜȅΚ ¢hatΩǎ how you should 

promote them to your possible new employer. If you describe your job accommodation needs in this 

way, you may find the subject more welcomed. 

There are two additional benefits about the subject of job accommodations and workers with disabilities 

which you might express.  

Your disability-related job accommodations are more than just for you. They are also for other possible 

employees with disabilities who might follow you (including existing workers who may become 

disabled). The reality is that people in this nation (and the world) are moving in this direction. They are 

learning about the need to reshape their understanding and environment to fit everyone, including 

people with disabilities. The experience of providing for your job accommodations will help to further 

educate your employer, co-workers and even customers about this subject. The result of your efforts to 

become a working member of society will add one more example moving us all forward. So, in a sense, 

you are not just representing yourself ς ȅƻǳΩǊŜ ǊŜǇǊŜǎŜnting other people with disabilities who will 

follow you. 

The second overall point about job accommodations is that it works both ways. When you receive 

needed job accommodations, you are not only gaining better access to your job; your new employer, co-

workers and customers are also ƎŀƛƴƛƴƎ άŀŎŎŜǎǎέ ǘƻ ȅƻǳǊ knowledge, ideas, ŀƴŘ ǇŜǊŦƻǊƳŀƴŎŜΦ LǘΩǎ ŀ ǿƛƴ-

win situation for both you and your organization. 

And, finally, understand what is meant by the term άƛƴǘŜǊŀŎǘƛǾŜ ǇǊƻŎŜǎǎέ which is an important concept 

in the disability job accommodation discussion with an employer. 

¢ƘŜ άLƴǘŜǊŀŎǘƛǾŜ ǇǊƻŎŜǎǎέ ƛǎ ŀ ƪŜȅ ƭŜƎŀƭ ǘŜǊƳ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ Řƛǎŀōƛƭƛǘȅ ǊƛƎƘǘǎΦ Lǘ ǎŀȅǎ ǘƘŀǘ ǿƘŜƴ ŘƛǎŎǳǎǎƛƴƎ 

and resolving disability-related barriers or accommodations, the person with a disability should be 

consulted and their ideas seriously considered in the resolution of the matter.  

Therefore, whenever disability-related job accommodations are under consideration, you need to be 

prepared to participate effectively in the άinteractive process.έ 

So, calling JAN or asking another job accommodation specialist to help you decide what disability related 

job accommodations you will want to ask for will help you to be more fully prepared for this 

conversation. 
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Lesson 8 ɂ Disclosure Strategies 
Now that we understand more about both the employerΩǎ realities around choosing who to hire and 

how to best present yƻǳǊ Ƨƻō ŀŎŎƻƳƳƻŘŀǘƛƻƴ ƴŜŜŘǎ ǘƻ ŀƴ ŜƳǇƭƻȅŜǊΣ ƭŜǘΩǎ ǘŀƭƪ ŀōƻǳǘ άǿƘŜƴέ ȅƻǳ ǎƘƻǳƭŘ 

disclose your disability-related job accommodations.  

This subject is anchored in a truth about what employers are looking for in a prospective job applicant. 

Sure, they want a problem-solver and productive worker, but they also want an employee who has a 

sense of άƭƻȅŀƭǘȅ and integrity.έ ¢ƘŜȅ ǿŀƴǘ a worker who tells the truth and who do so with honor and 

good character. 

These values are not only important during a job interview; ǘƘŜȅΩre also among the key skills to general 

workplace success.  

In the workplace, ȅƻǳ ŎŀƴΩǘ ŀƭǿŀȅǎ ōŜ the worker with the best ideas or be the best performance, but 

ȅƻǳ Ŏŀƴ ŀƭǿŀȅǎ ŘƛǎǇƭŀȅ άƭƻȅŀƭǘȅ and integrity.έ You can always tell your boss the truth, as you understand 

it, and do so with a sense of duty and honor.  

So, on the subject of disability disclosure and the need for disability job accommodations, do the right 

thing at the right time. 5ƻ ƛǘ ǿƛǘƘ άƭƻȅŀƭǘȅ ŀƴŘ ƛƴǘŜƎǊƛǘȅ.έ  

IŜǊŜΩǎ Ƙƻǿ. 

Generally speaking, there are two ways that disability disclosure can unfold. It depends on whether your 

disability is visible (can be seen or observed) or invisible (not apparent or obvious).  

LŦ ƛǘΩǎ ǾƛǎƛōƭŜΣ as soon as you enter the interview room the employer or interviewer will see your 

wheelchair, white cane or hearing aids, etc. If this is how you present, know that as soon as you enter 

the interview room the employer is likely already asking himself or herself many questions about your 

visible disability. And, you must realize, they cannot ask you many of these questions out loud because it 

might be against the law to do so.  

Here are some of the unasked questions the employer or interviewer is quietly asking themselves: 

1. How can this person do this job with that disability? 

2. If I had that disability, I ŘƻƴΩǘ ǘƘƛƴƪ L ŎƻǳƭŘ Řƻ ǘƘƛǎ job. Can they? 

3. LΩǾŜ ƘŜŀǊŘ ǘƘŀǘ Řƛǎŀōƛlity accommodations are expensive ς arŜƴΩǘ ǘƘŜȅΚ 

4. If I hire this person, what will my boss, fellow workers or customers say? 

5. If I hire this person, would I be able to fire them, if necessary? Would I be stuck with them? 

6. Oh, a person with a disability ς ŘƻŜǎƴΩǘ ǘƘŀǘ ƳŜŀƴ ƳƻǊŜ ƭŀǿǎΣ ƳƻǊŜ Ŏƻǎǘs, more potential 

liabilities (law suits)? 

7. I have other job candidates without disabilities waiting for an interviewΣ ǿƘȅ ŘƻƴΩǘ L Ƨǳǎǘ ƎŜǘ ǘƻ 

the next applicant? 
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These are potentially job-killing interview questions which you will never hear asked in an interview. The 

reasons you will never hear them is the job interviewer understands that they are, at least, politically 

incorrect; and, more than that, against the law (see Lesson 10 below).  

EǾŜƴ ǘƘƻǳƎƘ ȅƻǳ ŀǊŜƴΩǘ ŀǎƪŜŘ ǘƘŜǎŜ questions, answers will likely emerge in the mind of the employer. 

Unfortunately, though, the person thinking these questions will imagine the answers without your input. 

This will probably result in answers which are likely not going to be in your favor ς or at least, probably 

not accurate. 

Hence, if you enter the interview room with a visible disability, you have no ŀƭǘŜǊƴŀǘƛǾŜ ōǳǘ ǘƻ άǘŀƪŜ ǘƘŜ 

bull by the horns.έ ¢Ƙŀǘ ƛǎ ǘƻ ǎŀȅΣ be sure to weave answers to the ŜƳǇƭƻȅŜǊΩǎ unasked questions above 

into your answers to the general interview questions asked. So, if you have a visible disability, you must 

begin your disclosure strategy immediately and in this way. 

The best way to start answering these unasked questions is to be friendly and likeable. As mentioned 

earlier, tƘŜǊŜΩǎ ŀƴ ƛƴǘŜǊŜǎǘƛƴƎ truth about discrimination. The more you ƎŜǘ ǘƻ ƪƴƻǿ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ 

discriminating against, the quicker you will back away from these negative thoughts and behaviors. 

tŜƻǇƭŜ ŘƻƴΩǘ ŘƛǎŎǊƛƳƛƴŀǘŜ όƎŜƴŜǊŀƭƭȅύ ŀƎŀƛƴǎǘ ǇŜƻǇƭŜ ǘƘŜȅ ƪƴƻǿ ŀƴŘ ƭƛƪŜΦ  

Then, in a friendly way, begin to respond to those unanswered questions by disclosing facts about your 

abilities which tend to reject the negative disability thoughts generated by those unasked questions 

listed above.  

[ŀǘŜǊ ƛƴ ǘƘƛǎ ōƻƻƪΣ ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ ǘŀƭƪ ŀōƻǳǘ Ƙƻǿ to best prepare for a job interview. More will be 

revealed about how to prepare your answers to the unasked disability questions listed above. For now, 

if you have a visible disability or when you might reveal an invisible one, make note of the importance of 

responding to these unasked questions on your own.  

On the other hand, if you have an invisible disability (that is, the employer can neither see nor knows 

about it, unless you mention it), your strategy will be different. The difference will be around either 

timing or deciding if there really is a need to mention it at all.  

The timing question stands on one key principle or revelation. That is if (and when) you see the need for 

a disability-related job accommodation. If you have an invisible disabilitȅ ŀƴŘ ȅƻǳ ŘƻƴΩǘ ǇŜǊŎŜƛǾŜ ŀƴȅ 

disability-related job accommodations are needed in the job you are interviewing for, then there seems 

to be no need to disclose or bring it up. You might skip the subject for now. 

However, the moment may arrive when you recognize the need for a disability-related job 

ŀŎŎƻƳƳƻŘŀǘƛƻƴΦ ¢ƘŀǘΩǎ ǘƘŜ ŎƻǊǊŜŎǘ ƳƻƳŜƴǘ ƻǊ time to mention this subject. ¢Ƙƛƴƪ ŀōƻǳǘ ǘƘŜ άƭƻȅŀƭǘȅ 

ŀƴŘ ƛƴǘŜƎǊƛǘȅέ ǾŀƭǳŜs which are so important to an employer. If you realize that disability-related job 

accommodations are needed, you must not delay the discussion with the employer. If you do, you might 

tarnish your reputation around honesty in their eyes. You may lose the job if you wait too long to bring 

up the subject ōŜŎŀǳǎŜ ǘƘŜ ŜƳǇƭƻȅŜǊ Ƴŀȅ ǊŜŀƭƛȊŜ ȅƻǳΩǾŜ ƴƻǘ ōŜen forthcoming on something very 

important.   
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IŦ ȅƻǳΩǊŜ not sure you will need a job accommodation, but the question still enters your mind, that may 

be a signal to consider addressing the subject immediately. Again, if you delay and the employer later 

learns about your needs and senses you delayed talking about it, their opinion of you may go down.  

Again, be guided by the values of άloyalty and integrity.έ  

These are the general strategies around disability disclosure in employment. While these are broad rules 

to follow, each person or situation is different. Whenever youΩǊŜ ƴƻǘ sure what to do, ask someone you 

trust ŦƻǊ ŀŘǾƛŎŜΦ ²ƘŜƴ ƛǘΩǎ ǘƛƳŜ ǘƻ ŘƛǎŎƭƻǎŜ ŀ Řƛǎŀōƛƭƛǘȅ-related job accommodation to an employer, 

remember to follow the guidelines of being able to describe specific accommodation strategies and 

doing it with a sense of άƭƻȅŀƭǘȅ ŀƴŘ ƛƴǘŜƎǊƛǘȅΦέ 

Lesson 9 ɂ A Brief Disability History 
People with disabilities are an important ǇŀǊǘ ƻŦ ƻǳǊ bŀǘƛƻƴΩǎ ƘƛǎǘƻǊȅ. For example, a person with 

cerebral palsy signed the Declaration of Independence (Stephen Hopkins of Delaware); another was 

elected to four terms as President of the United States (Franklin D. Roosevelt), and millions more made 

both big and small contributions to our country in every field and occupation. 

While this type of history is important, ǘƘŀǘΩǎ ƴƻǘ ǘƘŜ ƘƛǎǘƻǊȅ ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ ǊŜǾƛŜǿ ƛƴ ǘƘƛǎ Lesson. 

Rather, in preparation for the next two lessons (11 and 12) ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ learn something about the 

social and legal rights history of disability as it relates public policy. We should understand that various 

disability-related laws and policies ŘƛŘƴΩǘ Ƨǳǎǘ ŀǇǇŜŀǊ ƻǳǘ ƻŦ ƴƻǿƘŜǊŜΦ  

For most of human history, progress in this area has been slow.  

hǾŜǊ ǘƘŜ ŎŜƴǘǳǊƛŜǎΣ ǘƘŜ ǇƘŀǎŜǎ ǿŜΩǾŜ ƎƻƴŜ ǘƘǊƻǳƎƘ Ŏŀƴ ōŜ captured in six (6) different stages of 

development. Each one built a foundation for the next one. Even today, some parts of the world are at 

different stages than others. Plus, sometimes we go backwards as well as forwards. And this progression 

or journeȅ ƛǎƴΩǘ ƻǾŜǊ yet. We still have more to accomplish before we cross the finish line. IŜǊŜΩǎ ƻƴŜ 

way to capture this history in very broad terms. These are my six (6) phases or stages of ŎƛǾƛƭƛȊŀǘƛƻƴΩǎ 

disability social development. 

1. Discarded and Ignored. A period when societies lived or died based on the ability of every 

member to contribute to their survival. Communities needed warriors to defend the group, 

hunters and farmers to provide food, and builders to create shelters. If you could not contribute 

to these basic needs, you were unable to contribute to ŀ ŎƻƳƳǳƴƛǘȅΩǎ survival. This meant 

people with disabilities were seen as a drain or drag on the community. They were ignored and 

excluded. The most dramatic examples of this include ancient Sparta (400 BC) when babies born 

with physical disabilities were thrown into the sea because they had no value. Some more 

recent examples of this are the Nazi regime (1933-45) when certain people with disabilities were 

eliminated from society because they were inferior to a άƳŀǎǘŜǊ ǊŀŎŜέ culture; and, local city 

άǳƎƭȅ ƭŀǿǎέ ŜƴŀŎǘŜŘ ƛƴ ǘƘŜ ¦ƴƛǘŜŘ {ǘŀǘŜǎ όǎŜŜΥ  https://en.wikipedia.org/wiki/Ugly_law )  

https://en.wikipedia.org/wiki/Ugly_law
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2. Pitied. As communities moved beyond mere survival, they were in better and more 

understanding place to care for their individuals with disabilities. The models during this stage 

were based on both social and religious principles of showing pity for the less fortunate, and 

doing the right thing through volunteer and charity efforts.  

3. Given Equality. The next phase was based on encouraging nondisabled people to do good works 

and open their businesses and places of employment to people with disabilities. We ask people 

to voluntarily change both design principles and program practices to give people with 

disabilities access. In employment, employers are asked to ŎƻƴǎƛŘŜǊ άƘƛǊƛƴƎ the handicappedέ 

but can say no if they didnΩǘ ǿŀƴǘ ǘƻ. Equality is a nice thing to do but not a legal right.  

4. Demanded Equality. This period or phased was marked by laws and regulations which made it a 

matter of public policy to design buildings and programs in an accessible manner, as well as not 

to discriminate against people with disabilities in employment, public accommodations, 

transportation and communications. The hallmark legislation of this era in the United States is 

ǘƘŜ ά!ƳŜǊƛŎŀƴǎ ǿƛǘƘ 5ƛǎŀōƛƭities Act of 1990.έ  

5. Earned EqualityΦ ²ƛǘƘ ǊƛƎƘǘǎ ŎƻƳŜ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ LǘΩǎ ƴƻǘ ŜƴƻǳƎƘ Ƨǳǎǘ ǘƻ ƘŀǾŜ ƭŜƎŀƭ Ǌƛghts. We 

can and must take up our responsibilities to fully participate in society (including independent 

living, self-determination, and competitive employment). Rights are protections from unfair or 

unjust actions, but success still needs to be earned. 

6. Normalized Equality. In the future, the world will arrive at the natural conclusion that disability 

is a normal part of the human condition; and, therefore, people with disabilities must be 

logically and routinely included iƴ ǘƘŜ ŎƻƴŎŜǇǘ ƻŦ ǘƘŜ άƎŜƴŜǊŀƭ ǇǳōƭƛŎ.έ With this routine full 

inclusion of people with disabilities in everything, the word άdisabilityέ will cover fewer and 

fewer people. As science and technology advances, a time may come when all people with 

disabilities can fully participate in all that society has to offer. Then, the word disability may lose 

its historical meaning and equality will naturally or normally happen for all. 

The value of understanding disability history in this broad way is that we can better understand and 

ŀǇǇǊŜŎƛŀǘŜ ǿƘŜǊŜ ǿŜΩǾŜ ōŜŜƴΣ ǿƘŜǊŜ ǿŜ ŀǊŜ now and where we need to go in the future.  

With such a broad historical frame work in place, we should now focus more precisely on the disability-

related social and legal history in the United States. 

Did you know that before 1975, it was legal for local public schools to tell students with disabilities and 

ǘƘŜƛǊ ǇŀǊŜƴǘǎΣ άLΩƳ ǎƻǊǊȅΣ ǿŜ ŎŀƴΩǘ ǎŜǊǾŜ ȅƻǳ ƛƴ ƻǳǊ ǇǳōƭƛŎ ǎŎƘƻƻƭ because of your disabilityέ? Also, did 

you realize that before 1978, it was legal for private sector employers who were government 

contractors ǘƻ ǎŀȅΣ άLΩƳ ǎƻǊǊȅ, L Ŏŀƴƴƻǘ ƘƛǊŜ ȅƻǳ ōŜŎŀǳǎŜ ƻŦ ȅƻǳǊ Řƛǎŀōƛƭƛǘȅέ? And, did you understand 

that before 1990, it was legal for other private sector employment to say the same thing? LǘΩǎ ƘŀǊŘ ǘƻ 

imagine that just 20 to 40 years ago these rights in education and employment did not exist. 

How did we break these longstanding discriminatory practices in the U.S.? 

The journey began after the American Civil War, when thousands of permanently injured soldiers 

returned home to find no public programs to help them continue their lives as persons with disabilities 
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or disabled veterans. In response to this social challenge, numerous local charitable efforts were begun 

to assist some of these disabled soldiers. It was the humble beginnings of a civic sense of responsibility 

to address the disability needs of this category of people (civil war veterans) with disabilities. 

The next advance was fifty years later during the time World War I. This war produced thousands of 

military service members with disabilities. This time, and for the first time, the federal government 

stepped in and passed a law authorizing rehabilitation services for these disabled veterans. 

{ƻƻƴ ŀŦǘŜǊ ǘƘƛǎ ǇǊƻƎǊŀƳ ǘƻƻƪ ŜŦŦŜŎǘΣ ǘƘŜ ¦Φ{Φ /ƻƴƎǊŜǎǎ ǇŀǎǎŜŘ ŀ ά/ƛǾƛƭƛŀƴ wŜƘŀōƛƭƛǘŀǘƛƻƴ !Ŏǘ ƻŦ мфнл,έ 

which established the beginning of our state-federal vocational rehabilitation program for citizens with 

disabilities. This first civilian rehabilitation program only served people with physical disabilities.  

YŜŀǊǎ ŀŦǘŜǊ ǘƘŜ ǇŀǎǎŀƎŜ ƻŦ ǘƘŜ ά/ƛǾƛƭƛŀƴ wŜƘŀōƛƭƛǘŀǘƛƻƴ !Ŏǘ ƻŦ мфнл,έ ǘƘƛǎ ǇǊƻƎǊŀƳ ǿŀǎ ŜȄǇŀƴŘŜŘ ǘƻ ǎŜǊǾŜ 

people with mental illnesses or psychiatric survivors. 

During these early years, the only way (there were no laws) to get employers to consider hiring 

individuals with disabilities ǿƘƻ ǿŜǊŜ άǊŜƘŀōƛƭƛǘŀǘŜŘέ was to encourage, education or promote the idea 

ǘƘŀǘ άƛǘ ǿŀǎ ƎƻƻŘ ōǳǎƛƴŜǎǎ ǘƻ ƘƛǊŜ ǘƘŜ ƘŀƴŘƛŎŀǇǇŜŘ.έ ! ŎƻƴŎŜǇǘ ŎŀƭƭŜŘ άǎŜƭŜŎǘƛǾŜ ǇƭŀŎŜƳŜƴǘέ was 

advanced. Under this principle, the person with a disability should be placed in a job where their 

disability did not affect their ability to perform that job.  

Next, in 1948, after World War II, the first disability-related nondiscrimination rules advancing the 

employment of disabled veterans in federal government jobs were made into law.  

5ǳǊƛƴƎ ǘƘŜ мфрлΩǎ, things started to move more quickly. The vocational rehabilitation program was 

expanded to serve people with intellectual disabilities, and the Social Security Act was amended to 

create disability payments. 

Lƴ мфсуΣ ǘƘŜ ά¦Φ{Φ !ǊŎƘƛǘŜŎǘǳǊŀƭ .ŀǊǊƛŜǊǎ !Ŏǘέ ǿŀǎ ǇŀǎǎŜŘΦ ¢Ƙƛǎ ƭŀǿ required certain federal public 

buildings to include accessible design features for people with disabilities. Formal accessible design 

standards were first devised to support the lawΩǎ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴ. 

Lƴ ǘƘŜ мфтлΩs, the courts declared that treating Kindergarten through 12th grade students with 

disabilities differently (not letting them into public schools) was a denial of the equal protection and due 

process provisions of the U.S. Constitution. 

And, in 1973, Section 503 and Section 504 of the Rehabilitation Act of 1973 were enacted. This law (503 

& 504) took the next step (a giant leap forward) establishing both greater employment and accessibility 

rights for people with disabilities.  

In 1975, the U.S. Congress implemented Public Law 94-мпнΣ ά¢ƘŜ 9ŘǳŎŀǘƛƻn of the Handicapped Children 

Act,έ ǿƘƛch finally required local public schools (K-12 only) to provide a free and accessible public-school 

education to students with disabilities. The six major requirements ƻŦ ǘƘƛǎ ƭŀǿ όƴƻǿ ǘƛǘƭŜŘ άL59!έ ƻǊ 

άIndividuals wiǘƘ 5ƛǎŀōƛƭƛǘƛŜǎ 9ŘǳŎŀǘƛƻƴ !Ŏǘέύ ŀǊŜ to provide: 
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ω Individualized Education Program (IEP),  

ω Free and Appropriate Public Education (FAPE),  

ω Least Restrictive Environment (LRE),  

ω Appropriate Evaluation,  

ω Parent and Teacher Participation, and  

ω Procedural Safeguards (Due process). 

The advances ƻŦ ǘƘŜ мфтлΩǎ όŀōƻǾŜύ were driven by the advocacy and hard work of people with 

disabilities themselves.  

During this time frame, people with disabilities started to organize a consumerΩs movement taking 

charge of their programs and policies. It was a time of race-related civil riƎƘǘǎ ŀƴŘ ǿƻƳŜƴΩǎ ǊƛƎƘǘǎ 

campaigns. People with disabilities were soon to follow these examples and join the action.  

There a wonderful PBS documentary which tells the story of the birth and early years of the disability 

rights movement, ŎŀƭƭŜŘ ά[ƛǾŜǎ ǿƻǊǘƘ [ƛǾƛƴƎ.έ LŦ ȅƻǳ ǿŀƴǘ ǘƻ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ȅƻǳǊ Řƛǎŀōƛƭƛǘȅ ƘƛǎǘƻǊȅ, be 

sure to watcƘ ƛǘΦ {ŜŜ ǘƘŜ ƳƻǾƛŜΩǎ ǘǊŀƛƭŜǊ ƘŜǊŜ: http://www.p bs.org/independentlens/lives-worth-living/  

This disability rights or consumeǊΩǎ ƳƻǾŜƳŜƴǘ ǇǊƻƳƻǘŜŘ ǘƘŜ following principles, which remain 

important to us today. 

¶ Call us άpeople with disabilities,έ not άthe disabledέ (people-first language). 

¶ End paternalism (being taken care of) and embrace empowerment (taking care of ourselves). 

¶ People with disabilities promote ǘƘŜ ǇǊƛƴŎƛǇƭŜ άƴƻǘƘƛƴƎ ŀōƻǳǘ ǳǎ ǿƛǘƘƻǳǘ ǳǎΦέ 

¶ Disability is not an aberration, a problem to be solved, or an illness to be fixed or cured ς ƛǘΩǎ ŀ 

human identity that needs to be acknowledged and accepted.  

¶ Having a Disability is cultural experience. We have a disability culture to define, document and 

embrace. We promote disability pride. 

¶ Disability limitations only exist because of negative attitudes, inaccessible places and programs. 

¶ Negative attitudes need to change, not us.  

¶ Our goal is not equality; ƛǘΩǎ ƴƻƴŘƛǎŎǊƛƳƛƴŀǘƛƻƴΦ Equality suggests similar treatment. 

Nondiscrimination means accessibility or the eliminated of these artificial barriers (steps with no 

ramps; printed matter with no electronic or Braille copy, etc.)  

¶ With rights (access) come responsibilities to exercise full citizenship (including working when 

possible).   

These strategies continue to be relevant today. 

  

http://www.pbs.org/independentlens/lives-worth-living/
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Lesson 10 ɂ Disability Employment Laws  
bƻǿΣ ƭŜǘΩǎ ƭŜŀǊƴ more about the key details around our current disability rights laws. We will review just 

the key or relevant employment laws that are important to our quest for a successful career. These are:  

1) the Rehabilitation Act of 1973; and,  

2) the Americans with Disabilities Act (ADA) of 1990. 

Before we begin, there is one important caution to consider. It is ALWAYS important for you to read or 

ǎǘǳŘȅ ǘƘŜǎŜ ƭŀǿǎ ŀƴŘ ǊŜƎǳƭŀǘƛƻƴǎ ȅƻǳǊǎŜƭŦΦ  5ƻƴΩǘ ǊŜƭȅ ƻƴ ǿƘŀǘ ƻǘƘŜǊǎ Ƴŀȅ ǘŜƭƭ ȅƻǳ ǘƘŜǎŜ laws say. Most 

often, what you hear will be inaccurate, incomplete, out-of-date, or self-serving. !ƴŘΣ ǘƘŜǊŜΩǎ ƴƻǘƘƛƴƎ 

ƳƻǊŜ ŦǊǳǎǘǊŀǘƛƴƎ ǘƘŀƴ ǘǊȅƛƴƎ ǘƻ ǇǳǊǎǳŜ ȅƻǳǊ Řƛǎŀōƛƭƛǘȅ ǊƛƎƘǘǎ ǿƘŜƴ ȅƻǳ ŘƻƴΩǘ ŀŎŎǳǊŀǘŜƭȅ ƪƴƻǿ ǿƘŀǘ ǘƘŜȅ 

are or how they really work. So, study them yourself. Do your own research and go to the federal 

governmentΩǎ enforcement agencies directly, as they are your best sources for accurate information.  

I.  The Rehab Act of 1973, as Amended 

Title V, of the U.S. Rehabilitation Act of 1973, prohibits discrimination on the basis of disability in: 

¶ programs conducted by Federal agencies;  

¶ programs receiving Federal financial assistance; 

¶ Federal employment; and,  

¶ Federal contactors employment practices.  

The standards for determining employment discrimination under Title V of the Rehabilitation Act are the 

same as those used in Title I of the Americans with Disabilities Act.  

¢ƘŜǊŜ ŀǊŜ ǘƘǊŜŜ ƪŜȅ ǎŜŎǘƛƻƴǎ ƻŦ ǘƘŜ ¢ƛǘƭŜ ± ƻŦ ǘƘŜ wŜƘŀō !Ŏǘ ǿƘƛŎƘ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ ōŜŎƻƳŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘΦ 

These are: Sections, 501, 503, and 504. 

Section 501: 

Section 501 prohibits discrimination and requires affirmative action and nondiscrimination in 

employment by Federal agencies of the executive branch of our U.S. Government.  

This means that all our Federal government agencies are required, under Section 501, to actively recruit, 

hire and advance people with disabilities in their recruitment and hiring efforts. In other words, they 

must take affirmative action to both reach out to and encourage people with disabilities to apply for 

their jobs; and, in turn, give them every consideration. They must not discriminate against a disability, if 

the job applicant with a disability is otherwise qualified for the job. And, to this end, the agencyΩǎ 

employers must be prepared to provide reasonable accommodations to enable either that job applicant 

or employee with a disability to perform the essential functions of the job which they are otherwise 

qualified to perform. 

This law is enforced by the Equal Employment Opportunity Commission (EEOC). 

The key legal terms that have been underlined in this Lesson are further defined below in the 

ά5ŜŦƛƴƛǘƛƻƴǎέ ǎŜŎǘƛƻƴΦ  
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LǘΩǎ ǿƻǊǘƘ ƴƻǘƛƴƎ ǘƘŀǘ, as a result of Section 501, the Federal government represents a great career 

possibility for people with disabilities. In addition to having this extra responsibility to engage in 

affirmative action to hire people with disabilities, the Federal government offers thousands of 

interesting job possibilities and special hiring authorities like SchŜŘǳƭŜ !Φ IŜǊŜΩǎ ƳƻǊŜ ŀbout the 

Schedule A hiring authority for people with disabilities: 

https://www.eeoc.gov/eeoc/publications/abc_applicants_with_disabilities.cfm  

For more about the jobs our Federal government is currently offering see www.USAJobs.gov/     

Section 503: 

Section 503 of the Rehabilitation Act of 1973 prohibits discrimination and requires employers with 

federal contracts or subcontracts that exceed $10,000 to take affirmative action to hire, retain, and 

promote qualified individuals with disabilities.  

This law is enforced by the Office of Federal Contract Compliance Programs (OFCCP) within the U.S. 

Department of Labor. 

Over recent years, Federal contracting has become ōƛƎ ōǳǎƛƴŜǎǎΦ LǘΩǎ ōŜŎƻƳŜ ǎƻ ƘǳƎŜΣ ƛǘΩǎ being called 

ƻǳǊ άŦƻǳǊǘƘ ōǊŀƴŎƘέ ƻŦ ƎƻǾŜǊƴƳŜƴǘΣ ŀŦǘŜǊ ǘƘŜ ǘǊŀŘƛǘƛƻƴŀƭ ǘƘǊŜŜ ōǊŀƴŎƘŜǎ ƻŦ ǘƘŜ CŜŘŜǊŀƭ ƎƻǾŜǊƴƳŜƴǘ 

(executive, judicial, & legislative).  

There are more than 1 million private employers or companies with Federal contracts or subcontracts 

covered by Section 503. 

Section 504: 

Section 50п ǎŀȅǎΣ άbƻ ƻǘƘŜǊǿƛǎŜ qualified disabled individual in the United States, shall, solely by reason 

of a disability, be excluded from the participation in, be denied the benefits of or be subjected to 

discrimination under any program or activity receiving federal financial assistance or under any program 

or activity conducted by any Executive agency, or by the United States Postal Service. Federal financial 

assistance includes any federal money, resources or benefits receivedΦέ  

{ŜŎǘƛƻƴ рлп ŘŜŦƛƴŜǎ ŀ ŎƻǾŜǊŜŘ ŜƳǇƭƻȅŜǊ ŀǎ άŀƴȅ {ǘŀǘŜ ƻǊ ƛǘǎ ǇƻƭƛǘƛŎŀƭ ǎǳōŘƛǾƛǎƛƻƴΣ ŀƴȅ ƛƴǎǘǊǳƳŜƴǘŀƭƛǘȅ ƻŦ ŀ 
state or its political subdivision, any public or private agency, institution, organization, or other entity or 
ŀƴȅ ǇŜǊǎƻƴ ǘƻ ǿƘƛŎƘ ŦŜŘŜǊŀƭ ŦƛƴŀƴŎƛŀƭ ŀǎǎƛǎǘŀƴŎŜ ƛǎ ŜȄǘŜƴŘŜŘ όƎǊŀƴǘŜŘ ƻǊ ƎƛǾŜƴύΦέ  

Examples might include public and private educational organizations, housing, transportation, and much 

more. 

Each individual Federal agency has its own set of Section 504 regulations which apply to its own 

programs.  

Requirements common to these regulations include reasonable accommodations for employees with 

disabilities; program accessibility; effective communication with people who have hearing or vision 

disabilities; and accessible construction and alterations of their buildings and facilities.  

https://www.eeoc.gov/eeoc/publications/abc_applicants_with_disabilities.cfm
http://www.usajobs.gov/
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Each agency is responsible for enforcing its own regulations. Section 504 may also be enforced through 

private lawsuits. It is not necessary to file a complaint with a Federal agency or to receive a "right-to-

sue" letter before going to court.  

Title I of the Americans with Disabilities Act (ADA)  

Title I of the Americans with Disabilities Act (ADA) of 1990 prohibits private employers, state and local 

governments, employment agencies and labor unions from discriminating against qualified individuals 

with disabilities in job application procedures, hiring, firing, advancement, compensation, job training, 

and other terms, conditions, and privileges of employment. The law also requires an employer to 

provide reasonable accommodation to an employee or job applicant with a disability, unless doing so 

would cause significant difficulty or expense ("undue hardship") for the employer. 

The ADA covers employers with 15 or more employees.  

As noted earlier in this LessonΣ ǘƘŜ !5!Ωǎ ƴƻƴŘƛǎŎǊƛƳƛƴŀǘƛƻƴ standards also apply to employers covered 

under Section 501, 503 and 504. 

Also, as noted earlier, employers may not ask job applicants about the existence, nature, or severity of a 

disability. 

Applicants may be asked about their ability to perform specific job functions. A job offer may be 

conditioned on the results of a medical examination, but only if the examination is required for all 

entering employees in similar jobs. Medical examinations of employees must be job related and 

ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ōǳǎƛƴŜǎǎ ƴŜŜŘǎ. 

Definitions (some of the key terms underlined in this Lesson are further explained here) 

Person with a disability: an individual with a disability is a person who: 

¶ has a physical or mental impairment that substantially limits one or more major life 

activities; or, 

¶ has a record of such an impairment; or  

¶ is regarded as having such an impairment.  

Qualified:  a qualified employee or applicant with a disability is an individual who, with or without 

reasonable accommodations, can perform the essential functions of the job in question.  

Essential functions: consideration shall be given to the employer's judgment as to which functions of a 

job are essential; and, if an employer has prepared a written job description before advertising or 

interviewing applicants for the job, this description shall be considered evidence of the essential 

functions of the job. 

Accommodations: reasonable accommodation may include, but is not limited to: 
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¶ Making existing facilities used by employees readily accessible to and usable by persons 

with disabilities.  

¶ Job restructuring, modifying work schedules, reassignment to a vacant position;  

¶ Acquiring or modifying equipment or devices, adjusting or modifying examinations, 

training materials, or policies, and providing qualified readers or interpreters.  

An employer is required to make a reasonable accommodation to the known disability of a qualified 

applicant or employee if it would not impose an undue hardship ƻƴ ǘƘŜ ƻǇŜǊŀǘƛƻƴ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ 

business. Reasonable accommodations are adjustments or modifications provided by an employer to 

enable people with disabilities to enjoy equal employment opportunities. Accommodations vary 

depending upon the needs of the individual applicant or employee. Not all people with disabilities (or 

even all people with the same disability) will require the same accommodation. For example:  

¶ A deaf applicant may need a sign language interpreter during the job interview.  

¶ An employee with diabetes may need regularly scheduled breaks during the workday to 

eat properly and monitor blood sugar and insulin levels.  

¶ A blind employee may need someone to read information posted on a bulletin board.  

¶ An employee with cancer may need leave to have radiation or chemotherapy 

treatments.  

Undue Hardship: an employer does not have to provide a reasonable accommodation if it imposes an 

άǳƴŘǳŜ ƘŀǊŘǎƘƛǇΦέ ¦ƴŘǳŜ ƘŀǊŘǎƘƛǇ ƛǎ ŘŜŦƛƴŜŘ ŀǎ ŀƴ ŀŎǘƛƻƴ ǊŜǉǳƛǊƛƴƎ significant difficulty or expense 

ǿƘŜƴ ŎƻƴǎƛŘŜǊŜŘ ƛƴ ƭƛƎƘǘ ƻŦ ŦŀŎǘƻǊǎ ǎǳŎƘ ŀǎ ŀƴ ŜƳǇƭƻȅŜǊΩǎ ǎƛȊŜΣ ŦƛƴŀƴŎƛŀƭ ǊŜǎƻǳǊŎŜǎΣ ŀƴŘ ǘƘŜ ƴŀǘǳǊŜ ŀƴŘ 

structure of its operation. An employer is not required to lower quality or production standards to make 

an accommodation; nor is an employer obligated to provide or pay for personal use items such as 

glasses or hearing aids. An employer generally does not have to provide a reasonable accommodation 

unless an individual with a disability has asked for one. However, when an employer believes that a 

medical condition is causing a performance or conduct problem, they may ask the employee how to 

solve the problem and if the employee might need a reasonable accommodation. Once a reasonable 

accommodation is requested, the employer and the individual should discuss the individual's needs and 

identify the appropriate reasonable accommodation (the interactive process). Where more than one 

accommodation would work, the employer may choose the one that is less costly or that is easier to 

provide.  
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Key Features of Disability Employment Protections under Federal Laws 

Law  Section 501, Rehab 

Act 

Section 503, Rehab 

Act 

Section 504, Rehab 

Act 

Title I, ADA 

Who is 

covered 

Federal employers Federal Contractors-- 

$10,000 

Received Federal 

Financial Assistance 

All Employers with 

15 or more 

employees 

Requires  Affirmative Action 

& 

Nondiscrimination 

Affirmative Action & 

Nondiscrimination 

Nondiscrimination 

only 

Nondiscrimination 

only 

What is 

covered 

Employment Employment Program access & 

employment 

Employment 

How to 

obey 

Reasonable 

accommodations 

Reasonable 

Accommodations 

Reasonable 

Accommodations 

Reasonable 

Accommodations 

Not 

required 

when  

Undue hardship Undue hardship Undue hardship Undue hardship 

Who 

enforces 

EEOC* OFCCP/DOL**  ***Individual 

federal agency 

EEOC* 

 

*EEOC, see:  https://www.eeoc.gov/laws/types/disability.cfm 

** OFCCP/DOL, see:  https://www.dol.gov/ofccp/regs/compliance/pdf/pdfstart.htm  

***Individual federal agencies ς Ǿƛǎƛǘ ŀƎŜƴŎȅΩǎ ǿŜōǎƛǘŜ ŀƴŘ ǎŜŀǊŎƘ ŦƻǊ άdisability complaintsέ 

In summary, these two laws (Rehab Act of 1973 and Title I of the ADA) establish the framework for 

disability rights in employment.  

Lƴ ŀŘŘƛǘƛƻƴ ǘƻ ƪƴƻǿƛƴƎ ƻǳǊ Řƛǎŀōƛƭƛǘȅ ǊƛƎƘǘǎΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ Ŧƻr us to consider the subject of when and how 

ǘƻ ŜŦŦŜŎǘƛǾŜƭȅ ǇǳǊǎǳŜ ǘƘŜǎŜ ǊƛƎƘǘǎΦ LǘΩǎ ƻƴŜ ǘƘƛƴƎ ǘƻ ƘŀǾŜ rights; ƛǘΩǎ ŀƴƻǘƘŜǊ ǘƻ ōŜ ŎƭŜǾŜǊΣ ǎƳŀǊǘ ŀƴŘ 

appropriate on how to pursue them, especially in an employment situation. 

!ǎ ǿŜΩve discussed in earlier Lessons, disability-related employment discrimination is often the result of 

fear, misconception and a lack of knowledge. Fear about working with people with disabilities (άwill I say 

or do the wrong thingέ); misconceptions about their potentiŀƭ ǘƻ ǇŜǊŦƻǊƳ ƛƴ ŀ Ƨƻō όάƛŦ L ƘŀŘ their 

ŘƛǎŀōƛƭƛǘȅΣ L ŎƻǳƭŘƴΩǘ Řƻ ǘƘƛǎ Ƨƻōέ); and, a lack of knowledge on how to provide reasonable 

accommodations (άLΩƳ not sure how to do it or how much this will cost my companyέ). Thus, disability 

https://www.eeoc.gov/laws/types/disability.cfm
https://www.dol.gov/ofccp/regs/compliance/pdf/pdfstart.htm
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discrimination in employment often can and should be corrected early and artfully by addressing 

directly these fear factors ς rather than going immediately to court. 

Remember that employers are very aware of these disability laws and are generally fearful of getting 

sued. So, if you begin to sense their fear about your ability to do the job, respond to that fear with facts, 

examples, and explanations on how you can do that job. In other words, instead of letting a line get 

drawn into the sand, where thoughts about confrontation and lawsuits are entering the situation, help 

them to solve this problem by adding more positive information about your capabilities. Remember, 

employers want to hire people who have communication skills, marketing skills and can solve problems. 

By showing these soft skills in this situation, rather than getting upset, you will impress them.  

And heǊŜΩǎ one more good reason for being prepared, friendly and ready to use your persuading skills 

rather than your suing skills. According to the Equal Employment Opportunity Commission (EECO) 

employers win most of the disability discrimination cases brought against them by workers with 

disabilities. The reason why is that ƛǘΩǎ ǾŜǊȅ ƘŀǊŘ ǘƻ ǇǊƻǾŜ ŘƛǎŎǊƛƳƛƴation against an employer. Employers 

know these laws and how to protect themselves. They are likely to defend themselves by saying, άwell I 

found another job candidate who had more skillsΣέ or άȅƻǳ ŘƛŘƴΩǘ ƘŀǾŜ ŀƭƭ ǘƘŜ ǎƪƛƭƭǎ ƻǊ ŜȄǇŜǊƛŜƴŎŜ L ǿŀǎ 

looking for.έ  

Lƴ ŀŘŘƛǘƛƻƴΣ ƻƴŎŜ ȅƻǳΩǾŜ ǎǳŜŘ ŀƴ ŜƳǇƭƻȅŜǊ ŦƻǊ Řƛǎŀōƛƭƛǘȅ ŘƛǎŎǊƛƳƛƴŀǘƛƻƴΣ ȅƻǳ ƧŜƻǇŀǊŘƛȊŜ ȅƻǳǊ ŀōƛƭƛǘȅ ǘƻ ƎŜǘ 

another employer to consider you for employment. The other employers you approach next may learn 

about your prior legal action and, as a result, want to stay as far away from you as possible. 

So, you can win the battle against discrimination by filing a complaint. However, be careful not to lose 

the war. After all, what you want is to get a good job and have a successful career. 

 

Lesson 11 ɂ Social Security Work Incentives  
This Lesson is about how to manage your Social Security disability-related payments in a way which best 

supports your ambitions to work.  

First, the big picture. 

According to the U.S. Department of Labor, adults with disabilities experience a poverty rate of 49.7%. 

¢Ƙƛǎ ƳŜŀƴǎΣ ƛŦ ȅƻǳΩǊŜ ŀƴ ŀŘǳƭǘ ǿƛǘƘ ŀ Řƛǎŀōƛƭƛǘȅ ȅƻǳ ƘŀǾŜ ŀōƻǳǘ ŀ рл҈ ŎƘŀƴŎŜ ƻŦ ōŜƛƴƎ ƛƴ ǇƻǾŜǊǘȅΦ ¢ƘŜ 

overall poverty rate for all adults (nondisabled) in the United States is 13.3%. ¢ƘŀǘΩǎ ŀ ōƛƎ ŘƛŦŦŜǊŜƴŎŜΦ 

Social Security benefits are important and necessary for many people with disabilities, especially those 

living in poverty; however, they may come at a price.  

First, the payments are low and may ultimately mean a life of poverty. 

Plus, in order to get payments, you have to άproveέ ȅƻǳΩǊŜ ǳƴŜƳǇƭƻȅŀōƭŜΦ LŦ ǘƘŀǘΩǎ the case, so be it.  

LŦ ƛǘ ƛǎƴΩǘΣ ƻǊ ƳƛƎƘǘ ƴƻǘ ōŜΣ ŎƻƴǎƛŘŜǊ the financial and other benefits of working.  
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Social Security disability-related benefits can be a life-saving resource to help you through a time in your 

life where you need the support; however, if you can work, you will always be better off financially with 

a job. 

[ŜǘΩǎ ōŜƎƛƴ ōȅ ǊŜǾƛŜǿƛƴƎ ǘƘŜ ōŀǎƛŎǎ ŀōƻǳǘ ōƻǘƘ {{L ŀƴŘ {{5LΦ 

SSI (Supplemental Security Income)  

SSI is authorized under Title XVI of the Social Security Act. 

SSI is a needs-based program. That is to say, you must be seen as unable to work because of disability 

and you have little money or financial resources in the bank to support yourself. {{LΩǎ ǊŜǎƻǳǊŎŜ 

limitations are $2,000 for an individual; and, $3,000 for a couple. This means if you have more than 

$2,000 (if single) or $3,000 (if a couple) in your checking or savings accounts, you are likely to be 

determined not financially eligible for the program.  

If you get in, SSI provides a monthly payment which varies from state to state (the federal monthly 

payment is currently $750 per month and there are some state variations, e.g. California is higher 

because the State adds to that amount which in 2018 raises the monthly amount for an individual to 

$910.72). This monthly payment is designed to help you pay for all your living expenses (food, clothing 

ŀƴŘ ǎƘŜƭǘŜǊΣ ŜǘŎΦύΦ Lƴ ǘƻŘŀȅΩǎ ŜŎƻƴƻƳȅΣ ǘƘƛǎ ƭŜǾŜƭ ƻŦ ōŜƴŜŦƛǘ ƛǎ ŀ άǇƻǾŜǊǘȅ-levelέ existence. 

SSI automatically qualifies you for Medicaid (in California, ƛǘΩǎ ŎŀƭƭŜŘ aŜŘƛ-Cal) insurance, a medical 

insurance program, which will give you access to medical care. 

SSDI (Social Security Disability Insurance)  

SSDI is authorized under Title II of the Social Security Act. 

SSDI is an entirely separate program from SSI. Even so, some people may be eligible for both at the same 

time. In order to be eligible for SSDI, applicants must demonstrate a qualifying prior work history. And, 

that work history must have paid Social Security taxes (FICA) for a certain number of years (generally 

five to ten years).  

If enrolled in SSDI, you will get a monthly payment which is determined by a formula based on your 

average lifetime earnings. The most recent national average for SSDI monthly payments was $1,171.  

In addition, upon SSDI enrollment, you may also be eligible to receive Medicare Part A (to pay hospitals) 

and Part B (to pay doctors) as your medical insurance.  

These descriptions of both SSI and SSDI are general because actual benefits are based on individual 

factors and State variations; hence, for more details about your situation ALWAYS call or visit your 

nearest Social Security Office.  

¢ƘŜǊŜ ƛǎ ŀ άōƛōƭŜέ ƻƴ ǘƘŜse Social Security programs which you may wish to review for more details on 

both SSI and SSDI, as welƭ ŀǎ ǘƘŜ ǿƻǊƪ ƛƴŎŜƴǘƛǾŜ ǇǊƻƎǊŀƳǎ ƭƛǎǘŜŘ ōŜƭƻǿΦ LǘΩǎ ŎŀƭƭŜŘ ǘƘŜ ό{{Lκ{{5Lύ DǳƛŘŜ ǘƻ 
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²ƻǊƪ LƴŎŜƴǘƛǾŜǎ ƻǊ άwŜŘ .ƻƻƪέ όōŜŎŀǳǎŜ ƛǘ Ƙŀǎ ŀ ǊŜŘ ŎƻǾŜǊύ ŀƴŘ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ƘŜǊŜΥ 

http://ssa.gov/redbook/. 

You should also keep up with the news around the future of these programs. They may change 

ǎƛƎƴƛŦƛŎŀƴǘƭȅΦ ¢ƘŀǘΩǎ ǇƻǎǎƛōƭŜ ōŜŎŀǳǎŜ ǘhese Social Security programs are dependent on the U.S. 

/ƻƴƎǊŜǎǎΩ ǿƛƭƭƛƴƎƴŜǎǎ ǘƻ ƪŜŜǇ ǘƘŜ ƳƻƴŜȅ ŦƭƻǿƛƴƎ ǘƻ ǎǳǇǇƻǊǘ ǘƘŜ ŎǳǊǊŜƴǘ ƭŜǾŜƭs of eligibility and benefits.  

And, the reality is these programs are spending more money while supporting an ever-growing number 

of individuals. Over the last 10 years, both SSI and SSDI have seen a sharp rise in the numbers of people 

using the programs. These upward trends are expected to continue. As the financial costs of these 

programs rise, mounting pressures are building in the U.S. Congress to do something. And, that may 

mean less money and more difficult eligibility in the future.  

Now, we could count on the U.S. Congress to keep the programs going as they are currently designed by 

raising Social Security and other taxes to get the additional money needed to support the ever increase 

number of beneficiaries; or, we must worry about the real possibility that these programs may 

significantly change. Many people believe that significant changes are needed to these programs in 

order to control their ever-increasing costs.  

²ƘƛƭŜ ƛǘΩǎ quite likely that significant changes will occur during the next several years, during your life 

time, (the next 20 to 30 to 40 years) more dramatic changes to these programs are a real possibility.  

The question ȅƻǳ Ƴǳǎǘ ŀǎƪ ȅƻǳǊǎŜƭŦ ƛǎΣ άLƴ ǿƘƻǎŜ ƘŀƴŘǎ Řƻ L want my future ƘŜƭŘΚέ 5ƻ ȅƻǳ ǿŀƴǘ ȅƻǳǊ 

economic security in the hands of politicians, or do you want it in your own hands ς ƛŦ ǘƘŀǘΩǎ ǇƻǎǎƛōƭŜ?  

So, when or if you come to that fork in the road between SSI/SSDI enrollment and working, think long 

ŀƴŘ ƘŀǊŘ ŀōƻǳǘ ǿƘŀǘΩǎ ǇƻǎǎƛōƭŜ ŦƻǊ ȅƻǳ ŀƴŘ ǿƘƛŎƘ ŘƛǊŜŎǘƛƻƴ ƛǎ ōŜǘǘŜǊ ŦƻǊ ȅƻǳ ƻǾŜǊ ǘƘŜ ƭƻƴƎ ǘŜǊm. If you 

believe working is possible, consider the merits of developing your professional or workplace skills as 

soon as possible, thereby taking personal control over your economic future. 

If you must enter either SSI or SSDI, well you must. Go ahead, anŘ ƭŜǘΩǎ ōŜ ǘƘŀƴƪŦǳƭ ǘƘŀǘ ǘƘŜǎŜ ǇǊƻƎǊŀƳǎ 

are available.  

If you become or are currently a recipient of either the SSI or SSDI programs, keep alert for the 

possibility of your employment potential improving. At that time, the SSI and SSDI work incentives 

below will become important employment resources. 

SSI/SSDI Work Incentives       

As an SSI or SSDI recipient, here are some important work incentive tools available to you in order to 

help you make the smoothest transition possible from benefits to work.  

As noted above, in order to received SSI or SSDI, you must be unemployable or not able to work at all. 

So, when you start working both benefit levels and eligibility can be impacted. 

http://ssa.gov/redbook/
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The Social Security Administration offers you the work incentive tools listed below to both encourage 

you and protect you for a time so that you can test your ability to work. Having these work incentive 

tools allows you to both test and better understand your employment potential. 

Here they are. 

General Income Exclusion and Earned Income Exclusion  

Remember that we noted that the national average payment in 2018 for SSI was $750 (each State may 

be differentύΦ  LŦ ȅƻǳ ŘŜŎƛŘŜ ǘƻ ǘǊȅ ǿƻǊƪƛƴƎΣ ǿƘŜƴ ȅƻǳ ǊŜǇƻǊǘ ǘƻ ȅƻǳǊ {{! ƻŦŦƛŎŜ ǘƘŀǘ ȅƻǳΩǊŜ ōŜƎƛƴƴƛƴƎ ǘƻ 

earn income, you can expect your $750 monthly payment to be adjusted or reduced slightly. 

²ƘŜƴ ȅƻǳ ōŜƎƛƴ ǘƻ ŜŀǊƴ ƛƴŎƻƳŜΣ ǳƴŘŜǊ {{!Ωǎ ǿƻǊƪ ƛƴŎŜƴǘƛǾŜ ǇǊƻƎǊŀƳǎΣ ōŜŦƻǊŜ ǘƘŜǎŜ ǊŜŘǳŎǘƛƻƴǎ ŀǊŜ 

ŀǇǇƭƛŜŘΣ ȅƻǳ Ŏŀƴ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŘŜŘǳŎǘ ǎƻƳŜǘƘƛƴƎ ŎŀƭƭŜŘ ŀ άDŜƴŜǊŀƭ LƴŎƻƳŜ 9ȄŎƭǳǎƛƻƴέ όϷнлύ ŀǎ ǿŜƭƭ ŀǎ ŀƴ 

ά9ŀǊƴŜŘ LƴŎƻƳŜ 9ȄŎƭǳǎƛƻƴέ όϷсрύ ŦǊƻƳ ȅƻǳǊ ƳƻƴǘƘƭȅ ŜŀǊƴƛƴƎǎΦ {ƻΣ ƛŦ ȅƻǳ ǿƻǊƪ ŀƴŘ ŜŀǊƴ Ϸплл ƛƴ ŀ ƳƻƴǘƘΣ 

you get to immediately deduct the combined general and earned income exclusions of $85 ($20 + $65 = 

$85, then $400 - $85 = $315) leaving $315 to report as earned income.  

From this amount, the Social Security Administration will reduce your monthly check by $1 for every $2 

ȅƻǳΩǾŜ ŜŀǊƴŜŘΦ {ƻΣ ƛƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ȅƻǳǊ ƳƻƴǘƘƭȅ ŎƘŜŎƪ of $750 would be reduced by one-half of $315 ς 

or by $157.50. 

{ǘƛƭƭΣ ȅƻǳΩǾŜ ƳŀŘŜ more money that moƴǘƘ ōȅ ǿƻǊƪƛƴƎΦ ¸ƻǳΩǾŜ ƳŀŘŜ Ϸрфн.50 in a reduced SSI payment 

(reduced from $750, so $750 - $157.50 = $592.50). 

tƭǳǎΣ ȅƻǳΩǾŜ ŜŀǊƴŜŘ $400 at work, for a grand total of $992.50 ($592.50 + $400 = $992.50). 

But, more deductions from your earned income are possible. 

Impairment Related Work Expenses (IRWEs)   

Under this additional earned income deduction or incentive, you may also be able to deduct more from 

your employment earnings: any disability-related working expenses that you incurred, such as medicine 

needed in order to allow you to workΣ Ŏŀƴ ōŜ ŎƻƴǎƛŘŜǊŜŘ άLƳǇŀƛǊƳŜƴǘ wŜƭŀǘŜŘ ²ƻǊƪ 9ȄǇŜƴǎŜǎέ όLw²9ǎύ. 

You can only deduct these and other disability-related work expenses if you are not reimbursed for 

them (for example, by your health insurance). There is no comprehensive list of disability work related 

expenses, so follow the idea that because of your disability, these additional expenses were necessary in 

order to enable you to work ŀƴŘ Ƴŀȅ ōŜ ŘŜŘǳŎǘŜŘ ŀǎ Lw²9Ωǎ.  

Be sure to collect and be prepared to submit each month all your receipts for these IRWE expenses to 

the Social Security Administration (SSA).  

So, if you spend $200 a month on IRWEs, you may also deduct that amount from the $315 of countable 

income above.  

Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ǿŜΩǊŜ ƴƻw down to $115 of earned income ($315 - $200 = $115) of which one half, or 

$57.50, is to be deducted from your monthly SSI check.  
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So, in this example, utilizing the IWREs in combination with the other deductions, you will get a reduced 

SSI check for $692.50, plus your $400 of earned income for a combined $1092.50.  

IŜǊŜΩǎ ǘƘŜ ŎƻƳǇƭŜǘŜ ŎŀƭŎǳƭŀǘƛƻƴ  

 

EXAMPLE with DEDUCTIONS 

Your SSI Monthly Check                                               $750.00 

Your Monthly Pay Check                                                                $400.00 

Subtract Both Automatic Deductions ($20 +$65)                         $85.00 

Subtract Your Monthly IRWE Deductions                                    -$200.00 

 

Your Benefits Base Amount                                                             $115.00 

(Job Check = $400 minus both $85 and $200 = $115) 

SSI Benefit Reduction Amount is half of $115 Base                        $57.50 

(SSI is reduce $1 for every $2 of $115 Base or a $57.50 Reduction) 

***************************** ****************************  

SSI Monthly Check                                                            $750.00 

Actual Benefit Reduction (Calculated Above)                                   - $57.50 

Actual Monthly SSI Check                                                                     $692.50 

($750 minus $57.50 equals $692.50 or Your Adjusted SSI Payment)  

**********************************************************  

Actual Monthly SSI Check                                                                      $692.50 

!Ŏǘǳŀƭ ²ƻǊƪ /ƘŜŎƪ ΧΦ                                                                          +$400.00 

Actual Total Monthly Income                                                             $1092.50 
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Blind Work Expenses (BWE)  

If your diǎŀōƛƭƛǘȅ ƛǎ ōƭƛƴŘƴŜǎǎΣ ȅƻǳ ƘŀǾŜ ŀƴ ŀƭǘŜǊƴŀǘƛǾŜ Lw²9 ǘƻ ǳǎŜΦ LǘΩǎ ŎŀƭƭŜŘ ǘƘŜ ά.ƭƛƴŘ ²ƻǊƪ 9ȄǇŜƴǎŜǎέ 

(BWEs) option. If you are blind, you should use this option (not the IRWEs) as it offers more things to 

deduct. If you are not blind, you cannot use BWEs (instead use IRWEs above). Expenses that can qualify 

include: a service animal, including the ŀƴƛƳŀƭΩǎ cost of food and upkeep; transportation to and from 

work; licenses, fees, or taxes; attendant care services; meals eaten during work hours; medical and non-

medical equipment or supplies; and, other work-related equipment or services. Remember, you must be 

blind in order to use this listing; and, you must also collect receipts and not have been reimbursed for 

these expenses by either insurance or another entity. 

Both the IRWEs and BWEs must be approved by your Social Security office before these deductions can 

apply. Be sure to work closely with them. 

Student Earned Income Exclusion   

If you are under the age of 22 and a full-time student in school, you can utiliȊŜ ǘƘŜ ά{ǘǳŘŜƴǘ 9ŀǊƴŜŘ 

LƴŎƻƳŜ 9ȄŎƭǳǎƛƻƴέ ǿƻǊƪ ƛƴŎŜƴǘƛǾŜ ǘƻ ƘŜƭǇ ǇǊƻǘŜŎǘ ȅƻǳǊ {{L ƳƻƴǘƘƭȅ ǇŀȅƳŜƴǘΦ ¦ƴŘŜǊ ǘƘƛǎ ǇǊƻƎǊŀƳΣ ȅƻǳ 

can make up to $1,820 per month (not to exceed a total of $7,350 for the year) and not have any of that 

earned income affect or reduce your SSI payment. (These amounts were for January 2018 and go up 

each year). This is an especially attractive program designed to encourage full-time students who are 

under 22 years of age to seek out those all-important summer (or school year) jobs and internships. 

Plan to Achieve Self-Support (PASS)  

Okay, now that you have an earned income from working, and in view of the SSI asset limitation of 

$2,000 in your checking and savings accounts, you may be wondering, άhow do I remain eligible for the 

SSI program with the extra money piling up in my checking and savings account?έ Well, consider 

ƻǇŜƴƛƴƎ ŀ άtƭŀƴ ǘƻ !ŎƘƛŜǾŜ {ŜƭŦ-{ǳǇǇƻǊǘέ plan, or PASS plan, with the Social Security Administration. 

PASS is a special savings account that you can use to deposit either your earned income or SSDI monies 

(if you are doubly eligible for both SSI & SSDI) for either job-related or career-related expenses (e.g. 

going to additional school, starting a business, etc.). 

Please understand that ƛŦ ȅƻǳΩǊŜ ƻƴ SSI, you cannot put that SSI money into your PASS account (you can 

only put in your earned income or SSDI). But, when you put earnings into your PASS account, these 

monies will not be counted as income which would otherwise lower your SSI monthly check. Plus, your 

new PASS savings account can protect you from being disqualified from SSIΩǎ basic requirement to have 

no more than $2,000 (individual) or $3,000 (couple) in your savings and checking accounts. You must ask 

Social Security if you can set-up a PASS account and you must complete a written plan outlining how you 

expect to use these PASS funds to further your work ambition (start a business or further education). 

Section 1619(a)   

Section 1619(a) allows SSI recipients who are working to continue to receive SSI payments even when 

their earned income (gross wages and/or net earnings from self-employment) is at the level which 

would otherwise stop those payments (that means youΩre earning more money than is usually allowed). 

This threshold is called SGA or άSubstantial Gainful Activity.έ Section 1619(a) eliminates the need for the 
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trial work period or extended period of eligibility under SSI. If you are blind, this section does not apply 

ǘƻ ȅƻǳ ōŜŎŀǳǎŜ ŎǳǊǊŜƴǘ ƭŀǿ ŘƻŜǎƴΩǘ ŀǇǇƭȅ ǘƘŜ {D! ǊŜǉǳƛǊŜƳŜƴǘ ǘƻ ƛƴŘƛǾƛŘǳŀƭǎ ǿƘƻ ŀǊŜ ōƭƛƴŘΦ  

To qualify, you must: 

ω Have been eligible for an SSI payment for at least 1 month before you begin working at the SGA 
level;  

ω Still be disabled; and  
ω Meet all other SSI eligibility rules, including the income and resources tests.  

 

Under Section 1619(a), your eligibility for SSI will continue for as long as you meet the basic eligibility 

requirements and the income and resources tests. The SSA will continue to figure your SSI payment 

amount in the same way as before. If your state provides Medicaid to individuals on SSI, you will 

continue to be eligible for Medicaid. 

Section 1619(b)   

If you have a disability and return to work, you can make a significant amount of money and still keep 

your SSI-linked Medicaid without additional expense (even if you earn enough money that your SSI is 

reduced to zero). ¢ƘŜ ŜȄŀŎǘ ŀƳƻǳƴǘ ƻŦ ƳƻƴŜȅ ȅƻǳ Ŏŀƴ ŜŀǊƴ ǳƴŘŜǊ ǘƘŜ άмсмфόōύ ςMedicaid while 

ǿƻǊƪƛƴƎέ ǇƻƭƛŎȅ ǾŀǊƛŜǎ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǎǘŀǘŜ ȅƻǳ ƭƛǾŜ ƛƴ όƛƴ нлмуΣ ǘƘŜ earnings thresholds ranged all the 

way from $27,322 in Alabama up to $66,812 in Connecticut). If you make more, many states also have 

άǿƻǊƪƛƴƎ ŘƛǎŀōƭŜŘέ ǇǊƻƎǊŀƳǎ ǿƘŜǊŜ you can keep still keep your Medicaid with some amount of 

premium payments required by you. Note that ǳƴŘŜǊ ǘƘŜ άLƴŘƛǾƛŘǳŀƭ ¢ƘǊŜǎƘƻƭŘ !Ƴƻǳƴǘέ ǇǊƻǾƛǎƛƻƴΣ ƛŦ 

approved, you might be able to make more than ȅƻǳǊ ǎǘŀǘŜΩǎ ǊŜƎǳƭŀǊ earning limits under 1619(b).  

Ticket to Work   

{ƻŎƛŀƭ {ŜŎǳǊƛǘȅϥǎ ά¢ƛŎƪŜǘ ǘƻ ²ƻǊƪέ tǊƻƎǊŀƳ ƛǎ ŀ ŦǊŜŜ ŀƴŘ ǾƻƭǳƴǘŀǊȅ ǇǊƻƎǊŀƳ ŀǾŀƛƭŀōƭŜ ǘƻ ǇŜƻǇƭŜ ŀƎŜǎ му 

through 64 who are blind or have a disability and who receive Social Security Disability Insurance (SSDI) 

or Supplemental Security Income (SSI) benefits. The goals of the Ticket to Work Program are to: 

ω Offer beneficiaries with disabilities expanded choices when seeking service and supports to 
enter, re-enter and/or maintain employment; 

ω Increase the financial independence and self-sufficiency of beneficiaries with disabilities; and 
ω Reduce and, whenever possible, eliminate reliance on disability benefits.  

 
The beneficiary does not need an actual paper Ticket to participate. Under this program, eligible 

beneficiaries with disabilities who are receiving monthly SSI/SSDI cash benefit payments are entitled to 

participate by signing up with an approved service provider of their choice. This can be an Employment 

Network (EN) or a State Vocational Rehabilitation (VR) agency. Ask the VR or community employment 

agency you might want to help you get to work if they accept the Ticket to Work offered by SSA. If so, 

they will coordinate and provide appropriate services to help you find and maintain the employment 

you seek and at no cost to you. These services may be training, career counseling, vocational 

rehabilitation, job placement, and ongoing support services necessary to achieve employment. 
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Trial Work Perio d  

The Trial Work Period is an employment incentive for SSDI beneficiaries who want to try working again. 

The trial work period lets you test your ability to work or run a business for at least 9 months. These 

months need not be consecutive. During this trial work period you will continue to receive full SSDI 

benefits.  

Reinstating Eligibility without a New Application   

If you have been made ineligible for SSI payments due to working, you may be able to restart your SSI 

cash payment again without starting all over with a new application. Ask SSA about how you can restart 

your SSI benefits and/or Medicaid if your work has ended. If your cash payment and Medicaid benefits 

ended because of your work and earnings and you stop work within 5 years of when your benefits 

ceased, the SSA may be able to re-start your benefits. 

Medicaid Buy -in  

Many states also offer a program referred to as the Medicaid buy-in program. Earning limits differ from 

state to state, but as an example, in California, participants with a disability can earn up to $56,000 per 

year and still remain eligible for Medicaid. Participants pay a premium based on their earnings and 

receive full-scope Medicaid coverage. In California, the Medicaid buy in also provides an additional 

savings vehicle. Participants can save unlimited funds in a recognized retirement vehicle such as an IRA, 

401K, or 403B without triggering SSI asset limitations. This is one great way to build up savings in excess 

of the $2,000 asset limit for those receiving SSI linked Medicaid. 

Finally, one of the biggest challenges of using any of these work incentive programs is understanding 

them and following the rules. This lesson is designed to get you started understanding the work 

incentive associated with SSI and SSDI. At least now you know there are several important work 

incentive programs that you might consider using. As always, consult the Social Security Administration 

office for the details about how these might apply ǘƻ ȅƻǳΦ 5ƻƴΩǘ ƘŜǎƛǘŀǘŜ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜƳΗ  

And, if you live in a state which has on-ƭƛƴŜ ǇŜǊǎƻƴŀƭ ōŜƴŜŦƛǘǎ ŎŀƭŎǳƭŀǘƻǊǎΣ ȅƻǳ ŘƻƴΩǘ ŜǾŜƴ ƴŜŜŘ ǘƻ ƪƴƻǿ 

all these facts ς you just need to go to and use these websites to determine the potential impact 

working might have on your benefits. They are called Disability Benefits 101 or DB101 websites. Here 

are the states with DB101 websites: AK, AZ, CA, KY, MI, MN, MO, NJ and OH. You can find these stateΩs 

website links here: http://www.db101.org/  

ABLE Act 

Lastly, there is a related program oŦŦŜǊƛƴƎ ǳƴŘŜǊ άThe Achieving a Better Life Experience (ABLE) Actέ 

which may be helpful. This law allows people with disabilities to put private or personal funds into a 

special tax-advantaged savings account (called an ABLE Account) for future approved disability-related 

expenses. 

ABLE Accounts allow people with disabilities to work, save and invest to build a more economically 

independent future for themselves and their families. ABLE is the first piece of legislation that 

specifically recognizes that there are added costs to living with a disability. 

http://www.db101.org/
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ABLE Accounts are operated at the state level, although many states also allow non-residents to open 

accounts through their program. Investments in the accounts growth tax-free, and the accounts 

themselves can reach a maximum of $300,000 or more, depending on the state they are based in. These 

funds are NOT counted as assets for the purposes of SSI unless they reach more than $100,000, and all 

funds in an ABLE account are not counted as assets for Medicaid and other means-tested programs 

(check current program rules in your State).  

Qualified ABLE expenses include: 

Education - including tuition for preschool thru post-secondary education, books, supplies, and 

educational materials related to such education, tutors, and special education services. 

Housing - Expenses for a primary residence, including rent, purchase of a primary residence or an 

interest in a primary residence, mortgage payments, real property taxes, and utility charges. 

Transportation - Expenses for transportation, including the use of mass transit, the purchase or 

modification of vehicles, and moving expenses. 

Employment Support - expenses related to obtaining and maintaining employment, including job-

related training, assistive technology, and personal assistance supports. 

Health Prevention and Wellness - Expenses for health and wellness, including premiums for health 

insurance, mental health, medical, vision, and dental expenses, habilitation and rehabilitation services, 

durable medical equipment, therapy, respite care, long term services and supports, nutritional 

management, communication services and devices, adaptive equipment, assistive technology, and 

personal assistance. 

Other Approved Expenses - Any other expenses which are approved by the Secretary under regulations 

and consistent with the purposes of this section. 

Assistive Technology and Personal Support - Expenses for assistive technology and personal support 

with respect to any item described in clauses (i) through (vi). 

Miscellaneous Expenses - Financial management and administrative services; legal fees; expenses for 

oversight; monitoring; home improvement, and modifications, maintenance and repairs, at primary 

residence; or funeral and burial expenses. 

For more information on the ABLE Act and ABLE Accounts go to: http://ablenrc.org/about/what-are-

able-accounts  

  

http://ablenrc.org/about/what-are-able-accounts
http://ablenrc.org/about/what-are-able-accounts
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Lesson 12 ɂ How to Represent the Disability Community  
In Lesson 2 (above) on άA New Disability Perspective,έ ǿŜ offered the idea that άŘƛǾŜǊǎƛǘȅ ƛƴŎƭǳŘŜǎ 

disability.έ  

Given the value employers are placing on investing in a diverse workforce, hiring people with disabilities 

should become an increasing part of their strategy. The reason why employers are interested in hiring a 

ƳƻǊŜ ŘƛǾŜǊǎŜ ǿƻǊƪŦƻǊŎŜ ƛǎ ǘƘŀǘ ǘƘŜȅΩǾŜ ŎƻƳŜ ǘƻ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ƘŀǾƛƴƎ ǿƻǊƪŜǊǎ ŦǊƻƳ ƳƛƴƻǊƛǘƛŜǎΣ 

different genders, ethnicities and religious backgrounds means their organizationΩǎ ǿƻǊƪŜǊǎ ƘŀǾŜ 

different life experiences and various perspectives which can improve problem solving and planning. 

wŜǎŜŀǊŎƘ ǎƘƻǿǎ ǘƘŀǘ ǘƘŜ ƳƻǊŜ ŘƛǾŜǊǎŜ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǿƻǊƪŦƻǊŎŜ ƛǎΣ ǘƘŜ ōŜǘǘŜǊ the ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

performance and, in turn, the higher their profits. 

Think about the richness of having these different experiences and backgrounds on a team.  

Also, a diverse workforce better matches the make-up of the customer market companies and 

organizations are designed to serve.  

In the spirit of diversity, employers are increasingly understanding that this consideration needs to 

include people with disabilities. 

Fifteen percent (15%) of the population consists of people with disabilities. That means 15% of possible 

new job applicants can be recruited from this constituency, as well as 15% of potential new customers 

or participants with disabilities can be found. 

Therefore, you as a person with a disability might be able to tell your employer that, if they hire you, you 

can help them to broaden their diversity to include more people with disabilities.  

A word of caution about this possibility. 

5ƻƴΩǘ ŦŜŜƭ ƭƛƪŜ ȅƻǳ Ƴǳǎǘ ǘŀƪŜ ǘƘƛǎ ǊƻƭŜ ƻƴ ŦƻǊ ȅƻǳǊǎŜƭŦΦ LǘΩǎ ŎƻƳǇƭŜǘŜƭȅ ƻǇǘƛƻƴŀƭΦ 

LŦ ƛǘ ŘƻŜǎƴΩǘ ǎŜŜƳ ǊƛƎƘǘ ŦƻǊ ȅƻǳ to represent yourself in this way, or if you choose not to, ǘƘŀǘΩǎ perfectly 

ŦƛƴŜΦ LǘΩǎ ƴƻǘ ƴŜŎŜǎǎŀǊȅ to assume this role in order to become a competitive professional. LǘΩǎ ŜȄǘǊŀ 

credit. 

Also, ŘƻƴΩǘ even mention this possibility unless you are both ready and prepared to perform this role. 

If at this point you want to skip this idea, just remember the potential of this additional role. Someday in 

the future, you may decide the time might be right for you to help your organization in this way.  

When and if you want to develop this capability, this Lesson will help you to prepare yourself to 

represent the disability perspective.  

When and if you are ready, hŜǊŜΩǎ ǿƘŀǘ ȅƻǳ might do to prepare yourself for such a role:  

First, know some basic facts. 
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¶ As you learned earlier, data tells us that about 15% of the population in the USA reports a 

disability. Learn more about these numbers here: http://www.disabilitystatistics.org 

 

¶ The total after-tax annual disposable income for working-age people with disabilities is about 
$490 billion, which is similar to that of other significant market segments, such as African 
Americans ($501 billion) and Hispanics ($582 billion). Disposable income is what people have 
left to spend after they pay their taxes. 
 

¶ Discretionary income for working-age people with disabilities is about $21 billion, which is 
greater than that of both the African-American and Hispanic market segments combined. 
Discretionary income is what people have left to spend on things they want to buy after 
necessities (rent, food, debt, etc.). 
 

¶ And, when you add in the spending power of their families, all these numbers double. 

For more information visit: https://www.air.org/system/files/downloads/report/Hidden-

Market-Spending-Power-of-People-with-Disabilities-April-2018.pdf  

 

¶ Companies and organizations can reach this market share by following three important steps. 

These are: 1) design buildings, programs and products in an accessible way; 2) market to the 

population (target to and include people with disabilities in advertising); and 3) hire people with 

disabilities (like you) for this added element of diversity and for internal advice on this subject. 

Next, study ǘƘŜ ŎƻƳǇŀƴȅΩǎ ƘƛǎǘƻǊȅ ŀƴŘ ŎǳǊǊŜƴǘ ŀpproach to this subject. You should seek a better 

understanding as to what extent the organization already understands, embraces, and implements a 

full-service model which includes hiring and outreach to people with disabilities. Ask questions about 

this part of their operations. Gather current information before you address the subject. If everything is 

working fine, then your approach should be to compliment them about what they are doing and offer 

your support around what is happening. Be a good team player. Be a smart employee. 

Once you have studied the organizŀǘƛƻƴΩǎ ŎǳǊǊŜƴǘ ŜŦŦƻǊǘǎΣ survey the political considerations around how 

best to pursue the idea (always in a positive way). Be a source of ideas on how this might happen. 

Remember, bosses like employees who identify problems along with suggested solutions.  

Be sure to suggest the economic, social, and public relations value of such an effort. Plus, positive action 

in this area can ōŜ ǾƛŜǿŜŘ ŀǎ ŀ ŘŜƳƻƴǎǘǊŀǘƛƻƴ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ŜƴƭƛƎƘǘŜƴŜŘ ǇƻƭƛŎƛŜǎ ŀƴd sense of 

corporate civic responsibility. 

Remind everyone that the need for an organizational effort to improve its service to customers with 

disabilities is not just a company-specƛŦƛŎ ŎƘŀƭƭŜƴƎŜΦ LǘΩǎ ǇŀǊǘ ƻŦ ŀ broader shift in public attitudes about 

the equity and inclusion of its citizens (and customers) with disabilities. Outmoded ideas and limited 

expectations about the potential of people with disabilities to actively participate in all activities are 

fading away. More positive attitudes are emergingΦ LǘΩǎ ǘƛƳŜ ŦƻǊ ǳǎ ŀƭƭ ǘƻ ǊŜ-think our attitudes and 

efforts to include people with disabilities more completely.  

http://www.disabilitystatistics.org/
https://www.air.org/system/files/downloads/report/Hidden-Market-Spending-Power-of-People-with-Disabilities-April-2018.pdf
https://www.air.org/system/files/downloads/report/Hidden-Market-Spending-Power-of-People-with-Disabilities-April-2018.pdf
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In fact, to miss this opportunity may be to fall behind your competitors.  

In addition, suggest items from the following list which may best ǎǳƛǘ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ǎƛǘǳŀǘƛƻƴΦ !ƴŘ ōŜ 

alert to add other suggestions, ideas or considerations not specifically mentioned below.  

Study of your operations  τ In order to make sure they are accessible, first conduct a preliminary 

survey or review your companyΩǎ ǇƘȅǎƛŎŀƭ ŀŎŎŜǎǎ ǘƻ both employees and customers with disabilities, as 

well as look at their accessibility policies and procedures (reasonable disability job accommodations and 

program access). Include a review of the organizationΩs web presence or site to people with different 

disabilities to see how accessible it might be (for example, to blind people who use screen readers or to 

people with learning disabilities). 

Identify disability resources which can help you answer your technical assistance questions on physical, 

program and web accessibility standards. Learn something about the basics regarding what physical as 

well as programmatic access means by reviewing accessibility considerations (see http://w ww.access-

board.gov/gs.htm and http://www.ada.gov/civiccommonprobs.htm for guidelines).  

With regards to digital or internet access to ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎΣ ƛǘΩǎ ƎŜǘǘƛƴƎ ƳƻǊŜ ŀƴŘ ƳƻǊŜ 

important because so much business happens this way. Ask people with disabilities (especially those 

who are blind and visually impaired) to test your websites and give you feedback on what might be 

improved 

Develop a plan  τ Think about who should be consulted or involved in this overall effort. Suggest 

which parts of the organization should be included in a ǘŜŀƳ ǘƻ ǎǘǳŘȅ ǘƘƛǎ ǎǳƎƎŜǎǘƛƻƴΦ .Ŝ ǎǇŜŎƛŦƛŎΦ IŜǊŜΩǎ 

a design to consider as you sketch out your initial plan. 

¶ Seek Top Level Commitment ς The first positive step in such an effort is to get the 

ŎƻƳǇŀƴȅΩǎ ƭŜader to make a clear written or spoken commitment supporting better access 

for customers and employees with disabilities. This can best be accomplished by the head of 

your organization making this objective an organizational priority. Can it become a part of 

the organizationΩǎ ǎǘǊŀǘŜƎƛŎ ƻǊ ƭƻƴƎ-range plan? ²ƛǘƘ ǘƘŜ ƭŜŀŘŜǊǎƘƛǇΩǎ ōŀŎƪƛƴƎΣ ǇǊƻƎǊŜǎǎ ƛǎ 

more likely to follow. 

¶ Begin with Your Organization ς Given the prevalence of disability in all segments of society 

(about 15%), ƛǘΩǎ ŦŀƛǊ ǘƻ ǎŀȅ ǘƘŀǘ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ŀǊŜ ŀƭǊŜŀŘȅ ƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ 

Many may have invisible disabilities and may feel compelled to hide their disabilities from 

the organization, for fear of not being understood or even discriminated against. A good 

ǇƭŀŎŜ ǘƻ ǎǘŀǊǘ ƛǎ ǿƛǘƘƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ 5ŜǾŜƭƻǇ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Řƛǎability culture by 

welcoming these employees with both a statement and positive supports. Make your office 

or workplace disability-friendly as an example in support of the broader effort.  

¶ Display a Welcoming Place ς People with disabilities look for signals and signs indicating 

whether or not they are welcomed by an organization. In addition to the positive and 

welcoming attitude that needs to be learned and practiced by employees, company 

advertising should show people with disabilities as part of its customer base. This can be 

http://www.access-board.gov/gs.htm
http://www.access-board.gov/gs.htm
http://www.ada.gov/civiccommonprobs.htm
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done by including a person with a disability in your advertising and making statements 

around their full inclusion. See: https://www.oath.com/2018/05/17/oath-national-disability-

leadership-alliance-and-getty-images-l/   

¶ Use People-first Language -- People with disabilities are people first. Whenever referring to 

them, place the noun before the adjective.  For example, ǳǎŜ ǘƘŜ ǘŜǊƳ άǇŜƻǇƭŜ όƻǊ ǎǘǳŘŜƴǘǎύ 

with disabilities,έ ƴƻǘ άthe disabled.έ Still, be flexible with language: if you are interacting 

with an individual with a disability, follow their lead on how they prefer to be identified.  

¶ Meet the Disability Community ς Identify key local groups of people with disabilities to meet 

with and get their input for your efforts. Consider calling on ȅƻǳǊ ŀǊŜŀΩǎ /ŜƴǘŜǊ ŦƻǊ 

Independent Living, local disability rehabilitation organizations, and other community 

disability groups to learn their disability perspective. In addition to building bridges with 

these organizations, they may be able to offer you additional recruiting sources for new job 

candidates with disabilities to consider. 

¶ Create a New Perspective ς Help your organization to consider a new perspective about 

disability, one which is more up-to-date with ǎƻŎƛŜǘȅΩǎ ŀŘǾŀƴŎŜǎ. If we can embrace the 

ideas and practices outlined in Lesson 3 aboveΣ ǘƘŜƴ ǿŜΩƭƭ ŀƭƭ ōŜ in a far better place to make 

meaningful progress.  

The presentation  τ Before you decide to bring this subject up, outline what you might say about it to 

ȅƻǳǊ ōƻǎǎ ŀƴŘ ƻǘƘŜǊǎ ƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ LǘΩǎ Ƨǳǎǘ ƭƛƪŜ ǇǊŜǇŀǊƛƴƎ ŦƻǊ ŀƴȅ ōǳǎiness presentation: develop 

your talking points before you make your case. Make an outline of the key facts (data) and potential 

benefits to your organization as they attempt to reach out more effectively to this segment of the 

population. Study demographic numbers. How many people does your organization serve each year? Do 

they know how many might have disabilities? Consider the legal risks that may exist if the organization is 

not meeting its nondiscrimination requirements under applicable disability laws (local, state and federal 

laws). If the company or organization is not responding as they should, point out the legal risks (ǘƘŀǘΩǎ 

ŎŀƭƭŜŘ άrisk managementέ) and the value of being proactive before someone sues them. Understand 

that being proactive or having a plan to make things accessible is always a great legal and public 

relations defense. Make your presentation a business case, not just a social cause. And be prepared to 

enlighten or education you company on some of the new thinking or perspectives on disability which are 

becoming the new reality. These relevant concepts are explained further in Lesson 3 above (Disability is 

Normal, Diversity Includes Disability, Having a Disability is an Asset, Accommodations or Adjustment, 

and Familiarity Overcomes Fear). 

If you can help your fellow employees to understand and embrace these new ways of thinking, as well 

as offer a specific plan, ǘƘŜ ƴŜƎŀǘƛǾŜ ƭŀōŜƭǎ ŀƴŘ ǎǘŜǊŜƻǘȅǇŜǎ ǘǊŀŘƛǘƛƻƴŀƭƭȅ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ Řƛǎŀōƛƭƛǘȅ ǿƻƴΩt 

interfere with your efforts to successfully represent the disability demographic. 

Both you and your organization are likely to profit from such an effort.  

https://www.oath.com/2018/05/17/oath-national-disability-leadership-alliance-and-getty-images-l/
https://www.oath.com/2018/05/17/oath-national-disability-leadership-alliance-and-getty-images-l/
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Lesson 13 ɂ The Emotional Response ɂ Why Choose Work?  
This book was originally written for a course on job readiness for students with disabilities. The most 

important lesson I learned when I began teaching the course was the high level of anxiety and fear that 

the subject of employment brings up for most students with disabilities, as well as persons with newly 

acquired disabilities.  

The first time I taught this competitive job readiness course, after much of the content had already been 

discussed, one of my best students in the back of the room leaned back in her and flipped her pen up 

into the air and said to herself (I happened to be able to read her lipsύ άLΩƭƭ ƴŜǾŜǊ ōŜ ŀōƭŜ ǘƻ Řƻ ŀƭƭ ƻŦ 

ǘƘƛǎΗέ  

άWhoa,έ I thought, άwere the other students in the class also feeling this frustration?έ 

I had to remind myself that I had a long work history and ǿŀǎƴΩǘ in-tune with their fears on this subject 

because I both knew and was comfortable with what it takes to make the school-to-work and return-to-

work transitions. I was projecting my confidence in this subject onto the students, imagining they shared 

it.  

.ǳǘΣ ǘƘŜȅ ŘƛŘƴΩǘΦ 

Also, I began to realize that after more than a dozen of our prior classes, all the material I had shared 

(and is contained in this book) was piling onto their shoulders. 

Pressure! 

Added to all of this was the burden of breaking the chains of the old disability model around low 

expectations and disability employment. 

More pressure!!  

[ŜǘΩǎ ǳƴŘŜǊǎǘŀƴŘ that most young nondisabled people who have never worked before will be fearful 

about leaving the safety of school and going on to find a good job.  

Whenever you approach a new task, you always wonder if you can do it. Whether ƛǘΩǎ ǘƻ ƳƻǾŜ up from 

grade school to high school and then to collegeΣ ƛǘΩǎ ƴŀǘǳǊŀƭ ǘƻ ƘŀǾŜ ǎƻƳŜ ǎŜƭŦ-doubts about your ability 

to succeed in your new environment. 

Your career represents one of the most important activƛǘƛŜǎ ƻŦ ȅƻǳǊ ƭƛŦŜΣ ǎƻ ǿƘȅ ǿƻǳƭŘƴΩǘ ƛǘ ǇǊƻŘǳŎŜ ŀ 

ŘŜŜǇ ŜƳƻǘƛƻƴŀƭ ǊŜǎǇƻƴǎŜΚ LŦ ƛǘ ŘƻŜǎƴΩǘΣ ƳŀȅōŜ ȅƻǳΩǊŜ ƴƻǘ Ǌeally thinking about it clearly. 

This natural emotional response, however, has the potential danger of seriously delaying and deterring 

you from taking any needed actions.  

LŜǘΩǎ ǎǘŀǊǘ ōȅ ǳƴŘŜǊǎǘŀƴding that an employment quest is going to produce a level of anxiety, whether 

we have a disability or not. The trick to this unavoidable fear is to recognize it and learn to how to 

manage it.  
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{ƻΣ ƭŜǘΩǎ ǎǘŀǊǘ by saying that iǘΩǎ ƴƻǊƳŀƭ and to be expected to be afraid of it all. And, therefore, these 

fears need to be respected and dealt with or else they may shut us down. 

Another example of how this core fear played out when I offered this course to our students was the 

course registration process. During each semester, while the course was open for registration, I began 

wondering why ǎǘǳŘŜƴǘǎ ǿŜǊŜƴΩt signing up for it. They should be signing up, I thought. After all, they 

needed it and it will totally help them.  

The core emotional fears showed themselves during the course registration process ŀǎ άŀǾƻƛŘŀƴŎŜ 

behaviors.έ Lƴ ƻǘƘŜǊ ǿƻǊŘǎΣ ǘƘŜȅ ŘƛŘƴΩǘ ǎign up for the course as they should.  

Once I began to understand what was happening, I had to personally encourage them to register for the 

class. During my sales pitch it was clear that it was needed in order to over-ride the effects of their basic 

emotional fears and the resulting avoidance behavior. So, it takes more than a great course of study or 

program to make it work. We must find ways to help our students to confront and manage these fears. 

One of the most predictable emotional responses I got from students with disabilities when the subject 

of their career arose was these basic fears and even tears. Often the students began to cry when we 

discussed this subject.  

I kept a box of tissues on my desk. 

When this happened, the most comforting thing I could say wasΣ άLǘΩǎ ƻƪŀȅ ǘƻ ŎǊȅ.έ I told my students. 

Sometimes you need to cry so as to get those fears out of you. ItΩǎ an important step in the right 

direction.  

One more thing to realize about the emotional response is that these fears are really anchored in the 

fear of failure. What if no one likes meΚ  ²Ƙŀǘ ƛŦ L ŘƻƴΩǘ ƎǊŀŘǳŀǘŜΚ ²Ƙŀǘ ƛŦ L ŎŀƴΩǘ ƎŜǘ ŀ ƧƻōΚ 

When failure is possible, the mind and body ready themselves for action. In a state of fear of failure, our 

body releases adrenaline into the blood stream and our instincts give us two primal choices.  

These are: άŦƛƎƘǘ ƻǊ ŦƭƛƎƘǘέ. 

Do we run from the thing that is scaring us (flight) or do we stand up to it and fight it? If we run, we 

reason that ǿŜΩƭƭ ƎŜǘ ŀǿŀȅ from what is frightening us and it will go away. While this might be true if we 

were facing a bear in the woods or a lion in the jungleΣ ƛǘΩǎ ƴƻǘ ǘƘŜ ōŜǘǘŜǊ choice ǿƘŜƴ ƛǘΩǎ ǘƘŜ ǎǳōƧŜct of 

this book. 

YesΣ ǿŜ ƴŜŜŘ ǘƻ ǇƛŎƪ ǘƘŜ άŦƛƎƘǘέ ƻǇǘƛƻƴ ǿƘŜƴ ǿŜ find ourselves afraid and avoiding the subject of our 

work futures. And, in this caseΣ άŦƛƎƘǘέ ƳŜŀƴǎ to fight this fear head-on and take positive steps or actions 

to meet the challenge. If youΩǾŜ ǊŜŀŘ ǘƘƛǎ book to this point, you should be very proud of yourself for 

choosing the better option.  
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So, ŜƳƻǘƛƻƴǎ ŀǊŜƴΩǘ ōŀŘΣ ƴƻǊ are they to be denied. They are to be expected and embraced. Use your 

emotional energies in a constructive way. They can help to motivate you, drive you to action and 

encourage you along the way.  

Another point as we consider the emotional response around work is the all-important question, ά²Ƙȅ 

ŎƘƻƻǎŜ ǿƻǊƪΚέ hǊΣ ά²Ƙȅ ƛǎ ǿƻǊƪ ƛƳǇƻǊǘŀƴǘ ǘƻ ƳŜΚέ 

It would seem like, given all the negativity that exists around disability and employment, you have a 

good excuse not to seek a job and career.  Maybe, nobody is pushing you. In fact, some people in your 

life might be signaling or even suggesting that ƛǘΩǎ ƴƻǘ Ǉossible for you.  

[ŜǘΩs start by outlining the value and importance of working. 

¶ Working can bring greater meaning and purpose to your life. This is especially true if you have a 

cause or passion that can be best followed by having a job or career. 

¶ Working ƛǎ ƳƻǊŜ ƭƛƪŜƭȅ ǘƻ ƎƛǾŜ ȅƻǳ ŀ ƎǊŜŀǘŜǊ ǎŜƴǎŜ ƻŦ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘΣ ŜǾŜƴ ƛŦ ƛǘΩǎ Ƨǳǎǘ ŀ Řŀƛƭȅ 

feeling of accomplishment and a job well done.  

¶ Working gives you extra money to buy things you want, maybe even own a home and support a 

family. 

¶ Working can make you a proud and contributing member of society. 

¶ Working can expand your circle of friends and improve your social life. 

¶ Working demonstrates to family, friends, and even the general public, both your abilities as well 

as the abilities of other people with disabilities.  

¶ Working can make you feel better about yourself. 

¶ Working often leads to a healthier lifestyle than not working. 

¶ Working can give you better control over your economic security than being on public support 

programs. 

¶ Working is the fullest expression of disability equity, inclusion, independent living and 

empowerment. 

Certainly, working is work ς ǎƻΣ ƛǘΩǎ ƭƛƪŜƭȅ ǘƻ ōŜ ƘŀǊŘŜǊ ǘƘŀƴ ƴƻǘ ǿƻǊƪƛƴƎΦ .ǳǘΣ ǘƘŜƴ ŀƎŀƛƴΣ ǇƘȅǎƛŎŀƭ ŦƛǘƴŜǎǎ 

or wellness requires exercise and a good diet -- and that also takes work. So, in the short run, not 

working (or not exercising and not eating well) may seem easier, but it may not be easier over time. 

Working or not working will always be your decision to make. And, at times, working may not be 

possible. Your health and personal circumstances may ǇǊŜǾŜƴǘ ȅƻǳ ŦǊƻƳ ǿƻǊƪƛƴƎΦ LŦ ǘƘŀǘΩǎ the case, 

always be thinking about and looking for a chance to reconsider the working question should things 

change or improve.   

Hopefully, these thoughts about the value of working are things to think about as you manage your 

ŜƳƻǘƛƻƴŀƭ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘƛǎ ƛƳǇƻǊǘŀƴǘ ǉǳŜǎǘƛƻƴΣ ά¢ƻ ǿƻǊƪ ƻǊ ƴot to workέΦ  
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Lesson 14 ɂ Voices of Experience  
LǘΩǎ ƻƴŜ ǘƘƛƴƎ ŦƻǊ ǘŜŀŎƘŜǊǎΣ ŎƻǳƴǎŜƭƻǊǎΣ ǇŀǊŜƴǘǎ ŀƴŘ ŜǾŜƴ ǘƘƛǎ ōƻƻƪ ǘƻ ǘŜƭƭ ȅƻǳ ǿƘŀǘ ȅƻǳ ǎƘƻǳƭŘ ōŜ ŘƻƛƴƎ 

in order to beǘǘŜǊ ǇǊŜǇŀǊŜ ȅƻǳǊǎŜƭŦ ŦƻǊ ŀ Ƨƻō ŀƴŘ ŎŀǊŜŜǊΦ LǘΩǎ ŀƴƻǘƘŜǊ ǘƘƛƴƎ ǘƻ ƘŜŀǊ ŦǊƻƳ ǇŜƻǇƭŜ Ƨǳǎǘ ƭƛƪŜ 

you ς former students with disabilities who have made it work. 

So, ƭŜǘΩǎ ŜƴŘ άtŀǊǘ Lέ ƻŦ ǘƘŜ ōƻƻƪ ōȅ ŎƻƴǎƛŘŜǊƛƴƎ some advice from former students with disabilities who 

have already successfully made their transitions from school to work.  

!ǘ ǘƘŜ ŜƴŘ ƻŦ ƻǳǊ ǎŜƳŜǎǘŜǊ ƭƻƴƎ άtǊƻŦŜǎǎƛƻƴŀƭ 5ŜǾŜƭƻǇƳŜƴǘ ŀƴŘ 5ƛǎŀōƛƭƛǘȅέ Ŏlass, we ask former 

students, who are now working successfully, to come back and tell us their advice as we prepare for our 

transition to employment. We ask them to tell us what they recommend we think about or prepare for 

as we begin our employment journey. 

This book splits their comments or advice into two sections. Below is the first part of their advice. These 

bits of advice focus on items related ǘƻ ǘƘŜ άŘƛǎŀōƛƭƛǘȅέ ǎƛŘŜ ƻŦ ǘƘŜ ǎǳōƧŜŎǘΦ wŜƳŜƳōŜǊΣ ǘƘƛǎ ŎƻǳǊǎŜ ŎƻǾŜǊǎ 

two key elements. These arŜΥ мύ ά¢ƘŜ 5ƛǎŀōƛƭƛǘȅ CŀŎǘƻǊέΤ ŀƴŘΣ нύ άProfessional Development SkillsέΦ !ǘ ǘƘŜ 

ŜƴŘ ƻŦ tŀǊǘ LL ȅƻǳΩǊŜ ǊŜad the rest of their advice on professional skills. 

IŜǊŜΩs their advice to you on the disability factor. 

Ȱ) ÓÈÏÕÌÄ ÈÁÖÅ ÂÅÔÔÅÒ ÐÒÅÐÁÒÅÄ ÍÙÓÅÌÆ ÅÍÏÔÉÏÎÁÌÌÙȟ ÐÈÙÓÉÃÁÌÌÙ ÁÎÄ ÍÅÎÔÁÌÌÙ ÆÏÒ ×ÏÒËÉÎÇȢȱ 

These former students with disabilities tell us that they would have better focused themselves on what 

they offer an employer, as an individual, rather than getting too distracted with their disability side. 

They told us that their life experience in education had centered so much on the disability factor, that 

when they left eŘǳŎŀǘƛƻƴΣ ǘƘŜȅ ǿŜǊŜƴΩǘ ŀǎ ǿŜƭƭ ǇǊŜǇŀǊŜŘ ŀǎ ǘƘŜȅ ǎƘƻǳƭŘ ƘŀǾŜ ōeen to demonstrate their 

potential and capabilities as individuals. Sure, the disability is a relevant factor in their lives, but it 

ǎƘƻǳƭŘƴΩǘ ōŜŎƻƳŜ ǘƘŜ ƭŜŀŘƛƴƎ ŦŀŎǘƻǊΦ ¢ƘŀǘΩǎ ōŜŎŀǳǎŜ ǘƘŀǘ ƛǎ ƴƻt what employers want to talk with you 

about during a job interview. Employers are looking for people who know themselves as complete 

persons: people who know exactly what they can do for them. Employers are looking for people who 

can describe their knowledge, skills and abilities with self-ŎƻƴŦƛŘŜƴŎŜΦ ¢ƘǳǎΣ ǘƘŜ ŦƻǊƳŜǊ ǎǘǳŘŜƴǘǎΩ ŀŘǾƛŎŜ 

to you is that you develop a better understanding of your capabilities, and how to describe them clearly 

ǘƻ ŜƳǇƭƻȅŜǊǎΦ 5ƻƴΩǘ ōŜ ƳŜŜƪΦ 5ƻƴΩǘ ƎŜǘ ƻǾŜǊƭȅ ŘƛǎǘǊŀŎǘŜŘ ōȅ ǘƘŜ Řƛǎŀōility experience and the negativity 

that it sometimes creates. Be strong, self-assured and project your personal power. 

 Ȱ) ×ÉÓÈ ) ÈÁÄ ÂÅÅÎ ÍÏÒÅ ÓÅÌÆ-confident about myself .ȱ 

Now that these former students with disabilities are working successfully, they have come to realize that 

they had the potential to make it all along. Looking back, they now know that their lack of self-

ŎƻƴŦƛŘŜƴŎŜ ǿŀǎ ŀ ƳƛǎǘŀƪŜ ŀōƻǳǘ ǘƘŜƳǎŜƭǾŜǎΦ ¢ƘŜȅ ŎŀƴΩǘ ŜǾŜƴ ōŜƭƛŜǾŜ ǘƘŀǘ ǘƘŜȅ had such serious doubts 

about themselves.  

They also re-assured us that self-doubts always arise whenever you go from what is familiar to a new 

situation. For example, when you were leaving middle school or grade school, you probably had self-

doubts about your ability to be successfully in high school. And, the same may have happened when you 

moved up from high school to post-secondary education. If your family moved from one city to another, 
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you may have had self-doubts that you would make new friends; or, you may have had other related 

doubts when you started a new sport, hobby or even class. Self-doubts, self-doubts, and yet more self-

doubts are often a matter of routine in life. 

{ƻΣ ŘƻƴΩǘ ōŜ ŀŦǊŀƛŘΦ ¢Ƙƛƴƪ ŀōƻǳǘ Ƙƻǿ ȅƻǳ ƘŀǾŜ ŀƭǊŜŀŘȅ ƳŀŘŜ ǎǳŎŎŜǎǎŦǳƭ ǎǘŜǇǎ ƛƴ ƴŜǿ ǎŎƘƻƻƭǎΣ ǎǇƻǊǘǎΣ 

subjects, or with friends ς how you pushed forward, even if you had some self-doubts.  So, why not into 

employment? 

The former students also warned us that when you let any naturally-occurring lack of self-confidence 

show, others see it clearly and, in turn, cannot easily develop confidence in ȅƻǳΦ LǘΩǎ ƭƛƪŜ ŀ ŎƻƴǘŀƎƛƻǳǎ 

disease. If you show a lack of self-confidence, others catch it from you ς about you. 

So, be alert and manage your lack of self-confidence when you head to the world of work. 

Iƻǿ Řƻ ȅƻǳ ƳŀƴŀƎŜ ƛǘ ƛŦ ƛǘΩǎ άjust not thereέ? When asked this question, our experienced former 

students, now working, ǎŀƛŘΣ άǿŜƭƭΣ ƛǘΩǎ ǎƛƳǇƭŜΣ Ƨǳǎǘ ŦŀƪŜ ƛǘΗέ ¸ŜǎΣ ǘƘŜȅ ǘƻƭŘ us to fake it. Pretend you have 

self-ŎƻƴŦƛŘŜƴŎŜΦ {Ƙƻǿ ƛǘ ŜǾŜƴ ǿƘŜƴ ƛǘΩǎ ƳƛǎǎƛƴƎΦ ¢Ƙŀǘ ǿƛƭƭ Řƻ ǎŜǾŜǊŀƭ ǘƘƛƴƎǎΥ ŦƛǊǎǘΣ ƛǘ ǿƛƭƭ ōŜŎome 

contagious with others (employers will be more likely develop confidence in you) and the act of faking it 

will hasten its arrival!   

Ȱ) ÎÅÅÄÅÄ ÐÅÏÐÌÅ ÔÏ ÔÁÌË ×ÉÔÈ ×ÈÏ ÈÅÌÄ ÁÎ ÅØÐÅÃÔÁÔÉÏÎ ÆÏÒ ÍÅ ÔÏ ÇÏ ÔÏ ×ÏÒË ÁÆÔÅÒ ÓÃÈÏÏÌȢȱ 

Negativity is a real drag. If ŀƭƭ ȅƻǳ ŀǊŜ ƘŜŀǊƛƴƎ ŦǊƻƳ ǘƘƻǎŜ ŀǊƻǳƴŘ ȅƻǳ ƛǎ άǿŜ ŘƻƴΩǘ ŜȄǇŜŎǘ ȅƻǳ ǘƻ Ǝƻ ǘƻ 

ǿƻǊƪέΣ ǘƘeƴ ȅƻǳΩƭƭ ǎǘŀǊǘ ōŜƭƛŜǾƛƴƎ ǘƘŀǘ ŀōƻǳǘ ȅƻǳǊǎŜƭŦΦ CƛƴŘ ǇŜƻǇƭŜ ǿƘƻ ǎŜŜ ŀ ǇƻǘŜƴǘƛŀƭ ƛƴ ȅƻǳ ǘƻ ōŜŎƻƳŜ 

employed and draw your energy from their encouragement. When we asked these former students with 

disabilities who are now working what was the single most important influence in their success, they 

told us it was when a family member, friend, teacher or other significant person told them they 

expected them to go work. When they heard that from someone they trusted, they began to really 

believe it about themselves. When they heard it from multiple people, it was even better. So, dƻƴΩǘ ƭŜǘ 

ǘƘŜ ƴŜƎŀǘƛǾƛǘȅ ǎǘƻǇ ȅƻǳΦ LŦ ǘƘŀǘΩǎ ǿƘŀǘ ƛǎ ŎƻƳƛƴƎ ȅƻǳǊ ǿŀȅΣ ƪŜŜǇ ƭƻƻƪƛƴƎ ŦƻǊ ǎƻƳŜƻƴŜ ǘƻ ǘŜƭƭ ȅou that they 

believe you can ς and should ς go to work. 

ȰI needed to better understand how to translate my education accommodations to the 

×ÏÒËÐÌÁÃÅȢȱ 

Our returning working students admitted that when they left school, some of the accommodations they 

had for the classroom did not work in the workplace. For example, some of the former students talked 

about their classroom note-taking accommodations (others took notes of class lectures for them 

ōŜŎŀǳǎŜ ǘƘŜȅ ŎƻǳƭŘƴΩǘ). When these former students arrived at the workplace, they knew they dare not 

ask their new supervisor to take notes for them in staff meetings. That would have been a disaster! So, 

they had to develop a new workplace-appropriate accommodation strategy. Many found various 

technology devices which worked perfectly and gave them an accommodation that nobody noticed.  

So, plan ahead. Study your current classroom accommodations and think about how practical they 

ƳƛƎƘǘ ōŜ ƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΦ LŦ ȅƻǳΩǊŜ ƴƻǘ ǎǳǊŜΣ ǘŀƭƪ ǘƻ ŀ ŎƻǳƴǎŜlor or assistive technology expert for 
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advice. Or, call the Job Accommodation Network (JAN) for free advice (1-800-JAN-7234 or 

http://askjan.org/).   

Ȱ) ×ÉÓÈ ) ÈÁÄ ÆÏÕÎÄ ÓÏÍÅÏÎÅ ÔÏ ÔÁÌË ×ÉÔÈ ÁÂÏÕÔ ÔÈÅ ÍÁÎÙ ÑÕÅÓÔÉÏÎÓ ) ÈÁÄ ÁÂÏÕÔ ×ÏÒËȟ ÁÓ ÔÈÅÙ 

ÁÒÏÓÅȢȱ 

As you can tell from the size of this book, this subject has much to be considered. This book gives you a 

great start: ƛǘΩǎ a road map to find your way forward. However, each situation will have complexities that 

even this long book may have not explained. So, the advice that these former students had on this 

reality was to find an experienced worker, in your field, who you can call to ask about the questions and 

concerns that will arise. It might be a bonus to find a person who also has a disability, but ƛŦ ȅƻǳ ŎŀƴΩǘ, 

any quality ǎŜŀǎƻƴŜŘ ǿƻǊƪŜǊ ǿƛƭƭ ōŜ ƎƻƻŘΦ ¢Ƙƛǎ ǘȅǇŜ ƻŦ ǎǳǇǇƻǊǘ ǇŜǊǎƻƴ ƛǎ ƻŦǘŜƴ ŎŀƭƭŜŘ ŀ άƳŜƴǘƻǊ.έ ¢ƘŜƛǊ 

role is to be ready to talk with you and give you some good advice on how to handle a new situation that 

seems difficult or awkward.  

Ȱ) ×ish I had prepared and practice d my disability capabilities and accommodations 

speeches before I went to talk with employers .ȱ 

Discussing key disability-and-employment subjects ς like describing how you, as a person with a 

disability, can add the disability perspective to an organization, or exploring your accommodation needs 

ς is tricky. Our working former students ŎŀǳǘƛƻƴŜŘ ǳǎ ǘƻ ŀŎǘǳŀƭƭȅ ǿǊƛǘŜ Řƻǿƴ ƻǳǊ άǘŀƭƪƛƴƎ Ǉƻƛƴǘǎέ ƻƴ ōƻǘƘ 

subjects and ask others to listen to our presentations ς just to be sure the message is precise and easy to 

ǳƴŘŜǊǎǘŀƴŘΦ LŦ ȅƻǳΩǊŜ ƴƻǘ ǿŜƭƭ ǇǊŜǇŀǊŜŘ ƻƴ ōƻǘƘ ǎǳōƧŜŎǘǎΣ ȅƻǳ Ŏŀƴ Řƻ ŦŀǊ ƳƻǊŜ ŘŀƳŀƎŜ ǘƻ ȅƻǳǊ Ƨƻō 

ŎŀƴŘƛŘŀŎȅ ǘƘŀƴ ƘŜƭǇΦ b9±9wΣ ǘƘƛƴƪΣ άƻƘΣ L Ŏŀƴ ǘŀƭƪ ŀōƻǳǘ it ŜŦŦŜŎǘƛǾŜƭȅ ǿƘŜƴ ƛǘΩǎ ǘƛƳŜΦέ .ŜŎŀǳǎŜΣ ǿƘŜƴ ƛǘΩǎ 

ǘƛƳŜΣ ȅƻǳΩƭƭ ōŜ ǳƴŘŜǊ pressure and nervous ς and, if not well rehearsed, youΩƭƭ flop. Be prepared! 

This is the end of Part I. 

The next section (Part II) will cover what you need to know and practice in order to become both a 

successful competitive job applicant and employee. Everyone heading for the world of work can benefit 

from these tips for success, including people with disabilities. As you learn them, your self-confidence 

will continue to grow ς and you will be getting ahead of your competition for jobs and careers. 

 

 

 

END OF PART I  

http://askjan.org/
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Part II 
Professional Skills 

How to Become a Competitive Job Seeker and Employee 

In this part (Part II), ǿŜ ǿƛƭƭ ōŜ ǊŜǾƛŜǿƛƴƎ ǘƘŜ ƪŜȅ άǇǊƻŦŜǎǎƛƻƴŀƭέ ƻǊ ǿƻǊƪǇƭŀŎŜ ǎƪƛƭƭǎ ǘƘŀǘ ŜǾŜǊȅƻƴŜ Ƴǳǎǘ 

master in order to be successful in finding and holding a job. 

As we begin, letΩǎ define what it means to be professional. Most people think it just means getting paid 

for doing work. But it means much, much more. 

IŜǊŜΩǎ ƻǳǊ ōŜƎƛƴƴƛƴƎ definition ƻŦ άǇǊƻŦŜǎǎƛƻƴŀƭέ: 

V It means being appropriate and mature in the workplace. 

V It means being a serious and engaged worker at all times.  

V It means paying attention to your responsibilities.  

V It means doing your job on-time, doing it well, and in the right way.  

V It means demonstrating a commitment to your organization and its mission.  

V It means not letting your emotions over ride your sense of what should be done in a business-

like manner.  

V It means being polite, proper, respectful and nice to all you meet. 

V It means being likeable.  

V It means being clear and specific in your communications.  

V It means never losing your temper, even when the circumstances may seem unbearable.  

V It means keeping a good attitude and positive outlook.  

V It means being and staying properly dressed and presentable all day long.  

V It means sharing information and credit with others, even when you might not want to.  

V It means being loyal and having integrity. 

V And moreΧ 

With this definition in mind, the rest of this book will further explain these elements and more.  

What follows in this Part (Part II) is a summary of the άōŜǎǘ ǇǊŀŎǘƛŎŜǎ,έ ƻǊ proven techniques, which will 

help you distinguish yourself in the world of work. Remember, both getting and advancing in a job 

ƳŜŀƴǎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƻ ŎƻƳǇŜǘŜ ǿƛǘƘ ƻǘƘŜǊǎ ŦƻǊ ŜƛǘƘŜǊ ǘƘŜ Ƨƻō ƻǊ ŀ ǇǊƻƳƻǘƛƻƴΦ LǘΩǎ ƴƻǘ ŜƴƻǳƎƘ just to be 

able to do the job well. You must know how to behave and act in the workplace and be liked. The truth 

is most people who fail in getting and advancing in the job miss out ƴƻǘ ōŜŎŀǳǎŜ ǘƘŜȅ ŀǊŜƴΩǘ ƎƻƻŘ ŀǘ ƛǘΣ 

ǊŀǘƘŜǊ ōŜŎŀǳǎŜ ǘƘŜȅ ŘƛŘƴΩǘ Ŧƛǘ ƛƴǘƻ ǘƘŜ ƎǊƻǳǇ ƻǊ ŘƛŘƴΩǘ ƪƴƻǿ ƻǊ practice these broader and softer 

workplace rules. 

¢ƘŜǎŜ ǿƻǊƪǇƭŀŎŜ ƻǊ ǇǊƻŦŜǎǎƛƻƴŀƭ ǎƪƛƭƭǎ ŀǊŜ ǘƘŜ ƛƴǎƛƎƘǘǎ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ƪƴƻǿ ƛƴ ƻǊŘŜǊ ǘƻ ǎǳŎŎŜǎǎŦǳƭƭȅ 

navigate the world of work. These ŀǊŜ ǘƘŜ ǎƪƛƭƭǎ ȅƻǳΩƭƭ ƴŜŜŘ to become competitive. 
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Being professional also means that ȅƻǳ ƘŀǾŜ ŀƭƭ ǘƘŜ ōŀǎƛŎ ǎƪƛƭƭǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ōŜ ōƻǘƘ άŜŦŦƛŎƛŜƴǘέ ŀƴŘ 

άŜŦŦŜŎǘƛǾŜέ ƛƴ ŀ ƧƻōΦ .ŜƛƴƎ efficient means that you know how to get things done with little wasted 

motion, time or effort. Being effective means that you know how to successfully complete your work 

tasks in a logical, organized, pleasant, and timely manner.  

Learning about these key professional skills will also improve your workplace intelligence ς and the 

smarter you are about the workplace culture, the more successful you will become.  

LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƴƻǘŜ ǘƘŀǘ ǘƘƛǎ ǇŀǊǘ ƻŦ ǘƘŜ ōƻƻƪ ƛǎ ƴƻǘ ƛƴǘŜƴŘŜŘ ǘƻ ǘŜŀŎƘ ȅƻǳ ŜǾŜǊȅǘƘƛƴƎ ŀōƻǳǘ ǘƘŜǎŜ 

various topics. Nor is it intended to present a complete listing of every professional skill that may be 

needed. LƴǎǘŜŀŘΣ ƛǘΩǎ ƛƴǘŜƴŘŜŘ ǘƻ ōŜ ŀƴ ƛƴǘǊƻŘǳŎǘƻǊȅ ŘƛǎŎǳǎǎƛƻƴ ƻƴ ǘƘŜ ƪŜȅ ǘƻǇƛŎǎ ȅƻǳ ƴŜŜŘ ǘƻ 

understand, learn and begin to practice.  

The truth is, no matter how long you work, you should never stop improving your professional skills. 

Improving and advancing these professional skills is a life-long task. If you work at it, you will get better 

and better as time goes-by. The good news about the reality of this life-long learning process is that you 

should not allow yourself to become overwhelmed or discouraged by either the number or complexity 

of these skills. The important goal for this part of the book is for you to become both aware and familiar 

with them. With this introduction, you can then begin your life-long learning on how to continuously 

improve your skills. This part of the book ƛǎ ȅƻǳǊ άōŀǎƛŎ ǘǊŀƛƴƛƴƎέ ƻƴ essential workplace or professional 

skills. With this basic training, or knowledge, ȅƻǳΩƭƭ begin to gain an edge on your competition for the job 

and career you want. 

This part of the book divides these professional skills into seven subject areas or categories. They are: 

1) Workplace presence ƻǊ άǎƻŦǘ ǎƪƛƭƭǎέ όmarketing yourself) 

2) Workplace practices ƻǊ άƳŜŘƛǳƳ ǎƪƛƭƭǎέ όǿƻǊƪ ǇƭŀŎŜ ǊǳƭŜǎ ƻŦ ǘƘŜ ǊƻŀŘύ 

3) Workplace job skills ƻǊ άƘŀǊŘ ǎƪƛƭƭǎέ όȅƻǳǊ ŀōƛƭƛǘȅ ǘƻ Řƻ a specific job) 

4) Workplace patterns (understanding individual and group differences) 

5) Workplace job seeking strategies (how to go about finding and winning a job) 

6) Workplace pathways (resources to assist you with your employment) 

7) Workplace planning (developing and advancing your career plan) 

Lƴ ǘƘƛǎ ǇŀǊǘ ƻŦ ǘƘŜ ōƻƻƪΣ ǿŜΩǊŜ ƎƻƛƴƎ to go beyond ǘƘŜ Řƛǎŀōƛƭƛǘȅ ŦŀŎǘƻǊΦ ²Ƙŀǘ L ƳŜŀƴ ōȅ ǘƘŀǘ ƛǎ ǿŜΩǊŜ 

going to discuss those workplace realities and skills that everyone needs to learn, understand and 

master ς disabled or not. The ideas and information in this part of the book represent proven workplace 

techniques and advice for everyone entering or already in the world of work.  

LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǎŀȅ ǘƘŀǘ some people with disabilities, because of their functional limitations, may 

experience challenges or difficulties practicing some of these professional skills or techniques. When you 

read about a professional skill discussed in this part of the book, you might find yourself reacting by 

ǎŀȅƛƴƎΣ άL Ƨǳǎǘ ŎŀƴΩǘ Řƻ that because of my disability.έ Before you give up on a particular skill, try to 

approach the subject with an open mind and consider these three possible ways or accommodations to 

attempt to demonstrate the skill. 
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When you face a professional skill that you think you ŎŀƴΩǘ ŘƻΣ ǘƘŜ ŦƛǊǎǘ ǎǘǊŀǘŜƎȅ ƛǎ ǘŀƪŜ ŀ ŘŜŜǇ ōǊŜŀǘƘ 

(calm yourself) and consider the merits of trying to get as close as possible to the workplace expectation 

or practice that is being ŘŜǎŎǊƛōŜŘΦ  CƻǊ ŜȄŀƳǇƭŜΣ ǿƘŜƴ ǘŀƭƪƛƴƎ ŀōƻǳǘ άǿƻǊƪǇƭŀŎŜ ǇǊŜǎŜƴŎŜ,έ ȅƻǳ ǿill be 

encouraged to gesture or move your hands and arms in unison with your speaking voiceΦ  LŦ ȅƻǳ ŎŀƴΩǘ 

move your hands or arms because of a disability, you may worry: άis all lost with regard to this skill?έ No, 

ƛǘ ƛǎƴΩǘ ς unless you give up right away. 

Lƴ ƻǘƘŜǊ ǿƻǊŘǎΣ ŘƻƴΩǘ ƎƛǾŜ-up right away. Instead, try the three-step strategy below when you feel you 

cannot do the professional being skill described. 

1. Try the skill or practice being described. Who knows, with practice you may be able to even 

accomplish the skill or maybe get closer to it than you thought possible. If after reasonable 

attempts or practice, ƛǘΩǎ Ƨǳǎǘ ƴƻǘ ǇƻǎǎƛōƭŜΣ ǘƘŀǘΩǎ ƻƪŀȅ ς ƴƻǿ ȅƻǳ ƪƴƻǿ ǘƘŀǘ ȅƻǳΩǾŜ ǘǊƛŜŘ ŀƴŘ are 

ready to move on to the next two steps. 

 

2. The next step is to consider either an accommodation or alternative technique to demonstrate 

the skill being described. Use your imagination. Ask others you trust for ideas on possible 

adapted techniques or technologies that may help you to achieve the workplace skill being 

discussed. FƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳΩǊŜ ǘǊȅƛƴƎ ǘƻ ƛƳǇǊƻǾŜ ȅƻǳǊ ƎŜǎǘǳǊƛƴƎ ǎƪƛƭƭǎ όƳƻǾƛƴƎ ȅƻǳǊ ŀǊƳǎ ŀƴŘ 

hands as you talk) and your disability makes it impossible, consider the possibility of moving 

your electric wheelchair, or even just your eyes or facial expressions, in ways that mimic the idea 

of gesturing. 

 

3. If neither step #1 nor #2 work, the third step (or strategy) to consider is an artful way of letting 

others know that you value the skill; however, due to a disability, yƻǳ ŎŀƴΩǘ ǇŜǊŦƻǊƳ ƛǘΦ ¢Ƙƛǎ 

strategy does two important things. First, it tells the other person that you know about the skill 

(that shows them your understanding about being professional) and, second, it clearly explains 

to the other person why that skill is not being practiced by you. This makes the situation 

understandable, expected and normal.  

Here are a few more examples of a disability limitation in your ability to master the skill. Again, when 

this might happen, follow the three-step process above  

[ŜǘΩǎ ǎŀȅ ȅƻǳ ŀǊŜ visually impaired or blind and you know that in a business meeting with several people 

in the room, ǘƘŜ άōŜǎǘ ǇǊƻŦŜǎǎƛƻƴŀƭ ǇǊŀŎǘƛŎŜέ ƻǊ ŎƻƴǾŜƴǘƛƻƴŀƭ ŀŘǾƛŎŜ ƛǎ ǘƻ ƭƻƻƪ ƻŎŎŀǎƛƻƴŀƭƭȅ ŀǘ ŀƭƭ ǘƘŜ 

people in the room when either you or they are speaking. You understand that even thoǳƎƘ ȅƻǳ ŎŀƴΩt 

see them, they are accustomed to a speaker glancing at them when talking. This executive presence skill 

ŜƳǇƘŀǎƛȊŜǎ ǘƻ ŀƴ ŀǳŘƛŜƴŎŜ ǘƘŀǘ ȅƻǳΩǊŜ listening carefully to the speaker. If you are blind and this skill 

seems difficult or impossible, consider the value of attempting to master it for the impact it has on the 

ǇŜǊǎƻƴ ǿƛǘƘ ǿƘƻƳ ȅƻǳΩǊŜ ǎǇŜŀƪƛƴƎ. Follow the three-step process above and practice ways of getting as 

close to the professional practice as possible. Perhaps you might practice your ability to direct your eyes 

towards the location of each person in the room as revealed by the sound of them speaking. Perhaps 

you might ask each person in your meeting to introduce themselves, so you can study where each one is 
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using the direction of their voice and then move your eyes to their locations when either they or you 

speak. And ƛŦ ǘƘŜǎŜ ǘȅǇŜǎ ƻŦ ǘŀŎǘƛŎǎ ŘƻƴΩǘ ǿƻǊƪ ŦƻǊ ȅƻǳΣ Ƨǳǎǘ ƛƳǇƭŜƳŜƴǘ ǎǘŜǇ Іо ŀōƻǾŜ ŀƴŘ ǎŀȅ ǘƻ ǘƘŜ 

ƎǊƻǳǇΣ ά.ŜŎŀǳǎŜ ƻŦ Ƴȅ Ǿƛǎǳŀƭ ƛƳǇŀƛǊƳŜƴǘ L ŀƳ ƴƻǘ ŀōƭŜ ǘƻ ƭƻƻƪ ŀǘ ŜŀŎƘ ƻƴŜ ƻŦ ȅƻǳ ŀǎ L ǎǇŜŀƪΤ however, 

be assured of my commitment to this conversation.έ 

[ŜǘΩǎ ǎŀȅ ȅƻǳ ƘŀǾŜ ŀ Řƛǎŀōƛƭƛǘȅ ǿƘƛŎƘ ǇǊŜǾŜƴǘǎ ȅƻǳ ŦǊƻƳ ƳŀǎǘŜǊƛƴƎ some of the recommended skills 

around being an effective communicator. Such skills include speaking clearly with good volume and 

vocal variation (changes in tone and style). People are usually more interested in both listening to and 

working with others who have these skills. However, there are some disabilities which may prevent an 

individual from being able to perform them either well or at all. For example, stuttering or fatigue-

related disabilities may hold people back from being able to perform these professional verbal 

communication skills. In such situations, it might be best to just let the listener know about your 

disability-related limitation as you begin, so they can know the facts of the situation and adapt their 

ŜȄǇŜŎǘŀǘƛƻƴǎ ŀŎŎƻǊŘƛƴƎƭȅΦ LǘΩǎ ŀƳŀȊƛƴƎ Ƙƻǿ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ǇŜƻǇƭŜ Ŏŀƴ ōŜ ƛŦ ǘƘŜȅ ƪƴƻǿ ǿƘȅ ŎŜǊǘŀƛƴ ǎƪƛƭƭǎ 

ŀǊŜ ƴƻǘ ōŜƛƴƎ ŘƛǎǇƭŀȅŜŘΦ LŦ ǘƘŜȅ ŘƻƴΩǘ ƎŜǘ ǘƘŜ ōŜƴŜŦƛǘ ƻŦ ȅou mentioning the skill and your disability-

ǊŜƭŀǘŜŘ ƭƛƳƛǘŀǘƛƻƴ ƛƴ ǇŜǊŦƻǊƳƛƴƎ ƛǘΣ ǘƘŜȅ Ƴŀȅ Ƨǳǎǘ ŀǎǎǳƳŜ ǘƘŀǘ ȅƻǳΩǊŜ ƴƻǘ ŀǎ ǇǊƻŦŜǎǎƛƻƴŀƭ ŀǎ ȅƻǳ ǎƘƻǳƭŘ 

be.  So, it often serves you well when you simply ask them to be patient with you because, for example, 

you stutter. 

You must not let yourself overly worry or give up when you hear about some of the workplace skills 

discussed in Part II. Follow the three-step strategy mentioned above in order to achieve the best 

performance outcomes possible for you. Again, the steps are: 

1. Try and practice the skill you may not be good at in order to get either closer to or better with it.  

2. Seek to identify and develop an accommodation or an alternative technique which might assist 

you.   

3. Practice a statement which explains why you are not performing the skill, so people can fully 

understand the situation and know that you value the professional skills. 

Sometimes, when a disability enters the picture, we may shy away from embracing the full spectrum of 

knowledge about the mainstreaƳ ŎƻƳƳǳƴƛǘȅΩǎ ŜȄǇŜŎǘŀǘƛƻƴǎ ƻǊ ǇǊŀŎǘƛŎŜǎ ōŜŎŀǳǎŜ we fear that these 

practices are beyond our capabilities. While it may be true that we encounter barriers, we must not shy 

away from attempting to acquire knowledge and some capacity or accommodation around each skill. 

When we approach this subject in this way, will we increase our chances of reaching our full 

professional potential? Approach the topics of those expectations and practices in this spirit of learning. 

Before we begin our review of the workplace or professional skills, there is one more subject to 

consider. 

Sometimes people, especially young people, rebel against the idea that they need to alter how they act 

ƻǊ ōŜƘŀǾŜ ƛƴ ŎŜǊǘŀƛƴ ǎƛǘǳŀǘƛƻƴǎ ōŜŎŀǳǎŜ ǘƘŀǘΩǎ ƴƻǘ ǿƘƻ ǘƘŜȅ ŦŜŜƭ ǘƘŜȅ ŀǊŜΦ ¢ƘŜȅ Ƴŀȅ ŦŜŜƭ ǘhat the 

expected behaviors or ways of acting at work, for example, are forcing tƘŜƳ ǘƻ ōŜŎƻƳŜ ŀ άǇƘƻƴȅέ 

person or to become someone they are not. So, is this book asking you to become someone you are 
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not? Are we trying to get you to change who you really are and pretend to be someone else? Are these 

άǇǊƻŦŜǎǎƛƻƴŀƭέ ōŜƘŀǾƛƻǊǎ Ƨǳǎǘ ǎƻŎƛŜǘȅΩǎ ǿŀȅ ƻŦ ōǊƛƴƎƛƴƎ ȅƻǳ άǳƴŘŜǊ ŎƻƴǘǊƻƭέ ŀƴŘ ƳŀƪƛƴƎ ȅƻǳ ŎƘŀƴƎŜ ǿho 

you are?  

[ŜǘΩǎ ōŜ ǊŜŀƭƛǎǘƛŎΣ ǘƘŜǊŜ ŀǊŜ Ƴŀƴȅ ŜƴǾƛǊƻƴƳŜƴǘǎ ǿƘŜǊŜ άǿƘƻ ȅƻǳ ŀǊŜέ όƻǊ ǿŀƴǘ ǘƻ ōŜύ Ŏŀƴ ōŜ 

unacceptŀōƭŜΦ LŦ ȅƻǳ ŀǊŜ ǎƻƳŜƻƴŜ ǿƘƻ ƛǎ ŦƛŜǊŎŜƭȅ ƛƴŘŜǇŜƴŘŜƴǘΣ ƛƳǇǳƭǎƛǾŜΣ ŀƴŘ ŘƻŜǎƴΩǘ ƭƛƪŜ ǘƻ Ŧƻƭƭƻǿ 

rules, do you have the right to act that way no matter where you find yourself?  How about when you 

enter the Department of Motor Vehicles (DMV) to apply for a drivŜǊΩǎ ƭƛŎŜƴǎŜΚ Lǎ ŀ ǊǳƭŜ-defiant rebel a 

good candidate for a ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ (where key rules are speed limits and using turn signals)? Probably 

not. 

If you insist on being άǘǊǳŜέ ǘƻ ǿƘƻ ȅƻǳ ŀǊŜ ƛƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ȅƻǳ ǇǊƻōŀōƭȅ ǿƻƴΩǘ Ǉŀǎǎ ǘƘŜ ŘǊƛǾƛƴƎ ǘŜǎǘΦ {o, 

when at the DMV, you need to control or modify your rebellious or independent behaviors in order to 

observe the driving rules necessary to successfully complete the driving test. You will want to alter who 

you really are because who ǿŀƴǘ ǘƘŀǘ ŘǊƛǾŜǊΩǎ ƭicense. ̧ ƻǳ Ƴŀȅ ōŜ ƛƴŘŜǇŜƴŘŜƴǘΣ ƛƳǇǳƭǎƛǾŜ ŀƴŘ ŘƻƴΩǘ ƭƛƪŜ 

to follow rules, like stop signs ς but in order to be successful in this situation you need to conform to the 

5a±Ωǎ ǊǳƭŜǎ ƻǊ ŜƭǎŜ ȅƻǳ ǿƛƭƭ Ŧŀƛƭ ǘƘŜƛǊ ǘŜǎǘΦ 

Is the DMV making you become someone you are not? Or are you realizing that, in order to be 

successful in a particular situation, you may need to behave or act in a way which will help you to get 

what you want (to become a legal driver)? So, in order to get what you want, you must be prepared to 

adapt yourself to the expected behaviors of the DMV; and, in many ways, the same is true in the 

workplace. 

hŦ ŎƻǳǊǎŜΣ ƛŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŀŘŀǇǘ ǘƻ ǘƘŜǎŜ ŜƴǾƛǊƻƴƳŜƴǘǎΣ ȅƻǳ ŀƭǿŀȅǎ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ƻŦ ōŜƛƴƎ true 

to yourself and not letting society or social sitǳŀǘƛƻƴǎ ŎƘŀƴƎŜ ǿƘƻ ȅƻǳΦ ¸ƻǳ Ŏŀƴ ōŜ άǘǊǳŜέ to who you are 

by just giving ǳǇ ŀƴȅ ǘƘƻǳƎƘǘǎ ȅƻǳ ƳƛƎƘǘ ƘŀǾŜ ŀōƻǳǘ ƎŜǘǘƛƴƎ ŀ ǇǳōƭƛŎ ŘǊƛǾŜǊΩǎ license or working in an 

organization or company. So, you do have choices, but the trade-off is that ȅƻǳΩƭƭ ƘŀǾŜ ǘo give up certain 

opportunities and, perhaps, get less out of life.  

CƻǊ ǘƘƻǎŜ ƻŦ ȅƻǳ ǿƘƻ ŀǊŜ ǎǘǊǳƎƎƭƛƴƎ ǿƛǘƘ ǘƘƛǎ ƛŘŜŀ ƻŦ ŀŎǘƛƴƎ ƭƛƪŜ ŀ ǇǊƻŦŜǎǎƛƻƴŀƭΣ ǘƘƛǎ ŘƻŜǎƴΩǘ ƳŜŀƴ ȅƻǳ 

have to entirely alter your being. Both before and after work, and on weekends and holidays, you can be 

a rebel and follow your bliss. Go cliff jumping off a mountain, hike in the deep wilderness or ride a 

motorcycle off-road. At the right times and in the right places, you can still be the rebel inside of you. 

But even in these examples, youΩŘ be smart to still conform to societyΩǎ ƴƻǊƳǎ ς like wearing a 

parachute when cliff jumping, wilderness gear in the deep woods or a helmet when off-roading. 

So, if you want to be successful in a career (and life in general), it will be necessary for you to learn and 

practice the skills and behaviors discussed around being professional in the world of work.  

Lesson 1 ɂ Workplace Presence (soft skills ɂ marketing yourself) 
Getting a job or promotion depends on making a good impression on the person who will make the 

ŘŜŎƛǎƛƻƴ ǘƻ ƘƛǊŜ ƻǊ ŀŘǾŀƴŎŜ ȅƻǳΦ !ǎƪ ȅƻǳǊǎŜƭŦΣ άLŦ L ǿŜǊŜ ǘƘŜ ŜƳǇƭƻȅŜǊΣ ǿƘŀǘ ǿƻǳƭŘ L ǿŀƴǘ ǘƻ ǎŜŜ ƛƴ ǘƘŜ 

ǇŜǊǎƻƴ LΩƳ ǘƘƛƴƪƛƴƎ ŀōƻǳǘ ƘƛǊƛƴƎ ƻǊ ǇǊƻƳƻǘƛƴƎΚέ 
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Over my careerΣ LΩǾŜ interviewed over 600 youth with disabilities from across the country, as well as 

another 100 adults with disabilities, for jobs with various organizations. As a result of these experiences, 

LΩǾŜ ƭŜŀǊƴŜŘ ǎƻƳŜǘƘƛƴƎ very important about the value of marketing yourself to an employer.  

The first thing I noticed during the start of each job interview, in the first 30 seconds or so of our 

meeting, was that I had already formed a general opinion about the person I was interviewing. It came 

from a pleasant or comfortable first impression about tƘŜ άƭƛƪŜ-ŀōƛƭƛǘȅέ ƻŦ ǘƘŜ ǇŜǊǎƻƴΦ I also noticed that 

my like-ability and comfort level about them was set by them. Did they come into the interview room 

with a smile? Did they give me a warm hello and introduction? Did they say something which showed 

me they were confident about themselves? These human signals set my emotions around either liking 

them or not feeling comfortable with them.  

If I instantly liked the person entering the interview room, I also noticed that I was listening better to 

what they were saying. As a result of liking the person and listening better, I was scoring them higher in 

the interview. In fact, I found myself actually rooting for those I liked. I even noticed that I was helping 

them to complete their answers with prompts, so I could score them even higher! 

Conversely, if I ŘƛŘƴΩǘ ƭƛƪŜ ǘƘŜ ǇŜǊǎƻƴ L ǿŀǎ ƛƴǘŜǊǾƛŜǿƛƴƎ ōŜŎŀǳǎŜ ǘƘŜȅ ŘƛŘƴΩǘ connect with me, I was 

prone to be less attentive. I was even more stiff or distant (matching their energy) and, as a result, more 

critical of their answers and scored them lower. 

Eventually, I noticed that some of the people I like ǾŜǊǎǳǎ ǘƘƻǎŜ L ŘƛŘƴΩǘΣ ǿŜǊŜ ǎŀying essentially the 

same things, yet I scored those I liked better. When I realize what I was doing I felt quite unprofessional 

and inadequate as a job interviewer. 

Was I flawed?  Was I being unfair? 

No, I was being human. 

[ŜǘΩǎ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ŀƴȅ ŜƳǇƭƻȅƳŜƴǘ-related relationship, especially during a job interview, depends a 

ƎǊŜŀǘ ŘŜŀƭ ƻƴ ȅƻǳǊ ŀōƛƭƛǘȅ ǘƻ ŘŜƳƻƴǎǘǊŀǘŜ ȅƻǳǊ άƭƛƪŜ-ŀōƛƭƛǘȅέΦ {ǳŎƘ ŀ ǎŜŜƳƛƴƎƭȅ ǎǳǇŜǊŦƛŎƛŀƭ ǊŜŀƭƛǘȅ ƛǎ ŀ ŦŀŎǘ 

of lƛŦŜΦ LŦ ȅƻǳ ǘƘƛƴƪ ŀōƻǳǘ ƛǘΣ ŀƴȅ ǇƻǘŜƴǘƛŀƭ ǊŜƭŀǘƛƻƴǎƘƛǇ Ƴǳǎǘ ƘŀǾŜ ǘƘŜ άƭƛƪŜ-ŀōƛƭƛǘȅέ ŦŀŎǘƻǊ ǿƻǊƪƛƴƎ ŦƻǊ ƛǘ 

from the start. So, learning how to enhance and quickly demonstrate that you are άƭƛƪŜ-ŀōƭŜέ ƛǎ 

important not only in the workplace, but in life as well. In the workplace, this means you must learn and 

practice a strategy designed to help ǇŜƻǇƭŜ ǘƻ ƭƛƪŜ ȅƻǳΦ !ƴƻǘƘŜǊ ǿŀȅ ƻŦ ŘŜǎŎǊƛōƛƴƎ ǘƘƛǎ ǎƪƛƭƭ ƛǎ άǿƻǊƪǇƭŀŎŜ 

presence.έ  

²ƻǊƪǇƭŀŎŜ ǇǊŜǎŜƴŎŜ ƛǎ ȅƻǳǊ ǇǊƻŦŜǎǎƛƻƴŀƭ άƭƛƪŜ-ability.έ 5ƻ ǇŜƻǇƭŜ ŦƛƴŘ ȅƻǳ ƛƴǘŜǊŜǎǘƛng, talkative, 

attentive, funny, warm, nice, thoughtful, well-ƎǊƻƻƳŜŘΣ ŀǇǇǊƻǇǊƛŀǘŜƭȅ ŘǊŜǎǎŜŘΣ ŜǘŎΦΚ LŦ ǘƘŜȅ ŘƻΣ ǘƘŜȅΩƭƭ 

begin to like you more than if you were not these things. When this begins to happen, ȅƻǳΩǊŜ ƻƴ ȅƻǳǊ 

way to convincing them that they want to work with you.  

In the disability world, there are many groups, agencies and organizations supporting the employment 

of people with disabilities. They do great work and can really help you get ready for employment. 
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However, none of them can actually convince an employer to hire you. You must learn how to do that 

yourself, and the best way to develop this skill is to learn how to be likeable. Learn how to show a 

potential employer your workplace presence or like-ability as the first step in convincing them to hire 

you. 

wŜƳŜƳōŜǊΣ ǿƘŜƴ ǘƘŜ ŘƻƻǊ ŎƭƻǎŜǎ ƻƴ ǘƘŜ ƛƴǘŜǊǾƛŜǿ ǊƻƻƳΣ ƛǘΩǎ Ƨǳǎǘ ȅƻǳ ǿƛǘƘ ǘƘŜ Ƨƻō ƛƴǘŜǊǾƛŜǿŜǊΦ ¢ƘŜ 

power of your workplace presence is an important first step either to make or kill the sale. 

Studies have shown that among the most important considerations ŜƳǇƭƻȅŜǊǎ ǊŜƭȅ ƻƴ ƛǎ ȅƻǳǊ άƭƛƪŜ-

ability,έ which in more professional terms is ŎŀƭƭŜŘ άǿƻǊƪǇƭŀŎŜ Ŧƛǘ.έ όάAre you a good fit for our 

organization?έύ Studies also suggest that you have only the first 10 to 30 seconds of an interview to 

present a positive response to this basic human question.  

So, the most important item a potential employer is considering as they meet you is very personal. It is: 

άdo I like this person or notΚέ LŦ ȅƻǳ ŘƻƴΩǘ ƛƳƳŜŘƛŀǘŜly connect with the interviewer in a likeable, 

interesting, and personal way, you may lose the interview and the job. Your interviewer can lose their 

enthusiasm and interest in you very early on in your meeting, no matter how well qualified you might 

ōŜΦ LŦ ǘƘŜȅ ŘƻƴΩǘ ƎŜǘ ŜƴŜǊƎƛȊŜŘ ōȅ ȅƻǳǊ ǇŜǊǎƻƴŀƭity or like-ability from the startΣ ƛǘ Ƴŀȅ ōŜ άƎŀƳŜ ƻǾŜǊέ 

just as the game begins. 

Think about it -- would you want to spend 40 hours a week with someone you didnΩǘ ƭƛƪŜ ǘƘŀǘ ƳǳŎƘΚ 

Well, they (the employer or interviewer) ǿƻǳƭŘƴΩǘ ŜƛǘƘŜǊΦ 

The following are ǎƻƳŜ ǘƛǇǎ ŦƻǊ ƳŀƪƛƴƎ ŀ ƎǊŜŀǘ ŦƛǊǎǘ ƛƳǇǊŜǎǎƛƻƴΦ IŜǊŜΩǎ Ƙƻǿ ǘƻ ƘŜƭǇ ǘƘŜ ŜƳǇƭƻȅŜǊ ƻǊ 

interviewer begin to like you, listen more closely to you and seriously consider you for their job. 

Framing y ourself  

Does a picture look better with or without a frame?  Does a new toy look better by itself or in its 

packaging? How about a book? Do you first judge a book by its cover? The answer to these questions is 

άȅŜǎ.έ {ƻΣ ŎƻƴǎƛŘŜǊ ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ƻŦ Ƙƻǿ ȅƻǳ ŦǊŀƳŜΣ ŎƻǾŜǊ ƻǊ ǇŀŎƪŀƎŜ ȅƻǳǊǎŜƭŦ ǿƘŜƴŜǾŜǊ ȅƻǳ ƳŜŜǘ ŀ 

potential employer. 

IŜǊŜΩǎ ŀƴ ŜȄǇŜǊƛƳŜƴǘ ǘƘŀǘ ǘŜƭƭǎ ŀ ǎǘƻǊȅ ŀōƻǳǘ ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ƻŦ ǇŀȅƛƴƎ ŎƭƻǎŜ ŀǘǘŜƴǘƛƻƴ ǘƻ ǘƘŜ ŀǊǘ ƻŦ 

properly framing or presenting yourself. 

Imagine that ȅƻǳ ŀǊŜ ƻƴŜ ƻŦ ǘƘŜ ǿƻǊƭŘΩǎ ƎǊŜŀǘŜǎǘ ŎƭŀǎǎƛŎŀƭ ǾƛƻƭƛƴƛǎǘǎΦ ¸ƻǳΩǊŜ ǎƻ ƎƻƻŘ that people willingly 

pay $80 and more for a concert ticket to hear you play. Not only are you considered one of the greatest 

violin talents of our time, but you play your beautiful music on an antique violin that is revered as the 

best ever made (a Stradivarius violin). YouΩǾŜ ōŜŜƴ ŎŀƭƭŜŘ άǘƘŜ ǇƻŜt of the violin,έ ǊŜŎƻǊŘŜŘ ƻǾŜǊ пл 

albums (CDs), won several Grammy awards, and have been listed among tŜƻǇƭŜ aŀƎŀȊƛƴŜΩǎ ά50 Most 

Beautiful People.έ  

Your name is Joshua Bell. 
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Now, you (Joshua Bell) go out into the streets of Washington, DC, in blue jeans and a sweatshirt, and set 

up in a subway station to play for small change donations. How much attention and money will your 

talent demand in this situation? 

This experiment actually happened and was reported by the άWashington Postέ newspaper a few years 

ago. The result of this experiment was that only a dozen or so people, out of tens of thousands of 

commuters, stopped for a moment to listen to the famous Joshua Bell playing his Stradivarius violin. 

Subtracting a $20 bill one lady gave him because she recognized him, Mr. Bell earned a total of $12.17 in 

coins for his eight-hour work day.  

The purpose of the experiment was to see if people would stop to recognize beauty in a common or 

unexpected place. Well, evidently, ǘƘŜȅ ŘƻƴΩǘΦ 

But ǘƘŜǊŜΩǎ ŀƴƻǘƘŜǊ ƛƳǇƻǊǘŀƴǘ ƭŜǎǎƻƴ ǘƻ ƭŜŀǊƴ ƘŜǊŜ ǘƘŀǘ ǊŜƭŀǘŜǎ ǘƻ ƻǳǊ ǎǳōƧŜŎǘ ƻŦ ǿƻǊƪǇƭŀŎŜ ǇǊŜǎŜƴŎŜΦ LǘΩǎ 

ǘƘŜ ǘǊǳǘƘ ǘƘŀǘ ƴƻ ƳŀǘǘŜǊ Ƙƻǿ ǘŀƭŜƴǘŜŘ ȅƻǳ Ƴŀȅ ōŜΣ ƛŦ ȅƻǳ ŘƻƴΩǘ Ǉŀȅ ŀǘǘŜƴǘƛƻƴ ǘƻ Ƙƻǿ ȅƻǳ ƭƻƻƪΣ ŀǎ ǿŜƭƭ ŀǎ 

the way you present yourself, few people will take time away from their busy schedule to stop to notice 

you. 

Evidently, only when Joshua Bell wears his tuxedo to perform on a well-lighted stage of a glorious 

concert hall with an expectant audience who paid $80 or more to see him play his Stradivarius violin, 

will people marvel at his talent. When we strip away his usual framing, almost nobody pays attention to 

him.  

So, in order to get noticed and taken seriously, what is the best way for us to show or frame our talents 

in the workplace?  

Here are a few tips. 

Dress and appearance  

When it comes to successfully finding or advancing in a job, think about yourself as a product for sale.  

bƻǿΣ L ƪƴƻǿ ȅƻǳΩǊŜ ƴƻǘ an object, but just bear with me for the sake of this example. In order to capture 

the buying publiŎΩǎ ŀǘǘŜƴǘƛƻƴΣ ǇǊƻŘǳŎǘǎ ƴŜŜŘ ǘƻ ƭƻƻƪ ƎƻƻŘ ƻǊ ōŜ visually appealingΦ ¢ƘŜȅ ƴŜŜŘ ǘƻ άcatchέ 

the cǳǎǘƻƳŜǊΩǎ ŜȅŜΦ LŦ ǘƘŜȅ ƭƻƻƪ ƳŜǎǎȅ or are not properly placed in the store, no matter how great the 

products may be, they might not make that critically important first impression. Good packaging gets 

the sale process startedΦ LǘΩǎ Ƨǳǎǘ Ƙƻǿ ǇŜƻǇƭŜ ƎŜǘ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ƭŜŀǊƴƛƴƎ ƳƻǊŜ ŀōƻǳǘ ǿƘŀǘΩǎ ƛƴǎƛŘŜ ǘƘŜ 

picture frame or box. 

Also, studies show that when someone meets another person, for the first time, it takes about 5-10 

seconds for the person to formulate their first impression about that new ǇŜǊǎƻƴΦ hōǾƛƻǳǎƭȅΣ ǘƘŜǊŜΩǎ ƴƻǘ 

much you can say about yourself in that short amount of time in order to make a good first impression, 

so how you look (dressing and grooming) will become the primary basis for their first and often lasting 

ƛƳǇǊŜǎǎƛƻƴΦ  {ƻΣ ƭŜǘΩǎ ŎƻƳƳƛǘ ƻǳǊǎŜƭǾŜǎ ǘƻ ƭƻƻƪƛƴƎ ƎƻƻŘ ƻƴ ǘƘŜ ƻǳǘǎƛŘŜ ŀǎ ǿŜ ŘŜǾŜƭƻǇ ƻǳǊ ƛƴǎƛŘŜ ǘŀƭŜƴǘǎ, 

because one without the other is an incomplete package. 
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How do we dress and groom ourselvŜǎ ƛƴ ŀ ǿŀȅ ǿƘƛŎƘ ƎŜǘǎ ǇŜƻǇƭŜΩǎ ǇƻǎƛǘƛǾŜ ŀǘǘŜƴǘƛƻƴΚ Iƻǿ Řƻ ǿŜ ǎŜǘ 

the stage for success in the workplace? 

The answers vary.  

Lǘ ŘŜǇŜƴŘǎ ƻƴ ǘƘŜ ŘǊŜǎǎ ŀƴŘ ƎǊƻƻƳƛƴƎ ǇŀǘǘŜǊƴǎ ƻŦ ǘƘŜ ǿƻǊƪǇƭŀŎŜ ǿŜΩǊŜ ŀǎǇƛǊƛƴƎ ǘƻ ƧƻƛƴΦ {ƻΣ ǘƘŜ ŦƛǊǎǘ ǎǘŜǇ 

in this process is to learn more about what is expected by the occupation ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴ ǿƘŜǊŜ ȅƻǳΩǊŜ 

interested in finding employment. 

LŦ ƛǘΩǎ ǘƘŜ ŎƻƴǎǘǊǳŎǘƛƻƴ ƛƴŘǳǎǘǊȅΣ then ǎǘŜŜƭ ǘƻŜ ōƻƻǘǎΣ ŀ ƘŀǊŘ Ƙŀǘ ŀƴŘ ŎƭŜŀƴ ŎƻǾŜǊŀƭƭǎ Ƴŀȅ ōŜ ŎƻǊǊŜŎǘΦ LŦ ƛǘΩǎ 

a computer-related company, clean business-Ŏŀǎǳŀƭ Ƴŀȅ ōŜ ǿƘŀǘ ƛǎ ŎǳǎǘƻƳŀǊȅ ŀƴŘ ǳǎǳŀƭΦ LŦ ƛǘΩǎ ŀ 

financial company, a clean suit and tie for men, and clean business dress or suit for women may be the 

way to go.  

5ƛŘ ȅƻǳ ƴƻǘƛŎŜ ǘƘŜ ǊŜǇŜŀǘŜŘ ǳǎŜ ƻŦ ǘƘŜ ǿƻǊŘ άŎƭŜŀƴέ ƛƴ ŀƭƭ ǘƘŜǎŜ ŜȄŀƳǇƭŜǎΚ 

A great way to learn what the expected dress code might be for the workplace you want to join is to visit 

the location and see what people arŜ ǿŜŀǊƛƴƎΦ LŦ ȅƻǳ ŎŀƴΩǘ ƎŜǘ ƛƴ ȅƻǳ ƳƛƎƘǘ sit outside of the building or 

worksite and observe how the employees who are coming and going dress. And sometimes, pictures or 

ǇƘƻǘƻƎǊŀǇƘǎ ƻƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǿŜōǎƛǘŜ ǿƛƭƭ ƻŦŦŜǊ ȅƻǳ ŎƭǳŜǎ ŀōƻǳǘ Ƙƻǿ ǘƻ ŘǊŜǎǎ ŀǇǇǊƻǇǊƛŀǘŜƭȅ ƛƴ ǘƘŜƛǊ 

workplace. 

hƴŎŜ ȅƻǳΩǾŜ ŘŜǘŜǊƳƛƴŜŘ ǿƘŀǘ ǘƘŜ ŜȄǇŜŎǘŜŘ ŘǊŜǎǎ ŎƻŘŜ ƛǎ ŦƻǊ ŀ ǎǇŜŎƛŦƛŎ ŎƻƳǇŀƴȅΣ ǘǊȅ ǘƻ Ƴatch your 

clothes to the workplace you have in mind. If you begin to look like you belong there (dress like them), 

ǘƘŜȅΩƭƭ ōŜ ōŜǘǘŜǊ ŀōƭŜ ǘƻ ƛƳŀƎƛƴŜ ȅƻǳ ǊŜǇƻǊǘƛƴƎ ŦƻǊ ǿƻǊƪΦ LŦ ȅƻǳ ŘƻƴΩǘΣ ƛǘ ǿƛƭƭ ōŜ ƳǳŎƘ ƘŀǊŘŜǊ ŦƻǊ ǘƘŜƳ ǘƻ 

have this vision of you. Remember, even Joshua Bell needs to dress to fit the stage in order for his talent 

to be seen. If you have to buy new clothes to match their culture, DO IT ς consider it as one of the best 

ƛƴǾŜǎǘƳŜƴǘǎ ȅƻǳΩƭƭ ŜǾŜǊ ƳŀƪŜ for your economic future.  

And when it comes to dressing for an actual job interview, it may be wise to take the baseline dress code 

ŦƻǊ ǘƘŜ Ƨƻō ȅƻǳΩǊŜ ǎŜŜƪƛƴƎ ŀƴŘ ŜƴƘŀƴŎŜ ƛǘ or raise it up a notch in order to look your very best. This may 

mean getting a bit more dressed-up ǘƘŀƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΩǎ ŜǾŜǊȅ Řay dress code. If the everyday dress 

code is business casual, maybe add a nice sport coat or jacket over your new business-casual clothes. 

Also, pay attention to what others interviewing for the same kind of job are wearing. You can do this by 

watching others attending similar job interviews or job fairs.  

When considering the subject of appropriate dress, also consider the subject of body tattoos and 

ǇƛŜǊŎƛƴƎǎΦ ²ƘƛƭŜ ƛǘΩǎ ŦƛƴŜ ǘƻ ƘŀǾŜ ǘƘŜƳ ƛƴ ȅƻǳǊ ǇŜǊǎƻƴŀƭ ƭƛŦŜΣ ƛƴ Ƴŀƴȅ ǿƻǊƪǇƭŀŎŜǎ ǘƘŜȅ ƳƛƎƘǘ ƳŀƪŜ ŀ ƭŜǎǎ-

than-favorable impression on a potential employer, especially if other joō ŀǇǇƭƛŎŀƴǘǎ ŀǊŜƴΩǘ ǎƘƻǿƛƴƎ 

their tattoos and piercings. When it appears to be in your best interest to do so, consider covering up 

the tattoos and not wearing the piercings at either the interview or the workplace. 

Also, be well-groomed. Good grooming means always being fresh and clean (with showering, clothes, 

shoes, hair, teeth and breath). Consider this standard as a mandatory requirement for employment 
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success anywhere you want to work, even in the physical or sweaty occupations όƭƛƪŜ ƳŜŎƘŀƴƛŎΩǎ ǿƻǊƪ 

or construction). Always start the day clean and well-groomed, and always look at yourself in a mirror 

just before an interview to make sure you still look great. Oh, when you look in a mirror, smile to be sure 

ǘƘŜǊŜΩǎ ƴƻ ǎǇƛƴŀŎƘ from your lunch salad in your teeth. 

Speaking of being clean, if you have a disability and use a disability related devices, appliances or a 

serǾƛŎŜ ŀƴƛƳŀƭΣ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ ōŜ sure that they are also clean.  

I once met an on-air television personality who happened to use a wheelchair. I first noticed how well 

dressed she looked and then I noticed something even more impressive. The front casters (small wheels) 

of her wheelchair were the same color as her blazer jacketΦ L ŀǎƪŜŘ ƘŜǊΣ ά²ŀǎ ǘƘƛǎ ŎƻƭƻǊ ŎƻƻǊŘƛƴŀǘƛƻƴ 

ƛƴǘŜƴǘƛƻƴŀƭΚέ {ƘŜ ǎƳƛƭŜŘ ŀƴŘ ǎŀƛŘΣ ά¸ŜǎΣ ƛǘ ǿŀǎ.έ  {ƘŜ ǘƘŜƴ ǇǊƻŎŜŜŘŜŘ ǘƻ ǘŜƭƭ ƳŜ ǘƘŀǘ ǎƘŜ Ƙŀǎ ǎŜǾŜǊŀƭ 

different colored wheelchair casters to match her various clothing colors. 

I know this is a dramatic example, but it makes a very important point. While few may expect you to go 

to this length, matching your disability device color with your dress color scheme makes the point that 

your disability-related devices are a part of your overall professional look. DonΩǘ ǘƘƛƴƪ ǘƘŀǘ ǇŜƻǇƭŜ ǿƻƴΩǘ 

notice a dirty wheelchair or service animal? TƘŜȅ ǿƛƭƭΦ ²ƘŜƴ ŀ ǇŜǊǎƻƴΩǎ ǿƘŜŜƭŎƘŀƛǊ ƛǎ ǎǇƻǊǘƛƴƎ Řǳst and 

cobwebs in its framing, or the wheels are mud encrusted, or their support animal is ill-kept, then their 

professional presences or look is diminished. 

{ƻΣ ŘƻƴΩǘ Ƨǳǎǘ ŎƻƴǎƛŘŜǊ ǘƘŜ ǎǳōƧŜŎǘ ƻŦ ƎƻƻŘ ƎǊƻƻƳƛƴƎΣ ŘǊŜǎǎƛƴƎΣ ŀƴŘ ŦǊŀƳƛƴƎ ŀǎ ȅƻǳ ƻƴƭȅΦ  Include your 

Řƛǎŀōƛƭƛǘȅ ŜǉǳƛǇƳŜƴǘ ŀǎ ǇŀǊǘ ƻŦ ȅƻǳǊ ǘƻǘŀƭ άƭƻƻƪ.έ !ƭǎƻΣ ǿƘŜƴ ȅƻǳ Ǝƻ ŦƻǊ ŀƴ ƛƴǘŜǊǾƛŜǿΣ ŎƻǾŜǊ up the 

wheelchair bumper stickers or other sporty add-ons which may reduce your overall professional 

appearance. 

Personality  

After you learn how to frame yourself (dressing and grooming), the next step in creating your workplace 

presence is to learn how to best to present yourself. As said several times before, every good interaction 

starts with a simply yet sincere smile. Wǳǎǘ ŀǎƪ ȅƻǳǊǎŜƭŦΣ ά²ƘŜƴ L ƳŜŜǘ ǎƻƳŜƻƴŜΣ ŀƴŘ ǘƘŜȅ ǎƳƛƭŜ ŀǘ ƳŜΣ 

ŘƻŜǎƴΩǘ ǘƘŀǘ ƳŀƪŜ ǘƘŜƳ ƳƻǊŜ ǿŜƭŎƻƳƛƴƎ ŀƴŘ ƛƴǘŜǊŜǎǘƛƴƎ ǘƻ ƳŜ ŀǎ ŀ ǇŜǊǎƻƴΚέ 5ƻŜǎƴΩǘ ǘƘŀǘ ǇŜǊǎƻƴΩǎ 

face, if iǘΩǎ sporting a smile, tend to lift your feelings about having a positive encounter with them? So, a 

nice smile can get things off to a great start, even in professional meetings. 

And smiles are contagious. When you smile, it helps others smile back at you. A smile opens the heart, 

which in turn fuels the mind to listen better to the person smiling. Therefore, a smile can help you to 

engage with the other person on a more personal level during those critical first few seconds when first 

impressions about you are being formed by them. 

As a result, a smile is the best way to begin the process of bringing someone closer to you and, in turn, 

getting them to like you. And if you can get that feeling started ǊƛƎƘǘ ŀǿŀȅΣ ȅƻǳΩǊŜ ǿŜƭƭ ƻƴ ȅƻǳǊ ǿŀȅ ǘƻ ŀ 

successful conversation (interview or meeting). Remember, if the interviewer starts to like you, they will 

hear you better (they will naturally pay better attention to you) and may even start to hope for you to 
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be successful in the interviewΦ LǘΩǎ ŀ ƴŀǘǳǊŀƭ ƛƴŎƭƛƴŀǘƛƻƴ Ŧƻr humans to help people they like. Be likeable 

and gain that important advantage or edge. 

Along with having a warm smile on your face, a good first impression gets even better if you can find 

something nice ƻǊ ƘǳƳƻǊƻǳǎ ǘƻ ǎŀȅ ǘƻ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ŦƛǊǎǘ ƳŜŜting. Being pleasant and using humor 

correctly can be a positive force. Work is serious business and humans need this kind of relief in their 

jobs.  So, if you find the right opportunity to deliver a complement or make a humorous observation, go 

for it. Once you get the other person to laugh, ǊŜǘǳǊƴ ǘƘŜ ƘǳƳƻǊ ƻǊ Ƨǳǎǘ ǎƳƛƭŜ ŀǘ ȅƻǳǊ ŎƻƳƳŜƴǘΣ ȅƻǳΩƭƭ 

have their full attention because they have already started liking you.  

tŜƻǇƭŜ ƻŦǘŜƴ ǎŀȅ ǘƘŀǘ ǘƘŜ ōƛƎƎŜǎǘ ǉǳŀƭƛǘȅ ǘƘŜȅΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ƛƴ ŀ ŦǊƛŜƴŘǎƘƛǇ ƻǊ ǊŜƭŀǘƛƻƴǎhip is someone 

ǿƘƻ ƳŀƪŜǎ ǘƘŜƳ ƭŀǳƎƘ ƻǊ ǎƻƳŜƻƴŜ ǿƛǘƘ ŀ ǎŜƴǎŜ ƻŦ ƘǳƳƻǊΦ ²ŜΩƭƭ ǘŀƭƪ Ƴƻre about a sense of humor 

later, but for now just remember the power it holds for making a great first impression. 

The core value of smiling, being pleasant and appropriately humorous, is that it emphasizes your 

ƘǳƳŀƴƛǘȅΦ LǘΩǎ ōŜƛƴƎ ǊŜŀƭΦ LǘΩǎ ōŜƛƴƎ ǿŀǊƳΦ LǘΩǎ ōŜƛƴƎ ƭƛƪŜŀōƭŜΦ ¸ƻǳ Ŏŀƴ ŦǳǊǘƘŜǊ ŜƴƘŀƴŎŜ ȅƻǳǊ ƭƛƪŜŀōƛƭƛǘȅ 

ŦŀŎǘƻǊ ōȅ ŘŜƳƻƴǎǘǊŀǘƛƴƎ ȅƻǳǊ ǇŜǊǎƻƴŀƭƛǘȅ ƛƴ ǘƘŜǎŜ ǿŀȅǎΦ 5ƻƴΩǘ ōŜ ŀ ǊƻōƻǘΦ 5ƻƴΩǘ ōŜ stiff or rigiŘΦ 5ƻƴΩǘ ōŜ 

distant or aloof. Be who you are, for sure, but get your personality off to a fast start with a smile, good 

cheer and humor.  

[ŜǘΩǎ ŎƻƴǎƛŘŜǊ ǘƘŜ ƳŜŀƴƛƴƎ ƻŦ ǘƘŜ ǿƻǊŘ ǇŜǊǎƻƴŀƭƛǘȅΦ LǘΩǎ ǘǊǳŜ ǘƘŀǘ ŜŀŎƘ ǇŜǊǎƻƴ ƛǎ ŘƛŦŦŜǊŜƴǘΦ 9ŀŎƘ ǇŜǊǎƻƴ 

has a slightly different perǎƻƴŀƭƛǘȅΦ ²ƘŜƴ ŀƴ ŜƳǇƭƻȅŜǊ ŦƛǊǎǘ ƳŜŜǘǎ Ƨƻō ŀǇǇƭƛŎŀƴǘΣ ǘƘŜȅΩǊŜ ŀƴȄƛƻǳǎ ǘƻ ƭŜŀǊƴ 

ǿƘŀǘ ǘƘŀǘ ŀǇǇƭƛŎŀƴǘΩǎ ǇŜǊǎƻƴŀƭƛǘȅ ƛǎ ƭƛƪŜΦ !ǎ ŀ ǊŜǎǳƭǘΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǳƴŘŜǊǎǘŀƴŘ ǿƘŀǘ ȅƻǳǊǎ ƳƛƎƘǘ ōŜΦ  

To this end, try to better understand what your individual personality type is like. Here some questions 

to think about as you analyze your individual personality. 

¶ What makes you happy?  

¶ What do you avoid doing? 

¶ What is your perspective on various subjects (life, work, relationships, success, failure, etc.)?  

¶ How do you most like to interact with other people? 

¶ How do you like to express yourself?  

¶ How do you make decisions?  

The answers to these and other questions add up to your personality type. Begin to better understand 

what yours is and how to express it. 

With regards to the last three questions above, there are some general personality tendencies or types 

to consider as you try to answer these questions about yourself. These general personality tendencies 

were developed by the Myers-Briggs Type Indicator (MBTI) personality test. These tendencies or 

differences will be discussed more fully in Lesson 4 below (Workplace Patterns).  

In summary, there are four scales or general types of personalities to consider as you think about how 

you might be built or wired. See which types sound most like you. And REMEMBER, these are individual 
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differences, preferences or tendencies. There is no right way or wrong way to be. None are better or 

worse than another. They are ALL good and each has a value to teams or at work. Plus, mixing them 

either on teams or in the workplace makes everyone smarter and stronger.  

The MBTI offers four areas or preferences to measure. These are: 

1. Extrovert or Introvert (E or I) 

 

2. Sensing or Intuition (S or N) 

 

3. Thinking or Feeling (T or F) 

 

4. Judging or Perceiving (J or P) 

¢ƘŜ άŜȄǘǊƻǾŜǊǘέ ƻǊ άƛƴǘǊƻǾŜǊǘέ range explores your differences in the way you tend to focus your 

attention. Extroverts focus their attention on the outer world of people and things. Introverts prefer to 

focus their attention on the inner world of ideas and impressions. 

¢ƘŜ άǎŜƴǎƛƴƎέ ƻǊ άƛƴǘǳƛǘƛƻƴέ range explores your differences in the way you tend to take in information. 

Sensing people take in information by seeing, reading or hearing it. They tend to focus in the here and 

now. Intuitive people are the opposite, as they take in information from patterns and focus on the big 

picture and the future.  

¢ƘŜ άǘƘƛƴƪƛƴƎέ ƻǊ άŦŜŜƭƛƴƎέ range explores your differences in the way you tend to make decisions. 

Thinking people prefer to make decisions primarily based on logic and on objective analysis. Feeling 

ǇŜƻǇƭŜ ǘŜƴŘ ǘƻ ƳŀƪŜ ŘŜŎƛǎƛƻƴǎ ƻƴ ǿƘŀǘ ŦŜŜƭǎ ǊƛƎƘǘ ōŀǎŜŘ ƻƴ ǾŀƭǳŜǎ ŀƴŘ ǇŜƻǇƭŜΩǎ ŎƻƴŎŜǊƴǎΦ 

¢ƘŜ άƧǳŘƎƛƴƎέ ƻǊ άǇŜǊŎŜƛǾƛƴƎέ range explores how you deal with the world outside of you. Judging 

people prefer to plan, organize and settle things. Perceiving people tend to want to be flexible and 

spontaneous and keep their options open as long as they can. 

Which of these sounds like you?  

Of course, the above listing is only a broad outline of ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ personality tendencies and is not 

intended to document which of these tendencies fully represent you. This can only be done by actually 

taking the MBTI personality test. Still, this listing may help you to begin to understand how you think 

and tend to make decisions. Again, more on this subject, including how to take the MBTI test, is 

reviewed in Lesson 4 below. 

Remember, no matter what your individual personality type is, ƴŜǾŜǊΣ ŜǾŜǊ ǘƘƛƴƪ ƛǘΩǎ ǿǊƻƴƎ ǘƻ ōŜ ǘƘŀǘ 

way. And never think of yourself as inadequate. Similarly, never think less of someone else who 

demonstrates a different or opposite personality tendency. All personality types are interesting and 

powerfuƭΣ ŜǎǇŜŎƛŀƭƭȅ ǿƘŜƴ ǘƘŜȅΩǊŜ understood and utilized to a person's advantage. And people can 
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freely move from one personality type to the other both intentionally and naturally. These are just 

tendencies. 

Understand that employers, especially during an interview, mostly want to know who you really are, not 

just what you can do (your resume) ς and nothing says it better than your personality. Therefore, it will 

benefit you to better understand the various aspects of your personality. Plus, getting yourself in this 

mode of being confident about whom you are will enable you to present to the employer your best and 

authentic self. This will help to relax you, and by being more relaxed, you will increase your potential to 

be effective. 

hŦ ŎƻǳǊǎŜΣ ǿŜΩǊŜ ǘŀƭƪƛƴƎ ŀōƻǳǘ ȅƻǳǊ ǇƻǎƛǘƛǾŜ ǘǊŀƛǘǎΣ ƴƻǘ ȅƻǳǊ ōŀŘ ōŜƘŀǾƛƻǊǎΦ So, if there are negative 

things about your personality whiŎƘ ǇŜƻǇƭŜ Ƴŀȅ ƴƻǘ ƭƛƪŜΣ ŘƻƴΩǘ ŜƳōǊŀŎŜ ǘƘŜƳ ƛƴ ǘƘƛǎ ŜȄŜǊŎƛǎŜΦ ²ŜΩƭƭ ƘŜƭǇ 

you focus on these negative items which might need improvement in Lesson 7 (Career Plan) below.  

Study yourself. Ask others for feedback. Know who your best and authentic self is.  

When you have prepared yourself in these ways you will, no doubt, shine.  

Self -confidence  

Self-confidence is the foundation of ǇǊƻŦŜǎǎƛƻƴŀƭ ŘŜǾŜƭƻǇƳŜƴǘΦ LǘΩǎ the key to success. 

As mentioned in the άIntroductionέ section of this book, I was amazed to find out how many 

tremendously talented college students with disabilities had a severe lack of self-confidence about their 

employment potential.  

As I thought about it, I realized that everyone, from time to time, lacks self-confidence about their ability 

to master a new skill. Even the greatest and most accomplished people among us sometimes wonder if 

they can learn a new skill or master a new challenge. The reality is that just about everybody is lacking 

some degree self-confidence ς this fact alone ought to give you a degree of comfort about any lack of 

self-confidence you might have. 

CƻǊ ǘƘŜ ǊŜŎƻǊŘΣ ƭŜǘΩǎ ōŜ ǎǳǊŜ that ǿŜ ǎƘŀǊŜ ǘƘŜ ǎŀƳŜ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ŀōƻǳǘ ǘƘŜ ƳŜŀƴƛƴƎ ƻŦ άǎŜƭŦ-

confidence.έ 

Self-confidence is a belief or trust in your ability to learn new skills or take ƻƴ ƴŜǿ ŎƘŀƭƭŜƴƎŜǎΦ LǘΩǎ ŀ 

ǇƻǎƛǘƛǾŜ ŀǘǘƛǘǳŘŜ ƻǊ ŀ άŎŀƴ-Řƻέ ǎǇƛǊƛǘΦ LǘΩǎ ŀ ōŜƭƛŜŦ ƛƴ ȅƻǳǊǎŜƭŦ that you can perform as people expect you 

ǘƻ ǇŜǊŦƻǊƳΦ LǘΩǎ ŀƴ ƻōǎŜǊǾŀōƭŜ value or ŎƘŀǊŀŎǘŜǊƛǎǘƛŎ ŀōƻǳǘ ȅƻǳǊǎŜƭŦ ǿƘƛŎƘ ǇŜƻǇƭŜ ǘŜƴŘ ǘƻ ƴƻǘƛŎŜΦ LǘΩǎ ŀ 

core belief in your potential to succeed. 

Self-ŎƻƴŦƛŘŜƴŎŜ ƛǎ ƴƻǘ ŀ ŦŀƭǎŜ ŎƭŀƛƳ ŀōƻǳǘ ǿƘŀǘ ȅƻǳ ƘŀǾŜ ŀŎŎƻƳǇƭƛǎƘŜŘ ƻǊ Ŏŀƴ Řƻ ƴƻǿΦ LǘΩǎ ƴƻǘ ŀƴ 

ŜȄŀƎƎŜǊŀǘƛƻƴΣ ƳƛǎǊŜǇǊŜǎŜƴǘŀǘƛƻƴ ƻǊ ƭƛŜ ŀōƻǳǘ ȅƻǳǊ ŀōƛƭƛǘƛŜǎΦ LǘΩǎ ƴƻǘ ŦŀƭǎŜ ōǊŀǾŀŘƻΦ LǘΩǎ ŀ ǎǘŀǘŜƳŜƴǘ ŀōƻǳǘ 

your potential, what you are reasonably ǎǳǊŜ ȅƻǳ Ŏŀƴ ŘƻΦ !ƴŘΣ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘƭȅΣ ƛǘΩǎ ǿǊŀǇǇŜŘ ƛƴ ŀƴ 

attractive measure of humility όάL ǘƘƛƴƪ L Ŏŀƴ Řƻ ǘƘŀǘέ ǾŜǊǎǳǎ άhƘ ǎǳǊŜΣ L Ŏŀƴ Řƻ ǘƘŀǘΗέύ.  
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Since we all have experienced a lack of self-ŎƻƴŦƛŘŜƴŎŜ ŀǘ ǾŀǊƛƻǳǎ ǘƛƳŜǎΣ ƛǘΩǎ ŎƻƳŦƻǊǘƛƴƎ ǘƻ ƪƴƻǿ ǘƘŀǘ ƛǘΩǎ 

normal and we must not allow it to stop us in our tracks. Having a lack of self-confidence should never 

ōŜ ŦŜŀǊŜŘ ŀǎ ŀ Ŧƭŀǿ ƛƴ ƻƴŜΩǎ ŎƘŀǊŀŎǘŜǊ ƻǊ ŀōƛƭƛǘȅΦ Lƴ ŦŀŎǘΣ ƛŦ ŀ ƴŜƎŀǘƛǾŜ ŦŜŜƭƛƴƎ ŀōƻǳǘ ƻƴŜΩs self-confidence 

is used properly, it can become the fuel we need to get us going or started on meeting the new 

challenge that has created our self-doubts.  

LǘΩǎ ƭƛƪŜ ōŜƛƴƎ ƴŜǊǾƻǳǎΦ ¢ƘŜǊŜ ƛǎ ƴƻǘƘƛƴƎ ǿǊƻƴƎ ǿƛǘƘ ōŜƛƴƎ ƴŜǊǾƻǳǎΣ ǳƴƭŜǎǎ ȅƻǳ ƭŜǘ ƛǘ ƻǾŜǊ-power and stop 

you. Both of these feelings (being nervous and lacking some self-confidence) are natural and closely 

ŎƻƴƴŜŎǘŜŘΦ .ƻǘƘΣ ǿƘŜƴ ƳŀƴŀƎŜŘ ŎƻǊǊŜŎǘƭȅΣ Ŏŀƴ ōŜ ŦǳŜƭ ǘƻ ƎŜǘ ȅƻǳ άŦƛǊŜŘ-ǳǇέ ǘƻ ŀŎǘΦ ²ƘŜƴ ȅƻǳ ƭŀŎƪ ǎŜƭŦ-

confidence or become anxious and nervous, your heart beats faster and your mind starts getting more 

active. So, when either self-doubt or nervousness is present in you, if you accept them and ŘƻƴΩǘ fear 

them, you can actually channel this energy towards a constructive response.  

{ƻΣ ƛǘΩǎ ȅƻǳǊ ŎƘƻƛŎŜ ς άŦƛƎƘǘ ƻǊ ŦƭƛƎƘǘ.έ bƻǿ ǘƘŀǘ ȅƻǳ ōŜǘǘŜǊ ǳƴŘŜǊǎǘŀƴŘ ȅƻǳǊ ƻǇǘƛƻƴǎΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ŦƛƎƘǘ ŀƴŘ 

get busy meeting the challenges, not fleeing from them. 

How do we do that?  Well, one way to manage your nerves is to build up your self-ŎƻƴŦƛŘŜƴŎŜΦ ²ŜΩƭƭ 

ŘƛǎŎǳǎǎ ƻǘƘŜǊ ǿŀȅǎ ǿƘŜƴ ǿŜ ƎŜǘ ǘƻ ǘƘŜ άhǾŜǊ ǘƘŜ ¢ƻǇέ ŜȄŜǊŎƛǎŜ ƭŀǘŜǊ ƛƴ ǘƘƛǎ Lesson. One trick to follow 

to counteract a lack of self-confidence is to simply ǇǊŜǘŜƴŘ ȅƻǳΩǊŜ ǎŜƭŦ-confident. 

άFaking itέ (or pretending that you are self-ŎƻƴŦƛŘŜƴǘ ǿƘŜƴ ȅƻǳΩre really not) can be a good temporary 

bridge response during times of serious doubts about being able to do something. Now, there are limits 

ǘƻ ǘƘƛǎ ǎǘǊŀǘŜƎȅΦ 5ƻƴΩǘ ǇǊŜǘŜƴŘ ƻǊ ŦŀƪŜ ƛǘ ƛŦ ȅƻǳ ŎƭŜŀǊƭȅ ŀǊŜ ƴŜƛǘƘŜǊ ǉǳŀƭƛŦƛŜŘ ƴƻǊ ǊŜŀŘȅ ǘƻ ǘŀƪŜ ƻƴ ǘƘŜ 

challenge. Only pretend when you are able to say to yourselŦΣ άƳŀȅōŜ L Ŏŀƴ Řƻ ǘƘƛǎ ǿƛǘƘ ǎƻƳŜ ǎǘǳŘȅΣ 

practice and courage.έ aŀȅōŜ ŀƭƭ ȅƻǳ ƴŜŜŘ ƛǎ ǘƻ Ǝƻ ŦƻǊ ƛǘ ŀƴŘ ƎƛǾŜ ƛǘ ŀ ǘǊȅΦ {ƻ, bravely think or tell 

yourself I can do this. Is that faking it? Nƻǘ ǊŜŀƭƭȅΦ LǘΩǎ Ƨǳǎǘ ǘŀƪƛƴƎ ŀ ŎŀƭŎǳƭŀǘŜd and reasonable risk to move 

yourself to action and keep getting better.  

This strategy also can help others to gain confidence in you. When people first meet you, after looking at 

your visual presentation (dressing and grooming) and gaining an impression about your personality, they 

will next be wondering whether they should believe in your abilities or have confidence in you as a 

capable person. The clue that will guide them in getting a good first impression about your capabilities 

will be the degree of self-confidence you demonstrate to them. If you appear to be uncertain or silent 

ŀōƻǳǘ ȅƻǳǊ ŀōƛƭƛǘƛŜǎΣ ƛŦ ȅƻǳ ǎŜŜƳ ŀŦǊŀƛŘ ŀƴŘ ǿƛǘƘŘǊŀǿƴΣ ƻǊ ƛŦ ȅƻǳ ŘƻƴΩǘ ƭƻƻƪ ŀƴŘ ŀŎǘ in a strong and self-

confident way, then others will have no reason to develop their own initial sense of confidence in you. In 

other words, we naturally gain a confidence in others we meet when they show us that they are self-

confident about themselves. So, if you lack self-confidence, pretend or ŦŀƪŜ ƛǘ ǳƴǘƛƭ ƛǘ ŀǊǊƛǾŜǎΦ LŦ ȅƻǳ ŘƻƴΩǘ 

fake it, you may quickly end any chance you may have had to get the job.    

¢ƘŜǊŜΩǎ ƳƻǊŜΦ 

Often, by being brave and pretending or faking self-confidence (within a reasonable range), you begin to 

realize just how over-blown and irrational that feeling of no confidence in yourself was in the first place. 
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This is true because in order to fake it, ȅƻǳΩƭƭ ƘŀǾŜ ǘƻ ƴŀǘǳǊŀƭƭȅ ōŜƎƛƴ ǘƻ ōƻǘƘ ŜƴŎƻǳǊŀƎŜ ŀƴŘ ŎƻŀŎƘ 

yourself into positive thoughts about doing or accomplishing the task or skill.   

Do you ever remember a task you thought you could not do, but instead of being discouraged and 

quitting, ȅƻǳ ǎŀƛŘ ǘƻ ȅƻǳǊǎŜƭŦ ǿƛǘƘ ƎǊƛǘ ŀƴŘ ŘŜǘŜǊƳƛƴŀǘƛƻƴΣ άL ƪƴƻǿ L Ŏŀƴ Řƻ ǘƘƛǎ ƛŦ L ǘǊȅέ? For example, the 

first time you asked someone to go out on a date with you? When you finally decided to ask the person 

out, sometƘƛƴƎ ƘŀǇǇŜƴŜŘ όƘƻǇŜŦǳƭƭȅ ǘƘŜ ǇŜǊǎƻƴ ǎŀƛŘ άȅŜǎέύΦ 9ǾŜƴ ƛŦ ǘƘŜȅ ŘƛŘƴΩǘΣ ȅƻǳ ƎŀƛƴŜŘ ŜȄǇŜǊƛŜƴŎŜ 

and a degree of self-confidence for the next time. Well, the power of your grit and determination 

propelled you to make it happen. Sure, it may have taken you practice and effort, and you may have 

failed a few times along the way. However, determination ƻǊ άǇǊŜǘŜƴŘ ǎŜƭŦ-ŎƻƴŦƛŘŜƴŎŜέ will most often 

pull you though your fears or lack of self-confidence. ThereforeΣ άŦŀƪƛƴƎ ƛǘέ ƛǎ ǊŜŀƭƭȅ Ƨǳǎǘ ŀƴƻǘƘŜǊ ǿŀȅ ƻŦ 

saying άƭŜǘΩǎ go for it.έ  

You have to play to win! 

For those of you who wonder if faking self-confidence might be dishonest, let me try and explain why it 

ƛǎƴΩǘΦ ²ƘŜƴ ǿŜ ǎŀȅΣ άCŀƪŜ ƛǘΣέ ǿƘŀǘ ǿŜΩǊŜ ǊŜŀƭƭȅ ǎŀȅƛƴƎ ǘƻ ƻǳǊǎŜƭǾŜǎ ƛǎ άDŜǘ ǎǘŀǊǘŜŘΦέ Start doing 

whatever the challenge is with ǎƻƳŜ ōŜƎƛƴƴŜǊΩǎ self-confidence that you can eventually accomplish 

whatever it is you wish to accomplish. LǘΩǎ ǘŜƭƭƛƴƎ ȅƻǳǊǎŜƭŦ ƴƻǘ ǘƻ ƭŜǘ ȅƻǳǊ ƭŀŎƪ ƻŦ ǎŜlf-confidence keep you 

from even ǘǊȅƛƴƎ ǘƘŀǘ ǿƘƛŎƘ ȅƻǳ ŘƻƴΩǘ ȅŜǘ ŦŜŜƭ ŎŀǇŀōƭŜ ƻŦ ŘƻƛƴƎΦ LǘΩǎ ƭƛƪŜ ƭŜŀǊƴƛƴƎ how to swim. You 

probably ǊŜŀƭƛȊŜŘΣ ŀǘ ƻƴŜ ǇƻƛƴǘΣ ǘƘŀǘ ǳƴǘƛƭ ȅƻǳ ŀŎǘǳŀƭƭȅ ǘǊȅ ǘƻ Řƻ ƛǘΣ ȅƻǳΩƭƭ ŀƭǿŀȅǎ ƘŀǾŜ Řƻǳōǘǎ ŀōƻǳǘ ȅƻǳǊ 

ability to succeed. So, take the leap into the shallow end of the pool and splash around faking a 

swimming motion ǳƴǘƛƭ ȅƻǳΩǊŜ ŀŎǘǳŀƭƭȅ ǎǿƛƳƳƛƴƎΦ {ƻƻƴΣ ǎǿƛƳƳƛƴƎ ǿƛƭƭ ōŜŎƻƳŜ ƴŀǘǳǊŀƭΦ ¸ƻǳ Ƴŀȅ ƴƻǘ 

ŜǾŜƴ ƴƻǘƛŎŜ ǘƘŜ ƳƻƳŜƴǘ ƛƴ ǘƛƳŜ ǿƘŜƴ ǘƘŜ άŦŀƪŜŘέ ǎŜƭŦ-confidence about swimming becomes real self-

confidence and you begin swimming around.  

Here are some more thoughts on the art of building up your self-ŎƻƴŦƛŘŜƴŎŜ ǿƘŜƴ ƛǘΩǎ ƳƛǎǎƛƴƎΦ 

ω /Ƙŀƴǘ ǇƻǎƛǘƛǾŜ ǘƘƻǳƎƘǘǎ ŀōƻǳǘ ȅƻǳǊǎŜƭŦ όάL ǿŀƴǘ ǘƻ Řƻ ǘƘƛǎέΣ άL ƪƴƻǿ L Ŏŀƴ Řƻ ǘƘƛǎέύΦ 

ω ¢Ƙƛƴƪ ŀōƻǳǘ ǘƘŜ ǘƛƳŜǎ ȅƻǳ ǎǳŎŎŜǎǎŦǳƭƭȅ ŀŎƘƛŜǾŜŘ ǎƻƳŜǘƘƛƴƎ ȅƻǳ ǘƘƻǳƎƘǘ ȅƻǳ ŎƻǳƭŘƴΩǘ ŘƻΦ 

ω Envision yourself doing it. 

ω 5ƻƴΩǘ ƭŜǘ the fear of failure cause you to fail. 

ω Seek and gain related experiences which will help build the skills need to succeed at what it 

is you fear you cannot do. 

ω wŜƳŜƳōŜǊ ǘƘŜ ƻƭŘ ǎŀȅƛƴƎΣ ά! Ƨƻō ǎǘŀǊǘŜŘ ƛǎ ƘŀƭŦ ŘƻƴŜΗέ 

ω Keep making corrections and improvements along the way. 

ω Know that even if you might fail, failure is the fuel for success. 

ω And, try, ǘǊȅ ŀƎŀƛƴΧ 
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Here are some specific tips on the art of developing your self-confidence in the workplace. 

ω Prepare before a meeting or professional ŜƴŎƻǳƴǘŜǊ όDƻƻƎƭŜ ŜǾŜǊȅǘƘƛƴƎ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ƻǊ 

might need to know). 

ω tŀȅ ŎƭƻǎŜ ŀǘǘŜƴǘƛƻƴ ǘƻ ŜǾŜǊȅǘƘƛƴƎ ǘƘŀǘΩǎ ǎŀƛŘ ŀƴŘ ǘŀƪŜ ƴƻǘŜǎ ŦƻǊ Ŧƻƭƭƻǿ-up. 

ω {ǘǊŀǘŜƎƛŎŀƭƭȅ ŀƴŘ ǘƘƻǳƎƘǘŦǳƭƭȅ ŀǎƪ ƎƻƻŘ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ǿƘŀǘΩǎ ōŜƛƴƎ ŘƛǎŎǳǎǎŜŘΦ 

ω Before you speak, say quietly to ȅƻǳǊǎŜƭŦ ǿƘŀǘ ȅƻǳΩǊŜ ŀōƻǳǘ ǘƻ ǎŀȅ out loud and analyze how 

it sounds.   

ω When you have a good idea, get it out clearly and quickly before others do. 

ω Identify the key points and try to discover the theme or pattern of it all. 

ω In your own words, be ready to summarize the major points or themes of what has been 

discussed. 

ω Be an important part of the team and always offer to help in team tasks such as keeping 

notes or follow-up actions. 

Effective communications skills  

Note: The ideas and recommendations in the ǊŜƳŀƛƴŘŜǊ ƻŦ ǘƘƛǎ ƭŜǎǎƻƴ ƻƴ ά²ƻǊƪǇƭŀŎŜ tǊŜǎŜƴŎŜέ ŎƻƳŜ 

from the teachings of one of our guest instructors, Peggy Klaus. For more information on these topics, be 

ǎǳǊŜ ǘƻ ǊŜŀŘ ƘŜǊ ōƻƻƪǎΣ ά¢ƘŜ IŀǊŘ ¢ǊǳǘƘ ŀōƻǳǘ {ƻŦǘ {ƪƛƭƭǎέ ŀƴŘ ά¢ƘŜ !Ǌǘ ƻŦ .ǊŀƎƎƛƴƎ.έ ¢ƘŜǎŜ ōƻƻƪs can be 

found here: www.peggyklaus.com .  

Research shows that only seven percent (7%) of what a speaker actually says to an audience is 

remembered by them. Ninety-three percent (93%) of what people remember from their encounter with 

a speaker are the general impressions of the presentation, not actually what was said. In other words, 

ǇŜƻǇƭŜ άǊŜƳŜƳōŜǊέ Ƴƻǎǘƭȅ ŀ ǎǇŜŀƪŜǊΩǎ ǿƻǊƪǇƭŀŎŜ ƻǊ ŜȄŜŎǳǘƛǾŜ ǇǊŜǎŜƴŎŜΦ They mostly remember how 

the speaker acted toward them (friendly, likeable, positive, self-confident, authentic, humorous, and 

ŜŦŦŜŎǘƛǾŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭǎύΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ǎǇŜŀƪŜǊΩǎ Ǿƛǎǳŀƭ ǇǊŜǎŜƴŎŜ όŘǊŜǎǎΣ ƎǊƻƻƳƛƴƎΣ ƎŜǎǘǳǊƛƴƎΣ 

vocal variation, movements, and body language). IŜƴŎŜΣ ŀ ǎǇŜŀƪŜǊΩǎ ǿƻǊŘǎ ŀǊŜ ŀ ǎƳŀƭƭ ǇŜǊŎentage (7%) 

of the professional communication experience.  

This reality suggests that in order for us to become effective communicators, both in a job interview and 

workplace, we need to learn and practice these added effective communication skills.  

So, dƻƴΩǘ Ƨǳǎǘ ǘƘƛƴƪ that what you say is all that counts. What you say is only 7% of an effective 

communication strategy. The majority of your impact (93%) will come from the more subtle skills 

addressed in this Lesson.  

Commit to becoming an effective communicator by learning and practicing these important and often 

underappreciated communication skills.  

Eye contact ς We talked about this already, but it cannot be overstated. People assumed that where 

your eyes are focused is where your attention is focused. So, whenever talking to someone or a group of 

people, always be sure to have eye contact.  

http://www.peggyklaus.com/
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Looking into a person's eyes is a sign of respect and attention in our culture (not always true in other 

cultures) so be sure to learn about different traditions when speaking to those from other cultures or 

countries)Φ bƻǿΣ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ όƴƻǊ ǎƘƻǳƭŘ ȅƻǳύ ǎǘŀǊŜ ǘƘŜƳ ŘƻǿƴΦ ¢Ƙŀǘ Ŏŀƴ ōŜŎƻƳŜ ƛƴǘƛƳƛŘŀǘƛƴƎ ƻǊ 

even spooky, and as a result, would not help you with your communication style. A general rule is to 

make eye coƴǘŀŎǘ ǿƛǘƘ ǘƘŜ ǇŜǊǎƻƴ ƻǊ ǇŜǊǎƻƴǎ ȅƻǳ ŀǊŜ ǎǇŜŀƪƛƴƎ ǘƻ ŀōƻǳǘ ул҈ ƻŦ ǘƘŜ ǘƛƳŜΦ LǘΩǎ ƻƪŀȅ ǘƻ 

look elsewhere the other 20% of the time.   

LǘΩǎ ŜǎǇŜŎƛŀƭƭȅ ŜŦŦŜŎǘƛǾŜ ǘƻ ƭƻƻƪ ƛƴǘƻ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ŜȅŜǎ ǿƘŜƴ ŜƛǘƘŜǊ ȅƻǳ ƻǊ ǘƘŜȅ ŀǊŜ ǎŀȅƛƴƎ 

something important. This technique will not only help you to appear more professional, but you may 

actually ŦƛƴŘ ǘƘŀǘ ƛǘ ƘŜƭǇǎ ƛƳǇǊƻǾŜ ŀ ǇŜǊǎƻƴΩǎ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ŀƴŘ ƳŜƳƻǊȅ ƻŦ ǿƘŀǘ ǿŀǎ ǎŀƛŘ. This is true 

ōŜŎŀǳǎŜ ǿƘŜƴ ȅƻǳ ŦƛȄ ȅƻǳǊ ŜȅŜǎ ƻƴ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀlking with, it tends to ƘŜƭǇ ǘƘŜ ǇŜǊǎƻƴΩǎ 

concentration by avoiding unrelated visual and mental distractions. Remember, if your disability 

prevents you from performing this or any other of the skills offered in this book, be sure to follow the 

strategies suggested at the beginning of Part II, above. 

Gesturing  ς This is moving your hands, head, and feet ƛƴ ǎǳǇǇƻǊǘ ƻŦΣ ƻǊ ƛƴ ǳƴƛǎƻƴ ǿƛǘƘ ǿƘŀǘ ȅƻǳΩǊŜ 

saying. For example, if ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ŀōƻǳǘ ǎƻƳŜǘƘƛƴƎ ȅƻǳΩǊŜ ǇǊƻǳŘ ƻŦΣ ȅƻǳ Ŏŀƴ ŜƳǇƘŀǎƛȊŜ ȅƻǳǊ ǇǊƛŘŜ ōȅ 

using your hands or leaning in cƭƻǎŜǊ ǘƻ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ǿƛǘƘ ǘƻ ƎŜǎǘǳǊŜ ŜȄŎƛǘŜƳŜƴǘ ƻǊ ǇŀǎǎƛƻƴΦ 

LǘΩǎ ŀ ǾŜǊȅ ŜŦŦŜŎǘƛǾŜ ǘŜŎƘƴƛǉǳŜ ŀƴŘ ƛǘ Ŏŀƴ ŘƛǎǘƛƴƎǳƛǎƘ ȅƻǳ ŦǊƻƳ ƻǘƘŜǊ Ƨƻō ŎŀƴŘƛŘŀǘŜǎ ƻǊ ǿƻǊƪŜǊǎ ōŜŎŀǳǎŜ ƛǘ 

ŀŘŘǎ ǇƻǿŜǊ ŀƴŘ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ǘƻ ȅƻǳǊ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭǎΦ tƭǳǎΣ ǘƘŜȅΩƭƭ ǊŜmember you better and more 

favorably (remember the 7% versus 93% rule above). Watch actors and public speakers. They are usually 

quite good at gestǳǊƛƴƎΦ ¢ƘŀǘΩǎ ǿƘȅ people are watching them with interest. Study them and try and 

integrate these skills into your verbal communication strategy.  

Practice gesturing techniques often and it will soon become second nature to you. By learning how to 

gesture when you speak, you will add more drama and impact to your words and thoughts. Plus, this 

type of communication skill also helps the listener to keep their focus on you and, in turn, become more 

impressed with your workplace or executive presence.  

Gesturing can help ȅƻǳ ǘƻ άƻǿƴ ǘƘŜ ǊƻƻƳ,έ which will build up your self-confidence and help you to 

become more successful in your prƻŦŜǎǎƛƻƴŀƭ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎΦ tƭǳǎΣ ŀǎ ǿŜΩƭƭ learn later, verbal 

communication skills are among THE most important skills an employer is looking for in a job applicant.  

Posture and body position  ς Did you ever talk with someone who was slouching in their chair? What 

was your reaction? Maybe you thought they were lazy or ǘƘŀǘ ǘƘŜȅ ǿŜǊŜƴΩǘ ǊŜŀƭƭȅ that interested in 

talking with you.  

Body posture is a signal promoting attention, interest and respect.  So, body posture becomes another 

key indicator in communication skills.  As a result, always be aware of your body posture when 

participating in an interview or engaging in professional conversation. Be sure to sit or stand up straight, 

shoulders back, with your head held high.  

Also, before an important business event, consider the physical and emotional power of getting or 

posing your body in the posture or position that best matches the situation. CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳΩǊŜ ŀōƻǳǘ 
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to give a speech to an audience or have ŀƴ ƛƴǘŜǊǾƛŜǿ ǘƻ ŀƴ ŜƳǇƭƻȅŜǊΣ ŘƻƴΩt sit or lay down just before 

the event. Assume the correct body posture before the event begins. Get into your character physically, 

so your body and mind are readied for action. The practice of assuming a more appropriate and 

powerful body position beforŜ ƛǘΩǎ ǘƛƳŜ ǘƻ ǇŜǊŦƻǊƳ or speak can help you get into the right frame of 

mind to be at your best from the very start. Plus, such an exercise will help calm your nerves. Resting 

just gives those nerves an open stage to occupy and distract your mind. 

Speaking style or method (telling stories)  ς Have you ever listened to a speaker and became 

bored? When this happens, your mind naturally begins to wonder. You begin to think about other things 

that seem more interesting to you at the time (like where to go for lunch or what to do over the 

weekend), and not on what the speaker is saying. Well, we all have the tendency for our minds to 

wander when we get bored or distracted during a conversation or presentation.  

What keeps us paying attention to a speaker, teacher ƻǊ ǎƻƳŜƻƴŜ ǿŜΩǊŜ ǎǳǇǇƻǎŜŘ ǘƻ ōŜ ƭƛǎǘŜƴƛƴƎ ǘƻ ƛǎ 

when they begin to deliver their message through story-telling. When they tell us a story, our listening 

skills improve because we like to hear stories. Stories are more interesting and memorable than facts. 

aŀȅōŜ ǘƘŀǘΩǎ ǘǊǳŜ ōŜŎŀǳǎŜ ǿŜ ƭƛƪŜ ǘƻ ǿŀǘŎƘ ¢± ǎƘƻǿǎΣ ƳƻǾƛŜǎ ŀƴŘ ǊŜŀŘ ōƻƻƪǎΦ ¢ƘŜȅΩǊŜ ƛƴ ŀ ǎǘƻǊȅ ŦƻǊƳŀǘΦ 

OǳǊ ƳƛƴŘǎ ǘŜƴŘ ǘƻ ǎǘŀȅ ōŜǘǘŜǊ ŦƻŎǳǎŜŘ ǿƘŜƴ ǿŜΩǊŜ ōŜƛƴƎ ǘƻƭŘ ŀ ǎǘƻǊȅΦ {ǘƻǊƛŜǎ ƘƻƭŘ ƻǳǊ ŀǘǘŜƴǘƛƻƴ far 

better than a dry series ƻŦ ŦŀŎǘǎ ŀƴŘ ŦƛƎǳǊŜǎΦ ¸ƻǳΩƭl probably agree that your attention sharpens when the 

ƻǘƘŜǊ ǇŜǊǎƻƴ ǎŀȅǎΣ άoh, that reminds me of a story.έ ²ƘŜƴ ǘƘƛǎ ƘŀǇǇŜƴǎΣ ǘƘŜ ǎǇŜŀƪŜǊΩǎ Ǉƻƛƴǘǎ ǎŜŜƳ 

ŜŀǎƛŜǊ ǘƻ άƘŜŀǊέ ǊŀǘƘŜǊ ǘƘŀƴ ǿƘŜƴ ǘƘŜȅ ƻŦŦŜǊ ǘƘŜƳ ƛƴ ŀ ŎƻƭŘ ŀƴŘ data-driven way.  

As a result, what you have to say in an interview or in a professional setting will be more memorable if 

ȅƻǳΩǊŜ ŀōƭŜ ǘƻ άspice it upέ ǿƛǘƘ ŀ ǇŜǊǎƻƴŀƭ ǎǘƻǊȅΣ ŀƴŜŎŘƻǘŜ ƻǊ ŜȄŀƳǇƭŜ ǿƘƛŎƘ ŎƻƴǾŜȅǎ ǘƘŜ Ǉƻƛƴǘǎ ȅƻǳΩǊŜ 

trying to make. This technique (story-telling) is more memorable becŀǳǎŜ ƛǘΩǎ ƳƻǊŜ ŜƴǘŜǊǘŀƛƴƛƴƎΦ ²ƘŜƴ 

ȅƻǳΩǊŜ ǇǊŜǇŀǊƛƴƎ ŦƻǊ ŀ Ƨƻō ƛƴǘŜǊǾƛŜǿΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ǘǊȅ ǘƻ ŘŜƭƛǾŜǊ ȅƻǳǊ ƪŜȅ Ǉƻƛƴǘǎ ƻǊ ƎƛǾŜ ȅƻǳǊ ŀƴǎǿŜǊǎ ƛƴ 

ways which include stories about your workplace skills and experiences. You might talk about your 

leadership skills ōȅ ǘŜƭƭƛƴƎ ŀ ǎǘƻǊȅ ǿƘƛŎƘ ƳŀƪŜǎ ȅƻǳǊ ǇƻƛƴǘΦ CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ ƳƛƎƘǘ ǎŀȅΣ άone time, I was 

asked to cover for the boss while gone on a business trip and IΧέ oǊΣ άwhen I was in college, I led our 

ǎƻŎƛŀƭ ŎƭǳōΩǎ ŎƻƳƳǳƴƛǘȅ ƘƻƳŜƭŜǎǎ ŜŦŦƻǊǘ and IΧέ 

Language ς How you use language, grammar, syntax, and vocabulary ǘŜƭƭǎ ǘƘŜ ƭƛǎǘŜƴŜǊ ƛŦ ȅƻǳΩǊŜ ǎƳŀǊǘΣ 

thoughtful, well-ŜŘǳŎŀǘŜŘΣ ƛƴǘŜǊŜǎǘƛƴƎ ŀƴŘ όƛƴ ǘƘŜ ŜƴŘύ ǇǊƻŦŜǎǎƛƻƴŀƭΦ ¢Ƙƛǎ ŘƻŜǎƴΩǘ ƳŜŀƴ ȅƻǳ ƘŀǾŜ ǘƻ ǘŀƭƪ 

ƭƛƪŜ ŀ ǎŎƘƻƭŀǊ ƻǊ ƎǊŀƳƳŀǊƛŀƴΦ wŀǘƘŜǊΣ ǘƘƛƴƪ ŀōƻǳǘ ǿƘŀǘ ȅƻǳΩǊŜ ǎŀȅƛng in professional settings and try to 

be more careful about your grammar, syntax and vocabulary. This may mean that you need to review 

these subjects. Thank goodness for the internet, because now tƘŜǊŜ ƛǎƴΩǘ ŀ ǉǳŜǎǘƛƻƴ ƻƴ ŀƴȅ ǎǳōƧŜŎǘ 

(including these) that cannot be answered in a matter of seconds. Take the time to get it right. Check it 

out before you say it or send it. Always use your spell- and grammar-check features. Such extra efforts 

are a great investment in building your future earning potential. And, please, be sure to ask a trusted 

person if you need to review these subjects before you go looking for work. LǘΩǎ ōetter to hear it from a 

friend and get it corrected than to lose that job you want because you ignored this topic. 
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In addition, be sure to avoid current-day jargon or popular ways of speaking which make you sound trite 

and superficial. Here are some examples of non-professional expressions to be avoided. 

¶ άŀƘΣ ŀƘΣ ŀƘΣ ŀƴŘ ŀƘέ 

¶ άƭƛƪŜΣ ƭƛƪŜΣ ƭƛƪŜ ŀƴŘ ƭƛƪŜέ 

¶ άǳ ƪƴƻǿ ǿƘŀǘ LΩƳ ǎŀȅƛƴƎέΣ ƻǊ άǳ ƪƴƻǿ ǿƘŀǘ L ƳŜŀƴέ 

/ŀƴ ȅƻǳ ǘƘƛƴƪ ƻŦ ŀƴȅ ƻǘƘŜǊǎΚ  ¢ƘŜǎŜ ǇƻǇǳƭŀǊ ŜȄǇǊŜǎǎƛƻƴǎ Ƴŀȅ ōŜ ŦƛƴŜ ǿƛǘƘ ŦǊƛŜƴŘǎ ŀƴŘ ŦŀƳƛƭȅΣ ōǳǘ ǘƘŜȅΩǊŜ 

not so welcomed or impressive in the workplace. They tend to show immaturity and a limited ability to 

communicate effectively. And research shows us that your ability to communicate effectively is very 

ƭƛƪŜƭȅ ǘƻ ōŜ ƳƻǊŜ ƛƳǇƻǊǘŀƴǘ ƛƴ ƎŜǘǘƛƴƎ ŀ Ƨƻō ǘƘŀƴ ȅƻǳǊ ŀŎǘǳŀƭ ŀōƛƭƛǘȅ ǘƻ Řƻ ǘƘŜ Ƨƻō ȅƻǳΩǊŜ ǎŜŜƪƛƴƎΦ DŜǘǘƛƴƎ 

ǊƛŘ ƻŦ ǘƘŜ άƭƛƪŜǎέ όŎƻǳƴǘƛƴƎ ǘƘŜƳ ŀǎ ȅƻǳ ǎǇŜŀƪ ƘŜƭǇǎ ȅƻǳ ǘƻ Ŏǳǘ ǘƘŜƳ ƻǳǘύ ŀƴŘ ǊŜǇƭŀŎƛng them with a 

ōǊŜŀǘƘΣ ǇŀǳǎŜ ƻǊ ǎƛƭŜƴŎŜ ƛǎ ŎǊƛǘƛŎŀƭΦ  tƭǳǎΣ ŜƳǇƭƻȅƛƴƎ ǘƘŜ ǘŜŎƘƴƛǉǳŜ ƻŦ ƴƻǘ ǎŀȅƛƴƎ ŀƴȅǘƘƛƴƎ ƛƴǎǘŜŀŘ ƻŦ άŀƘέ 

ƻǊ άƭƛƪŜέ ƎƛǾŜǎ ȅƻǳ ǘƘŀǘ ŜȄǘǊŀ ǎŜŎƻƴŘ ȅƻǳ Ƴŀȅ ƴŜŜŘ ǿƘƛƭŜ ȅƻǳΩǊŜ ǘƘƛƴƪƛƴƎ ŀōƻǳǘ ǿƘŀǘ ǘƻ ǎŀȅ ƴŜȄǘΦ {ƛƭŜƴŎŜ 

or a pause also gives the listener a chance to remember what you just said. Practice these skills and 

ȅƻǳΩƭƭ ƎǊŜŀǘƭȅ ƛƳǇǊƻǾŜ ȅƻǳǊ ǿƻǊƪǇƭŀŎŜ ǇǊŜǎŜƴŎŜ ŀǊƻǳƴŘ ŜŦŦŜŎǘƛǾŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭǎ ƻǊ ƭŀƴƎǳŀƎŜΦ  

Voice or vocal variation  ς Have you ever listened to someone whose vocal tones are the same 

όƳƻƴƻǘƻƴŜύ ƴƻ ƳŀǘǘŜǊ ǿƘŀǘ ǘƘŜȅ ǎŀȅΚ 5ƻŜǎƴΩǘ ǘƘŀǘ Ǉǳǘ ȅƻǳ ǘƻ ǎƭŜŜǇΚ  5ƻƴΩǘ these boring speaking styles 

cause your attention to drift away from the speaker? ¢ƘŀǘΩǎ ǿƘŀǘ ƘŀǇǇŜƴǎ ǿƘŜƴ ȅƻǳ ŘƻƴΩǘ ǾŀǊȅ ǘƘŜ ǘƻƴŜ 

ŀƴŘ ǾƻƭǳƳŜ ƻŦ ȅƻǳǊ ǎǇŜŜŎƘ ǿƘŜƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ǿŜǊŜ ǘƻ ǎŀȅΣ άtƘŜ ƘƻǳǎŜ ƛǎ ƻƴ ŦƛǊŜέ ƛƴ 

ŀ ƳƻƴƻǘƻƴŜ ǾƻƛŎŜΣ ƘŀƭŦ ǘƘŜ ǇŜƻǇƭŜ ƛƴ ǘƘŜ ōǳƛƭŘƛƴƎ ǿƻǳƭŘ ǘǳƴŜ ȅƻǳ ƻǳǘΦ LǘΩǎ ōƻǊƛƴƎΦ Lǘ ŘƻŜǎƴΩǘ ƳŀǘŎƘ ǘƘŜ 

ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳΩǊŜ ǘǊȅƛƴƎ ǘƻ ŎƻƴǾŜȅΦ {ƻΣ ƻōǾƛƻǳǎƭȅΣ ǿƘŜƴ ƛǘΩǎ ǘƛƳŜ όƘƻǇŜŦǳƭƭȅ ƴŜǾŜǊύ ǘƻ ǎŀȅΣ ά¢ƘŜ ƘƻǳǎŜ ƛǎ 

ƻƴ ŦƛǊŜΣέ ǎŀȅ ƛǘ ǿƛǘƘ ǘƘŜ ǾƻŎŀƭ ǾŀǊƛŀǘƛƻƴ ƛǘ ŘŜǎŜǊǾŜǎΥ ά¢ƘŜ Ih¦{9 ƛǎ ƻƴ CLw9ΗΗΗέ  ¢ƘŀǘΩǎ ŀ ŘǊŀƳŀǘƛŎ ŜȄŀƳǇƭŜ 

ƻŦ ǾƻƛŎŜ ƻǊ ǾƻŎŀƭ ǾŀǊƛŀǘƛƻƴΦ /ƻƴǾŜǊǎŀǘƛƻƴǎ ŀǊŜ ŦŀǊ ƳƻǊŜ ƛƴǘŜǊŜǎǘƛƴƎ ǿƘŜƴ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ǿƛǘƘ 

ŘƻŜǎƴΩǘ Ƴŀƛƴǘŀƛƴ ǘƘŜ ǎŀƳŜ vocal tone or volume through everything they say. Match the emotion, 

excitement or importance of a point or statement with more volume, energy and expression than what 

you might use for minor comments or lesser points.  

Also, be careful to avoid communicating in a professional situation in vocal patterns or fads such as 

άǾŀƭƭŜȅ ǎǇŜŀƪ.έ ά±ŀƭƭŜȅ ǎǇŜŀƪέ ƛǎ ŀ ǿŀȅ ƻŦ ŜȄǇǊŜǎǎƛƴƎ ƻǊ ŜƴŘƛƴƎ ŀƭƭ ȅƻǳǊ ŎƻƳƳŜƴǘǎΣ ǇƘǊŀǎŜǎΣ ƻǊ ǎŜƴǘŜƴŎŜǎ 

ƻƴ ŀ ƘƛƎƘŜǊ ƴƻǘŜΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ ǿƻǊŘ άǿƘŀǘŜǾŜǊΦέ Check your speaking style for such tendencies and 

work on correcting them for the workplace. 

Be conversational  ς Lƴ ŀŘŘƛǘƛƻƴ ǘƻ άǘŜƭƭƛƴƎ ǎǘƻǊƛŜǎέ ŀƴŘ άǾƻŎŀƭ ǾŀǊƛŀǘƛƻƴ,έ another good idea is to speak 

in a conversational manner (or to express yourself in a friendly and personal way). For example, even in 

a job interview, try to reduce the feeling of formality that is going to naturally invade the interview room 

by trying to make the interview more like a person-to-person conversation.  

Speaking in conversational manner means your interview is more personal, friendly and less formal or 

stiff. This strategy not only helps you to become more relaxed and less nervous, it also encourages a 

sense of friendliness from the other person, which helps you to make a better impression. Also, 

speaking conversationally in an interview makes you appear more like the co-worker you want to 
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become. You want to sound like άone of themέ even before you are (again, the power of positive 

thinking).  

Humor ς Before we discuss why humor can help you become a better cƻƳƳǳƴƛŎŀǘƻǊΣ ƭŜǘΩǎ ǘŀƭƪ 

professionally about this seemingly non-professional subject. Humor in the workplace is a valuable 

ŎƻƳƳƻŘƛǘȅΦ LǘΩǎ ǎƻ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ǎƻƳŜ ŎƻƳǇŀƴƛŜǎ ǘŜŀŎƘ ǘƘŜƛǊ ǎǳǇŜǊǾƛǎƻǊǎ Ƙƻǿ ǘƻ ōŜ ƘǳƳƻǊƻǳǎ ƛƴ ǘƘŜ 

workplace. Research has shown that where humor exists in the workplace, productivity or results are 

ƻŦǘŜƴ ƘƛƎƘŜǊΦ Iƻǿ Ŏŀƴ ǘƘƛǎ ōŜΚ IŜǊŜΩǎ ƘƻǿΦ IǳƳƻǊ ŀŎǘǳŀƭƭȅ ŜƴŎƻǳǊŀƎŜǎ ŜƳǇƭƻȅŜŜǎ ǘƻ ǘŀƪŜ ǊƛǎƪǎΣ ǘƻ ǘǊȅ 

new ideas, to feel freer to speak up about what they see happening in the workplace.  

Think about it.  

.ŜƛƴƎ ƘǳƳƻǊƻǳǎ ƛǎ ǘŀƪƛƴƎ ŀ Ǌƛǎƪ ōŜŎŀǳǎŜ ȅƻǳΩǊŜ ǇǳǘǘƛƴƎ ȅƻǳǊǎŜƭŦ ƻǳǘ ǘƘŜǊŜΣ ǘƻ ƎŜǘ ŀ smile, giggle or even a 

laugh. If humor is welcomed in the workplace, this act of bravery plays out in other ways. Speaking up 

and sharing appropriate jokes sets the stage for speaking up with new ideas for better productivity, or 

feeling freer to speak up about problems that employees may have noticed. So, humor can help an 

organization perform better by encouraging its workers to speak up with new ideas and feel freer to 

report problems.  

Plus, humor energizes workers. It gives them a laugh, which relaxes them by releasing the natural 

tensions of work. IǘΩǎ ƭƛƪŜ taking a short break in the seriousness of work and helps workers to continue 

on productively.  

Also, humor in the workplace makes for better teams. People who can feel safe and free to laugh 

together can work and perform better together. So, having a sense of humor is a good quality for a 

potential worker to demonstrate to a potential employer.  

With regards to its value to improve communications, humor makes the listener perk up and become 

more interested and attentive to what you are saying. If you can find something funny to say, ƛǘΩǎ ƭƛƪŜƭȅ 

ǘƻ ōŜǘǘŜǊ ƳŀƪŜ ǘƘŜ Ǉƻƛƴǘ ȅƻǳΩǊŜ ǘǊȅƛƴƎ ǘƻ ŎƻƳƳǳƴƛŎŀǘeΦ LǘΩǎ like telling a story.  

Now, a word of caution about the subject of humor: there are some jokes that are not welcomed in the 

workplace. There are some jokes that may be offensive and even illegal and may get you fired. Jokes 

that make fun of other people or groups of other people (i.e. minorities, ethnic groups, women or even 

co-workers or the boss) are likely to get you in trouble, fired or even sued. Jokes about sex or politics are 

also probably out of bounds. So always think about the appropriateness of the humorous comment 

ȅƻǳΩǊŜ ŀōƻǳǘ ǘƻ ƳŀƪŜΦ Yƴƻǿ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘ ƘǳƳƻǊΩs limitations. When in doubt about a jokeΣ ŘƻƴΩǘ say 

it. 

Content ɀ be specific  ς Remember, we began this Lesson by noting that listeners or audiences pick up 

93% of their information from a speaker through the nonverbal and verbal communication techniques 

discussed in this Lesson. That leaves us with the last 7% of an effective communications strategy to 

consider. This 7% is the content of the remarks or speech, ƻǊ ǿƘŀǘΩǎ ŀŎǘǳŀƭƭȅ ōŜŜƴ ǎŀƛd. So, ǿƘŀǘΩǎ ǘƘŜ 

best advice about the content of your comments or remarks?  
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²ŜƭƭΣ ƛǘΩǎ ǎƛƳǇƭŜΦ LǘΩǎ to BE SPECIFIC!  

That sounds easy, but ƛǘΩǎ ŀŎǘǳŀƭƭȅ ǉǳƛǘŜ ƘŀǊŘ ŦƻǊ Ƴƻǎǘ ǇŜƻǇƭŜ ǘƻ ŘƻΦ aŀǊƪ ¢ǿŀƛƴ ǎŀƛŘ ƛǘ ōŜǎǘ ǿƘŜƴ ƘŜ 

wrote at the end of a very long letǘŜǊ ǘƻ ŀ ŦǊƛŜƴŘΣ ά¢Ƙƛǎ ƭŜǘǘŜǊ ǿƻǳƭŘ ƘŀǾŜ ōŜŜƴ ǎƘƻǊǘŜǊ ƘŀŘ L ƘŀŘ ǘƘŜ ǘƛƳŜ 

to make it so.έ Lǘ ǘŀƪŜǎ ŜǾŜǊȅƻƴŜ όŜǾŜƴ ŀ ƎǊŜŀǘ ŀǳǘƘƻǊύ ƳƻǊŜ ǘƛƳŜ ǘƻ ŘŜǾŜƭƻǇ ǎƘƻǊǘŜǊ ǎǘŀǘŜƳŜƴǘǎ ǘƘŀƴ 

ƭƻƴƎŜǊ ƻƴŜǎΦ LǘΩǎ ƘŀǊŘŜǊ ǘƻ ǎǇŜŀƪ ƛƴ ŎƻƴŎƛǎŜ, specific terms than it is to ramble on with background 

information and semi-related points.  

!ƴŘ ŦƻǊ ȅƻǳƴƎ ǇŜƻǇƭŜ ƭŜŀǾƛƴƎ ǎŎƘƻƻƭΣ ƛǘΩǎ ŀ .LD ŎƘŀƭƭŜƴƎŜ ǘƻ ƭŜŀǊƴ Ƙƻǿ ǘƻ ά.9 {t9/LCL/.έ aǳŎƘ ƻŦ ȅƻǳǊ 

educational experience has been to tell the teacher the background or process you followed as you 

arrived at your answers, conclusions or even solved math problems. In school, teachers want you to be 

able to tell them the back story or the process you followed to arrive at your point, not just your point or 

answer. So, if you are a student, you may be used to this academic method of effective communications.  

LŦ ȅƻǳ ŀǊŜΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ŎƘŀƴƎŜ ǘƻ ŀ ƳƻǊŜ ōǳǎƛƴŜǎǎ-like method of communication.  

hƪŀȅΣ LΩƭƭ ōŜ ƳƻǊŜ ǎǇŜŎƛŦƛŎΦ ¸ƻǳ ǿƛƭƭ ōŜ ōŜǘǘŜǊ ǎŜǊǾŜŘ ƛƴ ȅƻǳǊ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎ ǎǘǊŀǘŜƎȅ ƛŦ ȅƻǳ ǘŜƭƭ ǘƘŜ 

ǇŜƻǇƭŜ ȅƻǳΩre speaking with the point of your story first, then tell them key back story or relevant facts.  

Give them the headline first.  

5ƻƴΩǘ ōǳǊȅ ȅƻǳǊ ƪŜȅ Ǉƻƛƴǘ ǳƴŘŜǊ ŀ Ƴƻǳƴǘŀƛƴ ƻŦ ǿƻǊŘǎΦ LŦ ȅƻǳ ŘƻΣ ȅƻǳΩƭƭ ǉǳƛŎƪƭȅ ƭƻǎŜ ȅƻǳǊ ŀǳŘƛŜƴŎŜΩǎ 

interest. The general rule of professional speaking is: tell them exactly what you want them to know (be 

specific), then tell them the back story, as necessary and as time permits.  

Assume that ǘƘŜ ǇǊƻŦŜǎǎƛƻƴŀƭ ƻǊ ōǳǎƛƴŜǎǎ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘŀƭƪƛƴƎ ǿƛǘƘ Ƙŀǎ нл-30 things on their mind at 

ǘƘŜ ǾŜǊȅ ƳƻƳŜƴǘ ȅƻǳΩǊŜ ǎǇŜŀƪƛƴƎ with them. They have little time for you and your new information. 

So, you might have 10 seconds to get and hold their attention. Hence, you must learn to be specific with 

your communications. Once you get the headline out ŀƴŘ ȅƻǳ ƘŀǾŜ ǘƘŜ ƭƛǎǘŜƴŜǊΩǎ ŀǘǘŜƴǘƛƻƴΣ ǘƘŜ ǎǘƻǊȅ 

can follow as might be required.  

Enough said.   

Well, there is one last thing. ¢ƘŜǊŜ ƛǎ ǎƻƳŜǘƘƛƴƎ ŎŀƭƭŜŘ ŀƴ άŜƭŜǾŀǘƻǊ ǎǇŜŜŎƘ.έ This is an effective 

ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎǘǊŀǘŜƎȅ ǘƘŀǘ ŎƻƳŜǎ ŦǊƻƳ ǘƘŜ ǉǳŜǎǘƛƻƴΣ άLŦ ǘhe boss and you were riding alone in an 

ŜƭŜǾŀǘƻǊ ŦƻǊ Ƨǳǎǘ ŀ ŦŜǿ ŦƭƻƻǊǎΣ ǿƘŀǘ ǿƻǳƭŘ ȅƻǳ ǎŀȅ ǘƻ ƘƛƳ ƻǊ ƘŜǊ ǘƻ ƳŀƪŜ ŀ ƎƻƻŘ ƛƳǇǊŜǎǎƛƻƴΚέ With this 

short time-frame (about 30 seconds) in mind, craft and practice a clear and concise elevator speech, 

should this chance meeting (in an elevator or elsewhere) happen. You need to learn to be specific 

because 30 seconds is not ƳǳŎƘ ǘƛƳŜΦ 5ƻƴΩǘ ōƭƻǿ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ōȅ ƴƻǘ ōŜƛƴƎ ǇǊŜǇŀǊŜŘ ŀƴŘ ǎǇŜŎƛŦƛŎΦ 

Under this principle, professionals are advised to develop an elevator speech about something they 

ǿŀƴǘ ǘƻ ǘŜƭƭ ǘƘŜ ōƻǎǎ ƻǊ ŀ ƪŜȅ ŎƻƴǘŀŎǘ ǘƘŀǘ ǿƛƭƭ ƎŜǘ ǘƘŜƛǊ ŀǘǘŜƴǘƛƻƴ ŀƴŘ ƳŀƪŜ ȅƻǳ άǎƘƛƴŜ.έ Lǘ Ŏŀƴ ōŜ ŀōƻǳǘ 

ǿƘŀǘ ȅƻǳΩǾŜ ŘƻƴŜΣ ƪƴƻǿ ƻǊ ǘƘƛƴƪ ƛǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ǘƘŀǘ ǇŜǊǎƻƴ ǘƻ ƪƴƻǿΦ ¦ǎŜ ȅƻǳr time effectively. 
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Learn to listen  

Listening well and thoughtfully is another key professional skill which can help you become effective and 

accomplished professionally. Everyone knows what listening is, right?  

The skill seems simple enough. Someone says something to you and you listen and remember. Then why 

do so many people perform this skill poorly? They falter or fail because they never really commit 

themselves to listening as they should.  

²ƘŜƴ ȅƻǳΩǊŜ ƛƴ ŀ ŎƻƴǾŜǊǎŀǘƛƻƴ ǿƛǘƘ ǎƻƳŜƻƴŜΣ ŘƛŘ ȅƻǳ ŜǾŜǊ ƴƻǘƛŎŜ ǘƘŀǘ Ƴƻǎǘ ƻŦ ȅƻǳǊ ǘƘƛƴƪƛƴƎ ƛǎƴΩǘ ǎƻ 

muŎƘ ƻƴ ǿƘŀǘ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴ ƛǎ ǎŀȅƛƴƎΤ ǊŀǘƘŜǊΣ ƛǘΩǎ ƭŀǊƎŜƭȅ ƻƴ ǿƘŀǘ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ǎŀȅ ƛƴ ǊŜǎǇƻƴǎŜ ǘƻ 

what is being said? In other words, you are not completely listening, ŀǊŜ ȅƻǳΚ ¸ƻǳΩǊŜ ŦƻŎǳǎŜŘΣ ƳǳŎƘ ƻŦ 

ǘƘŜ ǘƛƳŜΣ ƻƴ ǿƘŀǘ ȅƻǳ ƳƛƎƘǘ ǎŀȅ ǿƘŜƴ ƛǘΩǎ ȅƻǳǊ ǘǳǊƴ ǘƻ ǎǇŜŀƪ ƻǊ ǊŜǎǇƻƴŘΦ hǊΣ ƛŦ ƴƻǘ ǘƘŀǘΣ ȅƻǳΩǊŜ ǎƛƳǇƭȅ 

ƭƻǎƛƴƎ ȅƻǳǊ ŎƻƴŎŜƴǘǊŀǘƛƻƴ ƻƴ ǿƘŀǘΩǎ ōŜƛƴƎ ǎŀid and beginning to think about something else entirely 

όǘƘŀǘΩǎ ŎŀƭƭŜŘ ƴƻǘ ǇŀȅƛƴƎ ŀǘǘŜƴǘƛƻƴύΦ ¢ƘŜ ŦŀŎǘ ƻŦ ǘƘŜ ƳŀǘǘŜǊ ƛǎ ǿŜ ŀƭƭ ƘŀǾŜ ǘƘƛǎ ƛƴƴŜǊ ǾƻƛŎŜ which never 

stops talking to us, even when we should be listening to someone else. This inner voice is constantly 

distracting us. Unless we learn how to exercise some discipline over it, it will never stop distracting us 

ŦǊƻƳ ǿƘŀǘ ǿŜΩǊŜ ǎǳǇǇƻǎŜŘ ǘƻ ōŜ ŘƻƛƴƎ ς that is, listening effectively.  

Listening ς really listening, carefully and completely ς ƛǎ ŀ ǎƪƛƭƭ ǘƘŀǘ ŘƻŜǎƴΩǘ ŎƻƳŜ ŜŀǎƛƭȅΦ ²Ŝ Ƴǳǎǘ 

ǇǊŀŎǘƛŎŜ ƛǘ Ŏƻƴǎǘŀƴǘƭȅ ōȅ ǘŜƭƭƛƴƎ ƻǳǊ ōƭŀōōŜǊƛƴƎ ƛƴƴŜǊ ǾƻƛŎŜ ǘƻ άƘǳǎƘ-up and listen.έ {ƛƴŎŜ ǿŜ ǊŜŀƭƭȅ ŎŀƴΩǘ 

stop our inner voƛŎŜ ŦǊƻƳ ǘŀƭƪƛƴƎΣ ǿŜ ƴŜŜŘ ǘƻ ǘǊŀƛƴ ƛǘ ǘƻ ǊŜǇŜŀǘ ǿƘŀǘΩǎ ōŜƛƴƎ ǎŀƛŘ ǘƻ ǳǎ ƛƴǎǘŜŀŘ ƻŦ 

distracting us (for example, by preparing our responses or thinking about lunch or our summer 

vacation). The reason why this skill is so important is that we really need to gain the information being 

communicated to us in order to maintain and improve our job performance. We need to completely 

understand what the other person (especially our boss) is saying to us before we can professionally and 

competently respond to them. 

The better a listener we become, the more we will know, and the more we know and understand, the 

better our job performance will be. 

Study your listening skills and determine if either your concentration or inner voice is getting in the way 

of hearing completely all that is being said. Practice by repeating silently to yourself what the speaker is 

saying. This may mean you have less time to prepare your reply which can affect its quality. So consider 

some tricks to use in order to give yourself more time to prepare your reply while improving your 

listening skills: 

¶ ask the speaker a question about what they just said;  

¶ ŀǎƪ ǘƘŜ ǎǇŜŀƪŜǊ ǘƻ ǊŜǇŜŀǘ ƻǊ άǎŀȅ ƳƻǊŜέ ŀōƻǳǘ ŀ ǇŀǊǘƛŎǳƭŀǊ ǇƻƛƴǘΤ  

¶ repeat back to the speaker a short summary of what you heard them say; or,  

¶ simply tell them that ȅƻǳ ƴŜŜŘ ǎƻƳŜ ǘƛƳŜ ǘƻ ǘƘƛƴƪ ŀōƻǳǘ ȅƻǳǊ ǊŜǇƭȅ ŀƴŘ ȅƻǳΩƭƭ ǊŜǎǇƻƴŘ ŀǎ ǎƻƻƴ 

as possible.   

In addition, listening skills can help you better manage conflict. With regards to conflict, if a subject has 

made the speaker visibly angry at you or your company, begin these uncomfortable situations by 
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ǊŜƳƛƴŘƛƴƎ ȅƻǳǊǎŜƭŦ ǘƘŀǘ ƛǘΩǎ ǇŀǊǘ ƻŦ ȅƻǳǊ Ƨƻō ǘƻ ŀŎŎŜǇǘ ǇŜƻǇƭŜΩǎ ŎƻƳǇƭŀƛƴǘǎΦ ¢ƘƛƴƎǎ ŘƻƴΩǘ ŀƭǿŀȅǎ Ǝƻ ǿŜƭƭ 

or as planned. People and organizations make mistakes. Not having them happen is not an option, so 

how you handle them is the key to your success. 

[ŜǘΩǎ ŦƛǊǎǘ ŀŘƳƛǘ ǘƘŀǘ ŎƻƴŦƭƛŎǘ ƛǎ ǎǘǊŜǎǎŦǳƭΦ LǘΩǎ ƘŀǊŘ ǘƻ ƭƛǎǘŜƴ ǘƻ ǇŜƻǇƭŜ ŜȄǇǊŜǎǎ ŘƛǎŀǇǇƻƛƴǘƳŜƴǘ ǿƛǘƘ ŜƛǘƘŜǊ 

ȅƻǳǊ ǿƻǊƪ ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ ²ƘŀǘΩǎ ǘƘŜ ōŜǎǘ ǿŀȅ ǘƻ ƭƛǎǘŜƴ ǘƻ ōŀŘ ƴŜǿǎ ƻǊ ǘƻ ƘŀƴŘƭŜ ŎƻƴŦƭƛŎǘΚ 

!ƴ ƛƳǇƻǊǘŀƴǘ ŦƛǊǎǘ ǎǘŜǇ ƛǎ ǘƻ ƭŜǘ ǘƘŜ ŀƴƎǊȅ ǇŜǊǎƻƴ άƘŀǾŜ ǘƘŜƛǊ ǎŀȅ.έ Wǳǎǘ ƭƛǎǘŜƴ ŀǘǘŜƴǘƛǾŜƭȅΦ 5ƻƴΩǘ ƛƴǘŜǊǊǳǇǘΦ 

When someone is clearly upset, what they want most of all is for someone representing the company to 

actually be quiet and listen to what they have to say. Much of their anger is anchored in not being 

heard, understood or allowed to tell their story.  

So, if you take a few moments to actually listen to them, ȅƻǳΩǊŜ ǿŜƭƭ ƻƴ ȅƻǳǊ ǿŀȅ ǘƻ ǎƻƻǘƘƛƴƎ ǘƘŜƛǊ 

ŎƻƴŎŜǊƴǎΤ ŀƴŘ ǘƘŀǘΩǎ a key step in solving the problem. A good rule to follow is to not respond or say 

ŀƴȅǘƘƛƴƎ ŦƻǊ ŀǘ ƭŜŀǎǘ р ǘƻ мл ƳƛƴǳǘŜǎΦ [ƛǎǘŜƴ ŎŀǊŜŦǳƭƭȅ ŀƴŘ ƭŜǘ ǘƘŜƳ ƘŀǾŜ ǘƘŜƛǊ ǎŀȅΦ 5ƻƴΩǘ ǊŜǎǇƻƴŘ ȅŜǘΦ 

Give them a reasonable amount of time to tell you whatever it is they desperately need to say. What will 

Ƴƻǎǘ ƻŦǘŜƴ ƘŀǇǇŜƴ ƛǎ ǘƘŜ ŎƻƳǇƭŀƛƴŜǊ ǿƛƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ȅƻǳΩǊŜ ǊŜŀƭƭȅ ƭistening to them and they will likely 

appreciate this fact and see it as a sign of respect or an acknowledgement about their concerns.  During 

the beginning of a complaint, ƛǘΩǎ ƻŦten best just to let them say anything and everything they feel 

compelled to get out. Let them even say things that you believe are not to be true. By listening to them 

ŎŀǊŜŦǳƭƭȅΣ ȅƻǳΩƭƭ ƻŦǘŜƴ ƘŜŀǊ ŀ ƴǳŀƴŎŜ ƻǊ ƴŜǿ ŘŜǘŀƛƭ ǿƘƛŎƘ Ƴŀȅ ƛƭƭǳƳƛƴŀǘŜ ǘƘŜ ǎƛǘǳŀǘƛƻƴ and help you to 

understand something that you ŘƛŘƴΩǘ ƪƴƻǿ ŀōƻǳǘ ōŜŦƻǊŜΦ Lƴ ƻǘƘŜǊ ǿƻǊŘǎΣ ȅƻǳ ƳƛƎƘǘ ƭŜŀǊƴ ǎƻƳŜǘƘƛƴƎΦ 

This is a hard skill to practice because when most people listen to a complaining person, they naturally 

want to rebut or disagree with them ǿƘŜƴ ǘƘŜȅ ƪƴƻǿ ǘƘŜȅΩǊŜ ǿǊƻƴƎΦ ¢ƘŜȅ ǘƘƛƴƪ ǘƘŀǘ ƛŦ ǘƘŜȅ ŎƻǊǊŜŎǘ 

ǘƘŜƳΣ ǘƘƛǎ ƳƛƎƘǘ ǎƻƭǾŜ ǘƘŜ ǇǊƻōƭŜƳΦ ²ŜƭƭΣ ǘƘŀǘΩǎ ƴƻǘ ƭƛƪŜƭȅ ǘƻ ƘŜƭǇ ōŜŎŀǳǎŜ ŎƻƴŦƭƛŎǘs or complaints are 

nearly impossible to solve until the angry person has had their say. When they feel like tƘŜȅΩǾŜ ƘŀŘ ǘƘŜƛǊ 

say and that ȅƻǳΩǾŜ ƭƛǎǘŜƴŜŘ ǊŜǎǇŜŎǘŦǳƭƭȅΣ ƛǘ ǿƛƭƭ ōŜ ƳǳŎƘ ŜŀǎƛŜǊ ŦƻǊ ǘƘŜƳ ǘƻ ƭƛǎǘŜƴ ǘƻ ȅƻǳǊ ǊŜŀŎǘƛƻƴ ŀƴŘ 

rebuttal, as appropriate. 

So, listen quietly to complaints. [Ŝǘ ǘƘŜƳ ƘŀǾŜ ǘƘŜƛǊ ǎŀȅΦ ²ƘŜƴ ȅƻǳ ǎŜƴǎŜ ǘƘŀǘ ŜƛǘƘŜǊ ǘƘŜȅΩǊŜ ǊŜǇŜŀǘƛƴƎ 

themselves or are beginning to calm down, you can begin to try to solve the problem rationally (there 

will be more on handling conflict in the next Lesson).  

Listening is an important professional skill in so many ways.  

The art of bragging  

LǎƴΩǘ ōǊŀƎƎƛƴƎ ǿǊƻƴƎΚ ²ŜǊŜƴΩǘ ǿŜ ǘŀǳƎƘǘ ƴƻǘ ǘƻ ōǊŀƎ ǿƘŜƴ ǿŜ ǿŜǊŜ ȅƻǳƴƎŜǊΚ ²ŜƭƭΣ άȅŜǎ,έ ǿŜ ƳƛƎƘǘ 

have been, and this virtue often serves us well when building personal relationships. However, when it 

comes to the workplace and being professional, we need to re-define our understanding about 

άōǊŀƎƎƛƴƎ.έ  

CƛǊǎǘ ƻŦ ŀƭƭΣ ƭŜǘΩǎ ǎǘŀǊǘ ōȅ ŘŜŦƛƴƛƴƎ ōǊŀƎƎƛƴƎ ƛƴ ŀ ŘƛŦŦŜǊŜƴǘ ǿŀȅΦ  
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In a professional context, ƛǘΩǎ ŜŘǳŎŀǘƛƴƎ ƻǘƘŜǊǎ ŀōƻǳǘ ǿƘŀǘ ȅƻǳ ƘŀǾŜ Řƻƴe or can do. Bragging is an 

awkward word for communicating or advertising our accomplishments and abilities to those who matter 

to us in our professional or work situations.  

As a job applicant, you must learn how to become your best advocate regarding your talents. And when 

doing this, you need to develop a sophisticated or professional stȅƭŜ ƻŦ ƭŜǘǘƛƴƎ ǇŜƻǇƭŜ ƪƴƻǿ ǿƘŀǘ ȅƻǳΩǾŜ 

done or can do. In one sense this is bragging; however, in the world of work it is effective marketing or 

ŀŘǾŜǊǘƛǎƛƴƎ ŀōƻǳǘ ȅƻǳǊ ƪƴƻǿƭŜŘƎŜΣ ǎƪƛƭƭǎ ŀƴŘ ŀōƛƭƛǘƛŜǎΦ !ƴŘ ƛŦ ƛǘΩǎ ǘǊǳŜ, iǘΩs not really bragging. This 

attribute or skill is a form of self-advocacyΦ LǘΩǎ a key part of better representing your work skills to 

others, as well as demonstrating an all-important self-confidence. 

Most workers think that if they do a good job or accomplish an important task, their bosses will let 

ƻǘƘŜǊǎ ƪƴƻǿ ŀōƻǳǘ ƛǘΦ !ƴŘ ƛǎƴΩǘ ǘƘŀǘ ǘƘŜ ōƻǎǎΩ Ƨƻō, ŀƴȅǿŀȅΚ  !ƭǎƻΣ ŘƻƴΩǘ ŀŎǘƛƻƴǎ ǎǇŜŀƪ ƭƻǳŘŜǊ ǘƘŀƴ 

words?  

Well, in the world of work, neither of these points is always true.  

In the workplace, people are very busy, plus they can be competitive. For these reasons, ȅƻǳ ŎŀƴΩǘ Ŏƻǳƴǘ 

on others, including the boss, to tell your story for you or ǘƻ ōǊŀƎ ŀōƻǳǘ ǿƘŀǘ ȅƻǳΩǾŜ ŀŎŎƻƳǇƭƛǎƘŜŘΦ ¢ƘŜ 

sad truth is that Ƴƻǎǘ ōƻǎǎŜǎ ƘŀǾŜ ǿƘƻƭŜ ƻǘƘŜǊ Ƨƻōǎ ŀƭƻƴƎǎƛŘŜ ǘƘŜƛǊ ŘǳǘƛŜǎ ǘƻ ǎǳǇŜǊǾƛǎŜ ȅƻǳΦ {ƻΣ ǘƘŜȅΩǊŜ 

pressed for time and are likely to be too distracted to promote your accomplishments to others.  

In addition, in the competitive workplace environment, workers tend to be more worried about 

bragging about their accomplishments than telling others what a great job you did. Plus, they may be 

competitors for bonuses, recognition and promotions. So, the responsibility to get the word out about 

ǿƘŀǘ ȅƻǳΩǾŜ ŀŎŎƻƳǇƭƛǎƘŜŘ Ŧŀƭƭǎ ƻƴ ȅƻǳΦ LŦ ȅƻǳ ŘƻƴΩǘ ǘŜƭƭ ǇŜƻǇƭŜ όƛƴ ǘƘŜ ǊƛƎƘǘ ǿŀȅύ ǿƘŀǘ ȅƻǳΩǾŜ 

accomplished or are capable of doƛƴƎΣ ȅƻǳΩƭƭ ƭƛƪŜƭȅ ƴƻǘ ǘƻ ōŜ ǊŜŎƻgnized and your situation may suffer. Be 

alert and begin to understand that ƴƻ ƻƴŜ ŜƭǎŜ ƛǎ ƭƛƪŜƭȅ ǘƻ άōǊŀƎέ ŀōƻǳǘ ȅƻǳΦ So, iŦ ȅƻǳ ŘƻƴΩǘ ǎǇŜŀƪ-up 

about your accomplishments and capabilities, they may go unnoticed. 

Therefore, you may need to override those early childhood lessons about bragging. In this new reality, 

accept your responsibility to let people know about your skills and talents. Begin this strategy by 

ǘƘƛƴƪƛƴƎ ŀōƻǳǘ ǿƘŀǘ ȅƻǳΩǾŜ ŀƭǊŜŀŘȅ ŘƻƴŜ ŀƴŘ Ŏŀƴ ōǊŀƎ ŀōƻǳǘΦ ¢ŀƪe time to think about and write down 

or list your accomplishments. Then, practice ways of talking about them in a professional way. Do this 

factually and with a measure of humility, and not in a boastful way.  

CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳΩǊŜ ǘǊȅƛƴƎ ǘƻ ƎŜǘ ŀ Ƨƻō ƻǊ assignment to be a meeting or event planner, you might tell 

key people, when the time is right: ά²ƘŜƴ L ǿƻǊƪŜŘ ŀǘ Ƴȅ ƛƴǘŜǊƴǎƘƛǇ ƭŀǎǘ ǎǳƳƳŜǊΣ L ǊŜŀƭƭȅ ŜƴƧƻȅŜŘ 

having the opportunity to organize and produce a special community event for our customers. With the 

ƘŜƭǇ ŀƴŘ ǎǳǇǇƻǊǘ ƻŦ Ƴȅ ǎǳǇŜǊǾƛǎƻǊΣ L ǿŀǎ ŀōƭŜ ǘƻ Χέ !ƴŘΣ ōŜ ǎǳǊŜ ǘƻ ŀŘŘ ǘƘŜ ǇǳƴŎƘ ƭƛƴŜ details or specific 

accomplishments likeΣ άwe had over 200 people attend and I organized the registration, conference 

room arrangements and invited the key speakers tƻ ŎƻƳŜ ŀƴŘ ǇǊŜǎŜƴǘΦέ ²Ƙŀǘ ȅƻǳǊ άōǊŀƎƎƛƴƎέ ƛǎ 

ŘŜǎƛƎƴŜŘ ǘƻ Řƻ ƛǎ ǘƻ ǎŀȅΣ άIŜȅΣ L Ŏŀƴ Řƻ ƳŜŜǘƛƴƎ ǇƭŀƴƴƛƴƎ ŦƻǊ ȅƻǳΦ /ƻƴǎƛŘŜǊ ƳŜ ŦƻǊ ǘƘƛǎ ŀǎǎƛƎƴƳŜƴǘΗέ This 

is advertising your accomplishments, ambitions and skills in a professional way.  
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One way to develop your skill to promote your career potential (professional bragging) is by answering 

some basic questions about your accomplishments. This listing will help you to build up a set of facts 

ŀōƻǳǘ ȅƻǳǊ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎ ƎƛǾƛƴƎ ȅƻǳ άōǊŀƎ-ŀōƭŜέ ŎƻƴǘŜƴǘΦ hƴŎŜ ȅƻǳΩǾŜ ŀƴswered these basic 

questions, you should next practice conversational ways of saying short, concise and specific statements 

about these qualities or accomplishments.  

Having them organized, prepared, and practiced will both steady and ready you to be able to weave 

these marketing messages about yourself into your conversations with people who may be able to help 

you with your career. These questions are offered below with permission from Peggy Klaus. She calls 

ȅƻǳǊ ŀƴǎǿŜǊǎ ǘƻ ǘƘŜ ǉǳŜǎǘƛƻƴǎ ōŜƭƻǿ άōǊag-bitesέ ǿƘƛŎƘ ŘŜǾŜƭƻǇǎ ŎƻƴǘŜƴǘ ŦƻǊ ȅƻǳǊ άōǊŀƎ-a-logueέ (or 

monologue or elevator speech about yourself). For more insight into her methods, be sure to read her 

ōƻƻƪΣ ά¢ƘŜ !Ǌǘ ƻŦ .ǊŀƎƎƛƴƎ.έ {ŜŜΥ  http://www.peggyklaus.com/books/brag 

IŜǊŜΩǎ tŜƎƎȅΩǎ ǎŜƭŦ-ƘŜƭǇ ƎǳƛŘŜ ŘŜǎƛƎƴŜŘ ǘƻ ƘŜƭǇ ȅƻǳ ŦƛƴŘ ȅƻǳǊ άōǊŀƎ ōƛǘŜǎ,έ ǿƛǘƘ some sample or possible 

answers listed.  

CƻǊ ŀ ōƭŀƴƪ ά.w!DΗέ ǉǳŜǎǘƛƻƴƴŀƛǊŜ ŦƻǊƳ, see Appendix A on page 232. 

BRAG! A Self-Evaluation Questionnaire (Sample) 

1. What would you and others (friends, teachers, parents, coaches, supervisors, etc.) say 

are the three best traits or habits you possess? 

1. Being on time 

2. Listening to people 

3. Being friendly 

 

2. What are the five most interesting things you have done or that have happened to you 

in life so far? 

 

1.Traveled to New York City 

2.Volunteered to a summer camp for kids 

3.Won a sports award 

4. Spoke to a group about my disability experience 

5. 

 

  

http://www.peggyklaus.com/books/brag
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3. What do you think is your strongest ability and how did you end up being good at it? 

My strongest ability is to help other people become better at what they are trying to do, 

like playing sports or planning their travel. I like to encourage people and help guide 

them on how to do these things. I like making plans and coaching people.  

 

4. What do you like/love most about your life? 

 

Helping people. 

 

 

5. What are you most proud of having accomplished recently or in the past? 

While playing sports, my team mates voted me as their team captain. 

 

 

6. What new skills have you learned in the last year? 

1. I ƭŜŀǊƴƛƴƎ Ƙƻǿ ǘƻ ŘŜǎƛƎƴ Ǉƭŀȅǎ ŦƻǊ ƻǳǊ ǎǇƻǊǘΩǎ ǘŜŀƳΦ 

2. I created a listing of websites which help people plan their trips. 

3.I feel comfortable making speeches 

4. 

 

7. What difficulties have you overcome to get where you are now? 

1. L ǿŀǎ ǎƘȅ ŀƴŘ ƘŀŘ ǘƻ ǇǳǎƘ ƳȅǎŜƭŦ ǘƻ ǘŀƭƪ ǘƻ ǇŜƻǇƭŜΦ ²ƛǘƘ ǇǊŀŎǘƛŎŜ ƛǘΩǎ ƳǳŎƘ ŜŀǎƛŜǊ 

2. L ŦŀƛƭŜŘ ŀ ŎƻǳǊǎŜ ōŜŎŀǳǎŜ L ŘƛŘƴΩǘ ǎǘǳŘȅΦ L ǊŜ-took that course and got a good grade. 

3. I have trouble keep a budget. I learned how to do it and now keep at it. 

4. 
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8. What important lessons have you learned from making mistakes? 

To learn what I did wrong and commit myself not to making the same mistake twice. Plus, 

I learned that I learn more from mistakes than form successes. 

 

 

9. What training or educational experiences have you completed and what did you gain 

from those experiences (academic, athletic, artistic, etc.)? 

1. LΩƳ ƎŜǘǘƛƴƎ Ƴȅ IƛƎƘ {ŎƘƻƻƭ ŘƛǇƭƻƳŀ ƛƴ ŀ ƳƻƴǘƘΦ  

2. My summer camp job taught me how to develop my leadership skills 

3. I won a sports award and I learned that my team mates helped me to win it 

4. 

 

10. What groups are you involved with (school clubs, church groups, teams, etc.) and in 

what ways (member, officer, captain, etc.)? 

1.Belong to the YMCA 

2.Captain of our sports team 

3.Volunteer at the dog rescue 

4. 
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11. How do you spend your time outside of school (hobbies, interests, sports, friends, 

family, and volunteer activities)? 

I spend two evenings a week practicing with my sports team 

I spend one day a weekend volunteering with the dog rescue shelter 

 

 

12. In what ways are you making a difference in people's lives? 

I feel good about helping people and dogs live better lives. When they thank me either by 

ǘŜƭƭƛƴƎ ƳŜ ƻǊ Ƨǳǎǘ ǿŀƎƎƛƴƎ ǘƘŜƛǊ ǘŀƭŜǎΣ L ƪƴƻǿ LΩǾŜ ŘƻƴŜ ŀ ƎƻƻŘ ƧƻōΦ !ƴŘΣ ǘƘŀǘ ŜƴŎƻǳǊŀƎŜǎ 

me to do even more good work. 

 

 

From these answers, ȅƻǳ Ŏŀƴ ǎǘŀǊǘ ōǳƛƭŘƛƴƎ ȅƻǳǊ ǇŜǊǎƻƴŀƭ άōǊŀƎ-a-ƭƻƎǳŜέ ŎƻƴǘŜƴǘ ǿƘƛŎƘ ǿƛƭƭ ƎƛǾŜ ǘƘŜ 

brag άnuggetsέ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǘŜƭƭ ǇŜƻǇƭe about your accomplishments. Be sure to create a short 30-

second-or-less statement around these facts, which you can tell people while networking, going to 

career fairs, looking for jobs and even while telling people at work something important about you 

όǿƘŀǘ ȅƻǳΩǾŜ ŀŎŎƻƳǇƭƛǎƘŜŘ ƻǊ ǿƘŀǘ ƴŜŜŘǎ ǘƻ ōŜ ŀŎŎƻƳǇƭƛǎƘŜŘύΦ  

BE SPECIFIC! 

'ÏÉÎÇ ȰOVER THE TOPȱ 

In the world of sports, what happens on the field or court just before athletes begin their game or 

competition? What do performers do before they go on stage? Both athletes and performers engage in 

exaggerated physical and mental preparations before they feel ready to begin the game or performance. 

The athletes jump up and down and pat each other on the back with loud words of encouragement.  

Performers get into their roles by focusing, concentrating, and exaggerating their emotions in order to 



106 |  
 

ready themselves ς much like the athletes do on the field before the competition begins. All performers 

want to ensure that they are alert, energized and ready to be at their best as the event begins or the 

curtain rises.   

Most people call this preparatiƻƴ άǇǎȅŎƘƛƴƎ ǘƘŜƳǎŜƭǾŜǎ ǳǇέ ŦƻǊ ǿƘŀǘΩǎ ŀōƻǳǘ ǘƻ ƘŀǇǇŜƴΦ 9ǾŜƴ ǿƘŜƴ 

these professionals have done a type of sporting event or performance 100 or even 1,000 times, the 

smart ones ς the successful ones ς go through this pre-game or pre-event preparation each and every 

ǘƛƳŜΦ ¢ƘŜȅ Řƻ ǘƘƛǎ ŦƻǊ ǎŜǾŜǊŀƭ ǊŜŀǎƻƴǎΦ hƴŜΣ ƛǘ ƎŜǘǎ ǘƘŜ ōƻŘȅ ŀƴŘ ƳƛƴŘ ŀŎǘƛǾŜ ŀƴŘ ŀƭŜǊǘ ŦƻǊ ǿƘŀǘΩǎ ŀōƻǳǘ 

to happen. And two, it helps them to manage their nervousness around ŀƴǘƛŎƛǇŀǘƛƴƎ ǿƘŀǘΩǎ ŀōƻǳǘ ǘƻ 

ƘŀǇǇŜƴΦ ά¸Ŝǎ,έ ŜǾŜƴ ƳŀƧƻǊ ŀǘƘƭŜǘŜǎ ŀƴŘ major stars have a feeling of nervousness before the main 

ŜǾŜƴǘΦ !ƴŘ ŀǎ ǿŜΩǾŜ ŘƛǎŎǳǎǎŜŘ ŜŀǊƭƛŜǊ ƛƴ ǘƘƛǎ Lesson, nervousness can be your friend or enemy, 

depending on how you respond to it (fight or flight).  

It may be still ƘŀǊŘ ŦƻǊ ȅƻǳ ǘƻ ōŜƭƛŜǾŜ ǘƘƛǎΣ ōǳǘ ƛǘΩs good ǘƻ ōŜ ƴŜǊǾƻǳǎΦ LŦ ȅƻǳΩǊŜ ƴƻǘ ƴŜǊǾƻǳǎΣ ȅƻǳΩǊŜ ƴƻǘ 

in the moment and less ƭƛƪŜƭȅ ǘƻ ǇŜǊŦƻǊƳ ǿŜƭƭΦ .ŜƛƴƎ ƴŜǊǾƻǳǎ ƛǎ ŀ ƘŜŀƭǘƘȅ ǎƛƎƴΦ ²ŜƭŎƻƳŜ ƛǘΣ ŘƻƴΩǘ ŦŜŀǊ ƛǘΦ 

Embrace it and ŘƻƴΩǘ Ǌǳƴ ŦǊƻƳ ƛǘΦ LǘΩǎ ǘƘŀǘ ǎƘƻǘ ƻŦ ŀŘǊŜƴŀƭƛƴŜ ƛƴ ȅƻǳǊ ōƻŘȅ ǘƘŀǘ ƎŜǘǎ ȅƻǳ ǊŜŀdy for action.  

Beyond helping control their nerves, the other reason athletes and performers engage in the practice of 

άǇǎȅŎƘƛƴƎέ ǘƘŜƳǎŜƭǾŜǎ ǳǇ ōȅ ŜȄŀƎƎŜǊŀǘƛƴƎ ǘƘŜ ǾƻƭǳƳŜ ƻŦ ǘƘŜƛǊ ǎǇŜŜŎƘ όŎƘŜŜǊƛƴƎ ƭƻǳŘƭȅύ or jumping up-

and-Řƻǿƴ ǿƘƛƭŜ ǎƘƻǳǘƛƴƎ άǿŜΩǊŜ ƴǳƳōŜr 1,έ is that it helps them to be at their best performance from 

the very start of the game or aŎǘƛǾƛǘȅΦ LŦ ǘƘŜȅ ŘƛŘƴΩǘ ǇǊŜǇŀǊŜ ƛƴ ǘƘƛǎ ŜȄŀƎƎŜǊŀǘŜŘ ǿŀȅ, it might take several 

minutes of the game time, or longer, before they start to reach their peak performance. During those 

early moments, they may have fumbled the ball several times and even lost the game from the start. 

tŜƎƎȅ YƭŀǳǎΣ ƻǳǊ ŎƭŀǎǎΩ ŜȄǇŜǊǘ ŎƻŀŎƘ ƻƴ ǘƘƛǎ ǎǳōƧŜŎǘΣ Ŏŀƭƭǎ ǘƘƛǎ ǇǊŀŎǘƛŎŜ ƎƻƛƴƎ άhǾŜǊ ǘƘŜ ¢ƻǇέ ƻǊ h¢¢Φ 

DƻƛƴƎ άhǾŜǊ ǘƘŜ ¢ƻǇέ ǎŜǊǾŜǎ Ƴŀƴȅ ǳseful purposes. As mentioned, it calms the nerves and gets the body 

and mind alert and ready for action, which helps to ensure that you hit your mark or start your 

professional performance as your best and authentic self.   

As PŜƎƎȅ Yƭŀǳǎ ǘŜƭƭǎ ǳǎΣ ά.ȅ Ǝƻƛng over the top ōŜŦƻǊŜ ȅƻǳ ōŜƎƛƴΣ ȅƻǳΩƭƭ ǎǘŀǊǘ ȅƻǳǊ ǇŜǊŦƻǊƳŀƴŎŜ όƛƴǘŜǊǾƛŜǿ 

or presentation) at your peak performance.έ ¢Ƙƛǎ ƛǎ ƛƳǇƻǊǘŀƴǘ ōŜŎŀǳǎŜ ȅƻǳǊ Ƨƻō ƛƴǘŜǊǾƛŜǿŜǊ ƛǎ ƳŀƪƛƴƎ 

judgments about you from the moment you enter the interview room. In fact, you have just a few 

seconds to get their attention and for them to view you as a viable and serious candidate for the job. 

5ƻƴΩǘ ŦǳƳōƭŜ ǘƘŜ ōŀƭƭ ƛƴ ǘƘŜ ŦƛǊǎǘ ŦŜǿ ǎŜŎƻƴŘǎ ƻŦ ȅƻǳǊ ƛƴǘŜǊǾƛŜǿΗ .Ŝ ǎǳǊŜ ǘƻ Ǝƻ άhǾŜǊ ǘƘŜ ¢ƻǇέ ōŜŦƻǊŜ ȅƻǳ 

go in ς just like a real professional. 

IŜǊŜΩǎ ƘƻǿΦ 

Lƴ ǘƘŜ ƳƛƴǳǘŜǎ ōŜŦƻǊŜ ǘƘŜ ƛƴǘŜǊǾƛŜǿΣ Ǝƻ ǘƻ ŀ ǉǳƛŜǘ ǇƭŀŎŜΣ ōȅ ȅƻǳǊǎŜƭŦ όȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ǎŎŀǊŜ ŀƴȅƻƴŜ 

ōŜŎŀǳǎŜ ȅƻǳΩǊŜ ŀōƻǳǘ ǘƻ Ǝƻ ǿƛƭŘύ ŀƴŘ ƭƻƻƪ ŀǘ ȅƻǳǊǎŜƭŦ ƛƴ a mirror and tell yourself positive thoughts or 

affirmations ς like you are number 1, ǘƘŀǘ ȅƻǳΩǊŜ ǘƘŜ ǊƛƎƘǘ ǇŜǊǎƻƴ ŦƻǊ ǘƘƛǎ Ƨƻō, and ǘƘŀǘ ȅƻǳΩǾŜ ŘƻƴŜ 

Ƴŀƴȅ ƎǊŜŀǘ ǘƘƛƴƎǎ ǘƘŀǘ ȅƻǳΩǊŜ ǇǊƻǳŘ ƻŦ ŀƴŘ ǿƘŜƴ ǘƘŜ ŜƳǇƭƻȅŜǊ ƘŜŀǊǎ ŀōƻǳǘ ǘƘŜƳΣ ǘƘŜȅΩƭl want to hire. 

Go άover the topέ with praise about who you are and how well youΩǊŜ going to do in the interview.  



107 |  
 

The wilder you are, the better you will perform.  

And be sure that no one can hear you going over the top because you should exaggerate loudly and 

ǾƛƎƻǊƻǳǎƭȅ ǘƘƛǎ άǇǊŜ-ƎŀƳŜέ άǇǊŜ-ǇŜǊŦƻǊƳŀƴŎŜέ pep talk to yourself. 

Also, during this exercise, go through your check-ƭƛǎǘ ƻŦ ǘƘŜ ƳŀƧƻǊ Ǉƻƛƴǘǎ ǘƘŀǘ ȅƻǳΩǾŜ ǇǊŜǇŀǊŜŘ ǘƻ ǘŀƭƪ 

ŀōƻǳǘ όάōǊŀƎƎƛƴƎέ ǇǊŜǇŀǊŀǘƛƻƴύΦ Remind yourself about the things you need to do to be impressive, like 

making eye contact, gesturing, posture, speaking style, language usage, vocal variation, humor, and 

being specific.  

5ǳǊƛƴƎ ȅƻǳǊ ǇǊƛǾŀǘŜ άhǾŜǊ ǘƘŜ ¢ƻǇέ ǿŀǊƳ-up exercise, say loudly and with exaggeration things like: 

V άLΩƳ ǊŜŀƭƭȅ ŜȄŎƛǘŜŘ ǘƻ ōŜ ƘŜǊŜ ǘƻŘŀȅΗέ 

V άL ŎŀƴΩǘ ǿŀƛǘ ǘƻ ǘŜƭƭ ȅƻǳ ŀōƻǳǘ Ƙƻǿ ƎǊŜŀǘ L ŀƳΗέ 

V άLΩǾŜ ōŜŜƴ ǇǊŜǇŀǊƛƴƎ ŦƻǊ ǘƘƛǎ Ƨƻō ŀƭƭ Ƴȅ ƭƛŦŜΗέ 

V ά[Ŝǘ ƳŜ ǘŜƭƭ ȅƻǳ ǿƘȅΗέ 

V άL ŀƳ ǎƻ ǉǳŀƭƛŦƛŜŘ ŦƻǊ ǘƘƛǎ ƧƻōΗέ 

V άLΩƳ ƎƻƛƴƎ ǘƻ ƻǿƴ ǘƘŀǘ ƛƴǘŜǊǾƛŜǿ ǊƻƻƳΗέ 

V άLΩƳ ǊŜŀŘȅΣ ƭŜǘΩǎ ōŜƎƛƴ ǘƘŜ ƛƴǘŜǊǾƛŜǿ ς ōǊƛƴƎ ƛǘ ƻƴΗέ 

This is the time to end every sentence with a big fat exclamation point!  

Make that two big, fat exclamation points!!  

hƘΣ ǎƘƻǳǘ ƛǘ ƻǳǘ ŀƴŘ ƭŜǘΩǎ άƎƻ ƻǾŜǊ ǘƘŜ ǘƻǇέ ŀƴŘ ƳŀƪŜ ƛǘ ǘƘǊŜŜ ŜƴƻǊƳƻǳǎ ŜȄŎƭŀƳŀǘƛƻƴ Ǉƻƛƴǘǎ!!!   

BE PROUD AND LOUD!!! 

When ȅƻǳǊ άǊŀƘΣ ǊŀƘέ (Over the Top) speech to yourself has ended, you will be at your peak 

performance and ready for action. Your nerves will be under control and you will have told your body 

ŀƴŘ ƳƛƴŘ ǘƘŀǘ ȅƻǳΩǾŜ ŎƘƻǎŜƴ ǘƻ άŦƛƎƘǘέ ǘƻ ǿƛƴ όƴƻǘ άŦƭŜŜέ ŀƴŘ ƭƻǎŜύ. 

¸ƻǳ ǎƘƻǳƭŘ ƳŀƪŜ ǘƘŜ άhǾŜǊ ǘƘŜ ¢ƻǇέ ŜȄŎƛǎŜ ŀ ǊŜƎǳƭŀǊ ǘƘƛƴƎ ōŜŦƻǊŜ ŜǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǿƻǊƪ ǊŜƭŀǘŜŘ ŜǾŜƴǘΦ  

!ǎ ǿŜ ŜƴŘ ǘƘƛǎ [Ŝǎǎƻƴ ƻƴ ά²ƻǊƪǇƭŀŎŜ tǊŜǎŜƴŎŜέ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ǘƘŜ skills and techniques mentioned in 

this Lesson are vital to your effort to be successful in getting a job and in your career. While these 

qualities may seem superficial, please understand that they are proven techniques for success. They are 

essential and lacking them is one of the major reasons why people are unable to find or hold jobsΦ LǘΩǎ 

the soft skills like these that can make all the difference. Employers tell us that a job applicanǘΩǎ ŀōƛƭƛǘȅ ǘƻ 

demonstrate all of these soft skills is what makes them an interesting and attractive candidate for the 

job. Many people can do the job, but only a few can do it in the right way. Strengthen your competitive 

edge by practicing these skills. Build your workplace presence. 
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Lesson 2 ɂ Workplace Practices (medium skills ɂ rules of the road) 
Employees who are successful quickly learned the key άtricks of the tradeέ or the workplace rules of the 

road discussed in this Lesson.  

9ƳǇƭƻȅŜŜǎ ǿƘƻ ŘƻƴΩǘ quickly learn these rules most often get in trouble.  

The interesting thing about these workplace rules is that nobody ever teaches them to you before you 

go to the world of work. Either you learn them through trial and error, or not at all (in which case you 

will likely end-up failing in your job).   

In any case, for most new workers, it takes a long time, as well as repeated mistakes, before they 

ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ǾŀƭǳŜ ƻŦ ǘƘŜǎŜ ǿƻǊƪǇƭŀŎŜ ǊǳƭŜǎΦ Lƴ ƻǘƘŜǊ ǿƻǊŘǎΣ ǘƘŜȅΩǊŜ Ƴƻǎǘ ƻŦǘŜƴ ƭŜŀǊƴŜŘ ǘƘŜ ƘŀǊŘ ǿŀȅ: 

by maƪƛƴƎ ƳƛǎǘŀƪŜǎΦ ¢ƘŀǘΩǎ ǘƻƻ ōŀŘ, because these mistakes can be avoided with some basic instruction 

on what the key practices are. Failure to learn them before you begin your career often results in 

delayed advancement, lost opportunities or even getting fired. Fortunately, you can avoid most of these 

rookie mistakes if you study, learn and follow these workplace practices sooner rather than later.  

While tƘŜ ƭƛǎǘƛƴƎ ōŜƭƻǿ ŘƻŜǎƴΩǘ ŎƻǾŜǊ all the workplace practices and rules you may eventually learn, 

they are the most important. Plus, these initial explanations are just the beginning of the process of 

learning about them. 

Be professional at ALL times  

²Ƙŀǘ ŘƻŜǎ άōŜƛƴƎ ǇǊƻŦŜǎǎƛƻƴŀƭέ ƳŜŀƴΚ 

As we mentioned earlier, by άbeing professionalΣέ we mean being appropriate and mature in the 

workplace. It means being a serious and engaged worker at all times. It means paying attention to your 

responsibilities. It means doing your job on-time, doing it well, and doing it in the right way. It means 

demonstrating a commitment to your organization and its mission. It means not letting your emotions 

over-ride your sense of what should be done in a business-like manner. It means being polite, proper, 

respectful and nice to all you meet. It means being likeable. It means being clear and specific in your 

communications. It means never losing your temper, even when the circumstances may seem 

unbearable. It means keeping a good attitude and positive outlook. It means being and staying properly 

dressed and presentable all day long. It means sharing information and credit with others, even when 

you might not want to. It means being loyal and having integrity. !ƴŘΣ ƳƻǊŜΧ 

!ŎǘƛƴƎ ƛƴ ŀ ǇǊƻŦŜǎǎƛƻƴŀƭ ƳŀƴƴŜǊ ƛǎ ŀ ǎƪƛƭƭ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ ŘŜƳƻƴǎǘǊŀǘŜ ŀǘ ŀƭƭ ǘƛƳŜǎΦ LǘΩǎ ŀ ǎƪƛƭƭ ǘƘŀǘ ƴŜŜŘǎ ǘƻ 

be demonstrated by you all work-day long.  

¸ƻǳ ǎƘƻǳƭŘƴΩǘ act unprofessional during work for even a minute, even when you are telling a joke or 

having some fun with co-workers. Acting professional should always be your visible demeanor or 

behavior when interacting with co-workers as well as customers and others. Your company or 

organization will be judged by the professionalism you demonstrate inside as well as outside your 

organization. If you should let your professional image, guard or demeanor down while at work, even for 

a minute, it can prove to be very damaging to both you and your company. 
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AlsoΣ ȅƻǳ ƴŜŜŘ ǘƻ ōŜ ǇǊƻŦŜǎǎƛƻƴŀƭ ōƻǘƘ ōŜŦƻǊŜ ŀƴŘ ŀŦǘŜǊ ǿƻǊƪΦ 9ǾŜƴ ǿƘŜƴ ȅƻǳΩǊŜ ƻƴ ȅƻǳǊ ǿŀȅ ǘƻ ǿƻǊƪΣ 

out to lunch or on a break, your level of professionalism is likely to be oōǎŜǊǾŜŘΦ LŦ ƛǘΩǎ άƴƻǘ ǎƻ ƎƻƻŘ,έ ƛǘΩǎ 

likely to be evaluated and reported back to your organization or even your boss. Plus, a nonprofessional 

ŀǘǘƛǘǳŘŜ ŀǿŀȅ ŦǊƻƳ ǘƘŜ ƻŦŦƛŎŜ Ŏŀƴ ƛƳǇŀŎǘ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ǇǳōƭƛŎ ƛƳŀƎŜ ς and, in turn, yours. So, keep 

your professional look in place all day long.  

L ŎŀƴΩǘ ǘŜƭƭ ȅƻǳ Ƙƻǿ Ƴŀƴȅ ǘƛƳŜǎΣ ŘǳǊƛƴƎ ƭǳƴŎƘ ƘƻǳǊΣ ǿƻǊƪŜǊǎ ǎŀȅ ƻǊ Řƻ ǳƴǇǊƻŦŜǎǎƛƻƴŀƭ ǘƘƛƴƎǎ ǘƘŀǘ ƎŜǘ 

overheard by others and reported back to their bosses. If you want to tell a friend at lunch how stupid 

your boss is (we all may do this from time to timeΧ except me, of course), just be sure to say it softly so 

ƴƻ ƻƴŜ ŜƭǎŜ Ŏŀƴ ƘŜŀǊ ȅƻǳΦ LŦ ȅƻǳΩǊŜ ŘǊƛǾƛƴƎ ǘƘŜ ŎƻƳǇŀƴȅ ŎŀǊ ƛǊǊŜǎǇƻƴǎƛōƭŜ όƻǊ ǳƴǇǊƻŦŜǎǎƛƻƴŀƭƭȅύ, the 

ƎŜƴŜǊŀƭ ǇǳōƭƛŎ ȅƻǳΩǊŜ ǎǇŜŜŘƛƴƎ by or cutting in front of will develop a negative reaction to both you and 

ȅƻǳǊ ŎƻƳǇŀƴȅΦ !ƴŘ ƛǘΩǎ ƭƛƪŜƭȅ ǘƻ be reported back to the company and might even upset the public 

enough for them to take their business elsewhere. If your customers take their business elsewhere 

because of your unprofessional actions, you might eventually get fired or laid-off because revenues are 

ŘƻǿƴΦ {ƻΣ ŀƭǿŀȅǎ ōŜ ǇǊƻŦŜǎǎƛƻƴŀƭΦ LǘΩǎ ƛƴ ȅƻǳǊ ōŜǎǘ ƛƴǘŜǊŜǎǘΦ ¢Ƙƛǎ ŘƻŜǎƴΩǘ ƳŜŀƴ you have to be 

superhuman, just a smart and professional worker at all times. 

This may sounŘ ōƻǘƘ ƛƳǇƻǎǎƛōƭŜ ŀƴŘ ǎǘƛŦƭƛƴƎΦ LŦ ƛǘΩǎ ƻŦ ŀƴȅ ŎƻƳŦƻǊǘ to you, know that billions of people 

before you have been able to master this techniqueΦ LǘΩǎ ƴƻǘ ǘƘŀǘ ƘŀǊŘ ǘƻ ōŜ ǇǊƻŦŜǎǎƛƻƴŀƭ ŀǘ ŀƭƭ ǘƛƳŜǎΦ Lǘ 

ōŜŎƻƳŜǎ ƴŀǘǳǊŀƭ ƻƴŎŜ ȅƻǳΩǾŜ ƳŀŘŜ ŀ commitment and practice being professional. If you should feel 

that the idea of being professional at all times is ǎǘƛŦƭƛƴƎ ƻǊ ǎǳŦŦƻŎŀǘƛƴƎΣ Ƨǳǎǘ ǊŜƳƛƴŘ ȅƻǳǊǎŜƭŦ ǘƘŀǘ ȅƻǳΩǊŜ 

being paid real money to be professional at all times.  

A good general rule about being professional all the workday long is to practice your best professional 

behaviors from the moment you leave your home to go to work (out the front door) until the time you 

return and close that front door behind you. This may sound excessive, but ƛǘΩǎ ǊŜŀƭƭȅ ƴƻǘ ǘƘŀǘ ƘŀǊŘ to do 

and the protection it gives you and your reputation ƛǎ ǿŜƭƭ ǿƻǊǘƘ ƛǘΦ LǘΩǎ ŀƴ ƛƴǾŜǎǘƳŜƴǘ ƛƴ being successful 

in your job and getting a future promotion. 

Without a doubt, from time to time, work will generate negative feelings and emotions which, if 

displayed at the workplace, might cause your reputation or standing great harm. So, when these 

emotional reactions arise (and they will), wait until you close the door of your home before you vent or 

say what youΩre are really feeling or thinking. Or, take a day off (call ƛƴ ǎƛŎƪύΦ LǘΩǎ ƻƪŀȅ ǘƻ ǊŜ-group or 

complain to a close friend or family member ς we all do that from time to time. Just be discrete and 

non-public about these emotional expressions or releases. 

Now, there are legitimate times when youΩƭƭ need to complain about something -- aƴŘ ǘƘŀǘΩǎ ƻƪŀȅ, 

because there is a professional way to do so. Organizations know that you have both a right and duty to 

bring your concerns about the workplace to the attention of the proper authorities. For example, if your 

company just initiated a new policy or program which seems to be failing, you should offer feedback to 

the right person about this concern όƛƴ Ƴŀƴȅ ǿŀȅǎΣ ƛǘΩǎ ȅƻǳǊ ǇǊƻŦŜǎǎƛƻƴŀƭ Řǳǘȅ ǘƻ Řƻ ǎƻύ. It might be best 

(professionally) to direct it to the person who is responsible for the policy or program, or to offer your 

feedback to your supervisor. Make sure your communication is factually based, not emotionally charged 
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or angry. These company officials want to hear from their employees when something is wrong. ¢ƘŜǊŜΩǎ 

a big difference between ranting with emotion about a bad situation and calmly and rationally 

explaining to the right person at your workplace the observed negative impact of an effort or policy. 

¢ƘŀǘΩǎ ǘƘŜ ŘƛŦŦŜǊŜƴŎŜ ōŜǘǿŜŜƴ ōŜƛƴƎ ǳƴǇǊƻŦŜǎsional and being professional.  

Be professional at all times. 

Leadership  

Every worker, not just leaders, needs to learn the importance and techniques of leadership. And they 

should know key leadership concepts even before they begin their first job.  

What if you neither want to nor expect to become a leader? Is it still important to learn about 

ƭŜŀŘŜǊǎƘƛǇΚ ά¸Ŝǎ,έ ƛǘ ƛǎΦ LǘΩǎ ƛƳǇƻǊǘŀƴǘ ōŜŎŀǳǎŜ it means more than just being a boss or supervisor. It also 

describes both a vital personal and professional skill and a quality that all successful workers must be 

ready to demonstrate. Leadership is demonstrating industry, creditability, competence and potential. 

Leadership is prioritizing, constant learning and problem solving. Leadership is finding a way for 

everyone to work together.  

So, leadership is an important skill for everyone to cultivate and master. 

They are hundreds of self-help books written about leadership which define, describe, and explore it far 

more completely than we will here. You can read them later and ȅƻǳ ǎƘƻǳƭŘΦ IƻǿŜǾŜǊΣ ŦƻǊ ƴƻǿΣ ƭŜǘΩǎ Ƨǳǎǘ 

establish the essential concepts around leadership so you can begin to understand its importance and 

you can begin to practice it in order to become a more complete professional.  

The essence of leadership begins by understanding that it happens in four (4) different ways.  

The first type or example of leadership is internal or within you όƭŜŀŘ ȅƻǳǊǎŜƭŦύΦ LǘΩǎ ǎƛƴƎǳƭŀǊ ƻǊ ǇŜǊǎƻƴŀƭΦ 

LǘΩǎ ŀōƻǳǘ ȅƻǳ aloneΦ LǘΩǎ Ƙƻǿ ȅƻǳ ŘƛǊŜŎǘ ȅƻǳǊǎŜƭŦΦ ¢Ƙƛƴƪ ŀōƻǳǘ ƭŜŀŘŜǊǎƘƛǇ ŀǎ ǘƘŜ άōƻǎǎέ ƛƴǎƛŘŜ ƻŦ ȅƻǳΦ LǘΩǎ 

that inner voice of responsibility which tells you to turn off the video game or TV and get to your 

homework.  

Leadership, in this first form, is practiced and demonstrated by your capability to manage your time and 

what you do rŜǎǇƻƴǎƛōƭȅ ƻǊ ǇǊƻŦŜǎǎƛƻƴŀƭƭȅΦ LǘΩǎ ǇǳǊǇƻǎŜŦǳƭ ǎŜƭŦ-ŘŜǾŜƭƻǇƳŜƴǘΦ LǘΩǎ ǎŜƭŦ-management. Can 

you lead yourself to do what must be done? Can you lead yourself away from distractions and over to 

the desk to study? If you are weak in this area of leadership (and to some extent we all are), you need to 

start your leadership development here. Begin to think about this type of leadership and develop and 

practice it. Understand that yƻǳΩƭƭ ŦƛǊǎǘ ƴŜŜŘ ǘƻ ōŜ ŀōƭŜ ǘo lead yourself before the next three types of 

leadership will be possible. Lead yourself first! 

The second type ƻŦ ƭŜŀŘŜǊǎƘƛǇ ƛǎ ȅƻǳǊ ŀōƛƭƛǘȅ ǘƻ ƭŜŀŘ ōȅ ƪƴƻǿƛƴƎ ǿƘŀǘ ȅƻǳΩǊŜ ǎǳǇǇƻǎŜŘ ǘƻ ƪƴƻǿΦ Lƴ ƻǘƘŜǊ 

words, do you have command of the facts or information which you are responsible for knowing? If 

ȅƻǳΩǊŜ ƛƴ ǎŎƘƻƻƭΣ Řƻ ȅƻǳ ƪƴƻǿ ȅƻǳǊ ƭŜǎǎƻƴǎΚ LŦ ȅƻǳΩǊŜ ŀƴ ŀǳǘƻ ƳŜŎƘŀƴƛŎΣ Řƻ ȅƻǳ ƪƴƻǿ ǘƘŜ ƭŀǘŜǎǘ 

technical facts about auto repair? If you a lawyer, do you know the latest legal interpretations or case 

law in your field? Do people come to you for your leadership around the knowledge youΩǊŜ supposed to 
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have? Are you viewed as a leader around knowledge? If not, embrace this type of leadership and keep 

learning.  

The third type ƻŦ ƭŜŀŘŜǊǎƘƛǇ ƛǎ ŀƴ ƛƴŦƻǊƳŀƭ ǘȅǇŜ ƻŦ ƭŜŀŘŜǊǎƘƛǇΦ LǘΩǎ ǿƘŜƴ ŀ ƎǊƻǳǇ ƻŦ ǇŜƻǇƭŜ ƻǊ ǿƻǊƪŜǊǎ 

come togetƘŜǊ ŦƻǊ ŀ ŎƻƳƳƻƴ ǇǳǊǇƻǎŜ ƻǊ ǘŀǎƪ ŀƴŘ ƘŀǾŜ ƴƻ ŀǎǎƛƎƴŜŘ ƭŜŀŘŜǊΦ LǘΩǎ ǿƘŜƴ ȅƻǳr teacher gives 

your project team or study group an assignment to complete. When you first gather with your group, 

who speaks up about how to best proceed and get the activity started? Who helps the group move 

ŦƻǊǿŀǊŘΚ ²Ƙƻ ƳŀƴŀƎŜǎ ǘƘŜ ƎǊƻǳǇΩǎ ŘƛǎŎǳǎǎƛƻƴǎΣ ƪŜŜǇǎ ǘƘŜ ƎǊƻǳǇ ƻƴ ǘŀǎƪ ŀƴŘ ǎǳǇǇƻǊǘǎ ǊŜŀƭ ǇǊƻƎǊŜǎǎΚ 

²Ƙƻ ǊŜǇƻǊǘǎ ǘƘŜ ǊŜǎǳƭǘǎ ƻŦ ǘƘŜ ǘŜŀƳΩǎ ŜŦŦƻǊǘΚ LǘΩǎ ǘƘŜ ƎǊƻǳǇΩǎ ŜƳŜǊƎƛƴƎ ƛƴŦƻǊƳŀƭ ƻǊ ƴŀǘǳǊŀƭ ƭŜŀŘŜǊΦ ¢Ƙŀǘ 

can be you, if you choose to develop this skill. The key time to act as a leader is when the group or team 

ŦƛǊǎǘ ƳŜŜǘǎ ŀƴŘ ǘƘŜǊŜΩǎ ǘƘŀǘ ǎƛƭŜƴǘ ƳƻƳŜƴǘ ǿƘŜƴ ŜŀŎƘ ǘŜŀƳ ƳŜƳōŜǊ ƛǎ ǿƻƴŘŜǊƛƴƎ: άwho has the 

leadership skills necessary to get us started?έ That person will likely be the one who speaks up first and 

ǎŀȅǎΣ ά²ƘŜǊŜ ǎƘŀƭƭ ǿŜ ōŜƎƛƴΚέ And that most often ends ǳǇ ōŜŎƻƳƛƴƎ ǘƘŜ ƎǊƻǳǇΩǎ ƴŀǘǳǊŀƭ ƻǊ ƛƴŦƻǊƳŀƭ 

leader. That can be you, if you want to develop your leadership further. 

The fourth type of leadership is the one most people think about when this subject comes ǳǇΦ LǘΩǎ ǘƘŜ 

situation where one person has been placed in charge of a group, team or unit. An assigned leader has 

been given the rightful authority to lead the group. This type of leader is the traditional authority figure 

whose orders or direction are expected to be followed. Others in the group recognize this rightful 

ŀǳǘƘƻǊƛǘȅ ŀƴŘ ŀǊŜ ǇǊŜǇŀǊŜŘ ǘƻ Ŧƻƭƭƻǿ ǘƘŜ ƭŜŀŘŜǊΩǎ ŘƛǊŜŎǘƛƻƴΦ ¦ƴŦƻǊǘǳƴŀǘŜƭȅΣ ƴƻǘ ŀƭƭ ƭŜŀŘŜǊǎ ƎƛǾŜ ƎƻƻŘ 

direction. Not all leaders know what to do next. What happens then? 

That brings us to a definition of leadership. What makes a good leader?  

My favorite definition or description of good leadership comes from a former general in the U.S. Army. 

His name was General H. Norman Schwarzkopf. General Schwarzkopf was the leader of the coalition 

forces that removed Saddam Hussein from Kuwait in 1991. In 100 hours, in command of 750,000 troops 

from dozens of nations, he completely defeated the Iraqi forces, and with very low causalities. This was 

an enormously impressive accomplishment given the complexity and scope of the effort.  I heard him 

speak once about his understanding of good leadership. It was short and sweet, just like a general would 

be. General Schwarzkopf said that there are many books, theories, and complex definitions about 

leadership; however, they all boil down to a simple definition which epitomizes the concept of good 

ƭŜŀŘŜǊǎƘƛǇΦ LǘΩǎ ƴƻǘ ƻƴƭȅ ǎƛƳǇƭŜΣ ƛǘΩǎ Ŝŀǎȅ ǘƻ ǊŜƳŜƳōŜǊΦ In the words of the General, good leadership is 

defined by these words:  

άCƛƭƭ the void and do the right thing.έ 

What the General meant by this definition is that when a situation arises where you recognize that 

something or some action is needed ς ǘƘŀǘ ƛǎ ǘƘŜ άǾƻƛŘ.έ ¢ƘŜ ǾƻƛŘ ƛǎ ōŜƎƎƛƴƎ ŦƻǊ ŀŎtion to be taken. A 

leader is alert for άǾƻƛŘǎέ ŀƴŘ, when seeing them, seeks to take action ƻǊ άŦƛƭƭ ǘƘŜ ǾƻƛŘ.έ  

!ǘ ǘƘƛǎ ǇƻƛƴǘΣ ȅƻǳ ŀǊŜ ǇǊƻōŀōƭȅ ǿƻƴŘŜǊƛƴƎΣ άwhen I see a void, what action or resǇƻƴǎŜ ǎƘƻǳƭŘ L ǘŀƪŜΚέ 

²ŜƭƭΣ ƛǘΩǎ άŘƻ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎ.έ  
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In other words, do what the conditions or circumstances indicate need to be done. Act with loyalty and 

integrity. Search your mind and heart to determine what the right action should be. Then, go for it. Do 

it. Sure, as time allows, get the good counsel of others, but act when action is needed. Another military 

ŎƻƳƳŀƴŘŜǊ ƻƴŎŜ ǎŀƛŘΣ άLŦ ȅƻǳΩǊŜ ƴƻǘ ƳŀƪƛƴƎ ƳƛǎǘŀƪŜǎΣ ȅƻǳΩre not moving fast enough.έ {ƻ, leadership is 

a balancing act. Taking action, when needed, may not allow you time to get the opinion of others. So, 

mistakes are possible and inevitable. Good leaders who are filling the void and doing the right thing still 

make mistakes, but when they do, they correct them as soon as possible. 

¢ƘŀǘΩǎ ǘƘŜ ŜǎǎŜƴŎŜ ƻŦ ƎƻƻŘ ƭŜŀŘŜǊǎƘƛǇΦ  

άCƛƭƭ ǘƘŜ ǾƻƛŘ ŀƴŘ Řƻ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎΦέ  

A potential leader sounds like one (is self-confident or courageous), looks like one (is dressed for 

success), and follows the basic concepts around leadership offered above. So, learn more and practice 

your leadership skills. It will give you a competitive edge.  

LǘΩǎ ŀƭǎƻ ƛƴǘŜǊŜǎǘƛƴƎ ǘƻ ƴƻǘŜ ǘƘŀǘ ǘƘŜǊŜΩǎ a perception or image associated with being a leader. If you act 

ŀƴŘ ƭƻƻƪ ƭƛƪŜ ŀ ƭŜŀŘŜǊΣ ȅƻǳΩƭƭ ōŜƎƛƴ ǘƻ ōŜ viewed as one. So, taking on the role of a leader in the four 

areas or dimensions of leadership described above will help to move you up the leadership ladder. 

Knowing these elementary principles around leadership is a great start. They will help you both develop 

your leadership skills and better ǊŜŎƻƎƴƛȊŜ ƎƻƻŘ ƭŜŀŘŜǊǎ ǿƛǘƘ ǿƘƻƳ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ follow. 

ά[ŜŀŘŜǊǎƘƛǇέ also includes the idea of coaching or helping other people become better by helping them 

to see more clearly how they might perform better. Taking the time to coach a person is sometimes a 

hard thing to do, especially if you can more easily do it yourself and save the time teaching or coaching 

someone. While this might seem easier, you will actually find it far more time-consuming because the 

next time you may find yourself doing their task again. Good leaderǎ ƪƴƻǿ ǘƘŜȅ ŎŀƴΩǘ Řƻ (and should not 

try to do) everything themselves, so time coaching is time well spent.  

Now that we understand the core principle of leadership, how does it effectively operate in the world of 

work?   

Good organizations and bosses most often practice their leadership responsibilities in the manner 

described in the two triangle charts below. Look for these traits when considering where you want to 

work. Organizations that follow these principles of leadership may be the better and more successful 

places to work.  

In the first triangle or pyramid on the left below, the group leader sits the top. This is the classic or 

traditional way that leadership is practiced in organizations. The leader sits at the top of the 

organization and, from on-high, makes the decisions and gives the commands to the subordinates 

below, often through a chain of command and control. This is fine for getting things done, but to make 

the right decisions, it must be fueled or informed by the second, upside-down pyramid on the right 

below. 
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In this second up-side-down pyramid, the boss is at the bottom of the organization. The organization is 

turned upside down so the top boss can collect facts, data and suggestions on what problems need 

some attention. In organizations where this inverted triangle is practiced, bosses are smart enough to 

ƪƴƻǿ ǘƘŀǘ ǘƘŜȅ ŘƻƴΩǘ ƪƴƻǿ ŜǾŜǊȅǘƘƛƴƎ ǘƘŀǘ ƛǎ ƎƻƛƴƎ ƻƴ ς but their workers do.  So, in order to take 

advantage of this reality, smart leaders set up their organizations so that the flow or movement of vital 

information easily flows to them.  

Most good leaders know that the quality of their decisions and commands is only as good as the 

information they are getting from their workers (and customers). An organization will quickly suffer and 

perform poorly (or worse) ƛŦ ƛǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀ ǎƳƻƻǘƘ ŀƴŘ ŜŦŦŜŎǘƛǾŜ movement of information to the 

boss. This second, informational pyramid balances leadership. It tells the effective leader who is sitting 

ƻƴ ǘƻǇ ƻŦ ǘƘŜ ŘŜŎƛǎƛƻƴ ǇȅǊŀƳƛŘΣ ǘƘŀǘ ƘŜ ƻǊ ǎƘŜ ŎŀƴΩǘ ǇŜǊŦƻǊƳ ǿŜƭƭ ƻǊ άŘƻ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎέ ǿƛǘƘƻǳǘ 

ŜǾŜǊȅƻƴŜΩǎ ǇŀǊǘƛŎƛǇŀtion and support.  In order to render the best or correct decisions from on-high, 

good leaders know that they need accurate data, information and facts to trickle down to them from 

those who know, first hand, what is going on. In order to be a good leader, successful leaders know that 

they must blend both the decision pyramid and the upside-down information pyramid below.  

                           Boss (decisions)                                                                      Workers (information) 

           

     Command       Control                                           Data                                         Suggestions 

 

 

                              Workers                                                                                              Boss                     

In addition to having a balance between the decision pyramid and the information pyramid, all good 

leaders (at all levels of leadership) strive to follow these guiding principles: 

V Keep a focus on the important goals ς ŘƻƴΩǘ ƎŜǘ ŘƛǎǘǊŀŎǘŜŘ ōȅ ǘƘŜ ǎƳŀƭƭ ǎǘǳŦŦΦ 

V /ƻƭƭŜŎǘ ŜǾŜǊȅƻƴŜΩǎ ƻǇƛƴƛƻƴǎ ς ƭƛǎǘŜƴ ŎŀǊŜŦǳƭƭȅ ǘƻ ŀƭƭ ŀƴŘ ƪƴƻǿ ǿƘŀǘΩǎ ōŜƛƴƎ ǎŀƛŘ ŀōƻǳǘ ǘƘŜ ŦƛŜƭŘΣ 

the company, and especially about your ideas. 

V Create friendships as well as partnerships with people ς if peoplŜ ƭƛƪŜ ȅƻǳΣ ǘƘŜȅΩƭƭ ǿŀƴǘ ȅƻǳ ǘƻ ōŜ 

successful. 

V Not all people will agree with your decisions ς so acknowledge creditable contrary opinions. 

Never dismiss them as wrong. Try to explain how your decisions respond to them. 

V 5ƻƴΩǘ ǘǊȅ ǘƻ ǿƛƴ ŜǾŜǊȅ ŀǊƎǳƳŜƴǘΣ ǎƛǘuation or battle. IǘΩǎ ƻƪŀȅ ǘƻ ƭƻǎŜ ŀ ŦŜǿ Ǉƻƛƴǘǎ ς just 

concentrate on winning the big ones.  

V Understand that people may need time to appreciate and accept your ideas and leadership ς let 

ǘƘŜƳ ŜǾƻƭǾŜΣ ŘƻƴΩǘ ƻǾŜǊƭȅ ŦƛƎƘǘ ǘƘŜƳ ƻǊ ŦƻǊŎŜ ǘƘŜƳ ǘƻ Řƻ ƛǘ ȅƻǳǊ ǿŀȅ immediately. Good ideas 

get stronger with time, if you have time. 
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V Always let opponents talk (and listen attentively), as you may learn something new which will 

help your decisions to become better. 

V The most important trait to demonstrate as a good leader is humility ς if you are perceived as 

humble and not arrogant, you will be a more attractive leader. Being humble is to never brag 

ǘƘŀǘ ȅƻǳΩǾŜ ǿƻƴ ǘƘŜ ŀǊƎǳƳŜƴǘ or debate or that you have the best idea. Demonstrate humility 

by showing that you are working for a common cause and not yourself. 

Also, when you eventually get promoted from the lower ranks and are asked to become a team or group 

leader, understand the shift in your work skills that this new assignment entails. Most newly-minted 

leaders are chosen for promotions because theȅΩǾŜ ŘŜƳƻƴǎǘǊŀǘŜŘ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ǘƘŜ best performers in 

their job skill-set. For example, the best and most productive accountant or lawyer may be selected to 

be the leader of the accounting or law groupΦ LǘΩǎ ŎƭŀǎǎƛŎ ƻǊ ǘǊŀŘƛǘƛƻƴŀl for an organization to reward 

(with power and more money) their best workers or performers. Since high-level promotions are most 

often tied to leading the group, those workers who were great accountants or lawyers may become the 

leader. 

The danger here is that the new leader, while a great accountant or lawyer, may not be knowledgeable 

ƻǊ ǎƪƛƭƭŦǳƭ ŀǘ ōŜƛƴƎ ŀ ƭŜŀŘŜǊ ƻŦ ŀŎŎƻǳƴǘŀƴǘǎ ƻǊ ƭŀǿȅŜǊǎΦ ¢Ƙƛǎ ƛǎ ǘǊǳŜ ōŜŎŀǳǎŜΣ ŀǎ ǿŜΩǾŜ Ƨǳǎǘ ŘƛǎŎǳǎǎŜŘΣ 

leadership is its own skill set. In addition, since the new leader was promoted to this higher job because 

they were great at their job, they often want to keep ƻƴ ŘƻƛƴƎ ŀŎŎƻǳƴǘƛƴƎ ƻǊ ƭŜƎŀƭ ōǊƛŜŦǎ ōŜŎŀǳǎŜ ǘƘŜȅΩǊŜ 

ƎƻƻŘ ŀǘ ƛǘΦ LǘΩǎ ǘƘŜƛǊ ŎƻƳŦƻǊǘ ȊƻƴŜΦ 

IƻǿŜǾŜǊΣ ŀǎ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ƴŜǿ ǎǳǇŜǊǾƛǎƻǊ ƻǊ ƭŜŀŘŜǊΣ ǘƘŜȅ Ƴǳǎǘ ƴƻǿ ǎƘƛŦǘ or change their role and 

learn and practice new leadership skills. And this is a whole other set of job skills.  The danger for our 

newly promoted leaders is that they might not fully embrace their responsibilities to lead and, as a 

result, may not be sucŎŜǎǎŦǳƭ ƛƴ ǘƘŜƛǊ ƴŜǿ ǊƻƭŜΦ {ƻΣ Ƨǳǎǘ ōŜŎŀǳǎŜ ȅƻǳΩǊŜ ŀ ƎǊŜŀǘ ŀŎŎƻǳƴǘŀƴǘ, it ŘƻŜǎƴΩǘ 

ƳŜŀƴ ȅƻǳΩƭƭ ōŜ ŀ ƎǊŜŀǘ ƳŀƴŀƎŜǊ ƻǊ ƭŜŀŘŜǊ ƻŦ ǘƘŜ ŀŎŎƻǳƴǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘΦ  

Start now, with a commitment to learn and practice leadership skills. Someday, if you do a good job, the 

next promotion may require these higher-end leadership skills. So, keep learning and practicing 

leadership skills and you will be prepared when this honor comes your way.  

Conversely, some άworker beesέ Ƴŀȅ ǊƛƎƘǘŦǳƭƭȅ ǎŀȅ άƴƻ ǘƘŀƴƪ ȅƻǳέ ǘƻ ŀƴ ƻŦŦŜǊ ƻŦ ŀ promotion to become 

ǘƘŜ ƎǊƻǳǇΩǎ ƭŜŀŘŜǊ ōŜŎŀǳǎŜ ǘƘŜȅ ƭƻǾŜ ǿƘŀǘ ǘƘŜȅΩǊŜ ŘƻƛƴƎ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘ that they may not be good 

leaders. Be aware of your desire and ability to perform as a leader or supervisor ς and when the offer is 

made, be prepared with the answeǊ ǘƘŀǘΩǎ ǊƛƎƘǘ ŦƻǊ ȅƻǳΦ   

[ŀǎǘƭȅΣ ǘƻŘŀȅΩǎ ƎƻƻŘ ƭŜŀŘŜǊǎ ƪƴƻǿ ǘƘŜȅ ŀǊŜ ƻƴƭȅ ŀǎ ŜŦŦŜŎǘƛǾŜ ŀǎ ǘƘƻǎŜ ǘƘŜȅ ƭŜŀŘΦ ¢ƘŜȅΩǊŜ ƴƻǘ ƛƴŘƛǾƛŘǳŀƭ 

performers anymore. Their success or failure flows from the effectiveness or performance of those they 

lead. Smart leaders undŜǊǎǘŀƴŘ ǘƘŀǘ ǘƘŜȅΩǊŜ ƳƻǊŜ ƻŦ ŀ ŎƻŀŎƘΣ ǊŜǎƻǳǊŎŜ ƎŀǘƘŜǊŜǊ ŀƴŘ ŎƻƴǎŜƴǎǳǎ ōǳƛƭŘŜǊΣ 

than a worker or a tyrant. And we know from the sports world that good coaches nurture, encourage, 

teach and support those they lead. Good leaders are welcoming, attentive and oǇŜƴ ǘƻ ǘŜŀƳ ƳŜƳōŜǊǎΩ 

comments. Good leaders are both passionate and optimistic about the work being performed.  They 
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genuinely care about the well-being of their workers. Build up these traits within yourself and search for 

these traits wherever you look for work.  

Chain of Command 

²ŜΩǾŜ ŀƭǊŜŀŘȅ ƳŜƴǘƛƻƴŜŘ ǘƘŜ ǘŜǊƳ άŎƘŀƛƴ ƻŦ ŎƻƳƳŀƴŘέ ŀ ŦŜǿ ǘƛƳŜǎΦ LŦ ǘƘŀǘΩǎ ŀƴ ǳƴŦŀƳƛƭƛŀǊ ǘŜǊƳΣ ƘŜǊŜΩǎ 

more on what that means in the world of work. 

A definition is: άthe order in which authority and power in an organization is used and delegated from 
top management to every employee at every level of the organization.έ Instructions flow downward 
along the chain of command and accountability flows upward. 
 
The clearer the chain of command, the more effective the unit or organization becomes.  Military forces 
are an example of a straight-line chain of command that extends in unbroken line from the top ranking 
officer to the lowest one. Everyone in the organization is listed and know exactly where they fit in 
όǿƘƻΩǎ ǘƘŜƛǊ ƛƳƳŜŘƛŀǘŜ ōƻss and who reports to them as their boss). 
 
LǘΩǎ ǊŜŀƭƭȅ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ȅƻǳ ǘƻ ƪƴƻǿ ŀƴŘ Ŧƻƭƭƻǿ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŎƘŀƛƴ ƻŦ ŎƻƳƳŀƴŘΦ 
 
Lǘ ǎǘŀǊǘǎ ǿƛǘƘ ȅƻǳǊ ƛƳƳŜŘƛŀǘŜ ōƻǎǎΦ bŜȄǘ ǳǇ ǘƘŜ ƭƛƴŜ ƻŦ ŎƻƳƳŀƴŘ ǿƛƭƭ ōŜ ȅƻǳǊ ōƻǎǎΩ ōƻǎǎΣ ŀƭƭ ǘƘŜ ǿŀȅ ǘƻ 
the top. In the other direction, after (or reporting to) you will be the person or persons you supervise. 
 
The organization chart is a diagram showing graphically or giving a picture of the chain of command for a 
specific organization. It shows the relationship and command of one official, unit or division to another. 
The organizational chart is valuable in that it enables one to visualize the flow of authority and 
responsibility both up and down the chain of command.  

 

When an organization chart grows too large, it can be split into smaller charts for separate departments 
within the organization.  
 
IŜǊŜΩǎ ŀ basic organization chart that is often used to show an organizŀǘƛƻƴΩǎ ŎƘŀƛƴ ƻŦ ŎƻƳƳŀƴŘΦ LǘΩǎ also 
ŎŀƭƭŜŘ ŀƴ άƻǊƎ chart.έ ²ƘŜƴ ȅƻǳ ŀǊǊƛǾŜ to your new place of employment or get transferred to a new 
unit, ask someone where your org chart might be found so you can learn it. 
 

{ŀƳǇƭŜ άƻǊƎΦ ŎƘŀǊǘέ below: 
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You should always take things up the chain of command in the correct order and not cut anyone out of 
it. 5ƻƴΩǘ cut someone out of your chain of command unless there is a very good reason to do as they 
may take it out on you in the future. 

Teamwork  

What is teamwork?  

LǘΩs the collective effort (or working together) of two or more people dedicated to a shared objective or 

goal. A ǎǇƻǊǘǎ ǘŜŀƳ ƛǎ ŀ ƎǊƻǳǇ ǘƘŀǘ ǿŀƴǘǎ ǘƻ ōŜŀǘ ǘƘŜ ƻǇǇƻƴŜƴǘ ŀƴŘ ǿƛƴ ǘƘŜ ƎŀƳŜΦ ²ƘŜƴ ȅƻǳΩǊŜ ŀ 

ƳŜƳōŜǊ ƻŦ ŀ ǘŜŀƳΣ ȅƻǳ Ƴǳǎǘ ŀŎŎŜǇǘ ǘƘŜ ƛŘŜŀ ǘƘŀƴ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǘŜŀƳ ƳŜƳōŜǊΩǎ ǎǳŎŎŜǎǎ is less 

ƛƳǇƻǊǘŀƴǘ ǘƘŀƴ ǘƘŜ ǘŜŀƳΩǎ ǎǳŎŎŜǎǎΦ LŦ ȅƻǳ ǎŎƻǊŜ пл Ǉƻƛƴǘǎ ŀƴŘ ǘƘŜ ǘŜŀƳ ƭƻǎŜǎΣ you lose too. The goal of 

ǘƘŜ άƎŀƳŜέ ƛǎ ǘƻ ǿƛƴΣ ƴƻǘ ǎŎƻǊŜ пл ǇƻƛƴǘǎΦ {ƻΣ ŀǎ ǘƘŜ ƘƛƎƘ ǎŎƻǊŜǊΣ ȅƻǳ ƳƛƎƘǘ ƘŀǾŜ ǘƻ Ǉŀǎǎ ǘƘŜ ōŀƭƭ ǘƻ ǘƘŜ 

other team members in order to help the team win. 

Why are teams considered so important?  

Teams are important because they most often prove to be stronger, smarter and more efficient than 

individuals. There are some wonderful experiments which prove this point. For example, when you give 

an individual a complex task or problem to solve, give the same problem to a team. Then, compare their 

respective solutions. Given the various experiences, knowledge and perspectives of the team members, 

nine times out of ten, ǘƘŜ ǘŜŀƳΩǎ ŀƴǎǿŜǊ ǿƛƭƭ ōŜ ōŜǘǘŜǊ ǘƘŀƴ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŀƴǎǿŜǊΦ Lǘ Ƨǳǎǘ ǎǘŀƴŘǎ ǘƻ 

reason that two (or more) heads are better than one. 

{ƻΣ ǘŜŀƳǎ ŀǊŜ ŀ ǇǊƻǾŜƴ ǿŀȅ ǘƻ ŘŜǾŜƭƻǇ ōŜǘǘŜǊ ǎƻƭǳǘƛƻƴǎ ǘƻ ŀƴ ŜƳǇƭƻȅŜǊΩǎ ŎƘŀƭƭŜƴƎŜǎ ŀƴŘ ǇǊƻōƭŜƳǎΦ 

IŜƴŎŜΣ ǿƘŜƴ ȅƻǳ Ǝƻ ǘƻ ǿƻǊƪΣ ȅƻǳΩǊŜ ƭƛƪŜƭȅ ǘƻ ōŜ ƛƴǾƻƭǾŜŘ ƻƴ ǿƻǊƪ ǘŜŀƳǎ ς ǎƻ ƛǘΩǎ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ ƎŜǘ 

ready for this experience now. Plus, when you seek employment, high on the list of skills that the 

employer interviewing you will want to see you have is both your appreciation for and potential to work 

in teams. 

In order to be able to further demonstrate your understanding and knowledge about how to work 

effectively in teams, consider these tips about successful teams. 

¶ !ƭƭ ǘŜŀƳ ƳŜƳōŜǊǎ ǳƴŘŜǊǎǘŀƴŘ ŀƴŘ ŀǊŜ ŘŜŘƛŎŀǘŜ ǘƻ ǘƘŜ ǘŜŀƳΩǎ ƎƻŀƭΦ 

¶ !ƭƭ ǘŜŀƳ ƳŜƳōŜǊǎ ƘƻƴƻǊ ŀƴŘ ǊŜǎǇŜŎǘ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ǘƘŜ ǘŜŀƳ ŜŦŦƻǊǘΦ 

¶ All team members support open and honest communications.  

¶ All team members play by agreed-upon rules of team behavior. 

¶ !ƭƭ ǘŜŀƳ ƳŜƳōŜǊǎ ǊŜǎǇŜŎǘ ǘƘŜ ǊƛŎƘƴŜǎǎ ƻŦ ŜŀŎƘ ƳŜƳōŜǊΩǎ ōŀŎƪƎǊƻǳƴŘ ŀƴŘ ǳƴƛǉǳŜ ǇŜǊǎǇŜŎǘƛǾŜΦ 

¶ !ƭƭ ǘŜŀƳ ƳŜƳōŜǊǎ ƪŜŜǇ ǘƘŜƛǊ ƳƛƴŘǎ ƻǇŜƴ ǘƻ ŜǾŜǊȅƻƴŜΩǎ ƛŘŜŀǎ όŜǾŜƴ ǿƘŜƴ ǘƘŜȅ ǎƻǳƴŘ ōad, at 

first). 

¶ !ƭƭ ǘŜŀƳ ƳŜƳōŜǊǎ ǎǳǇǇƻǊǘ ǘƘŜ Ŧǳƭƭ ǘŜŀƳΩǎ ǎǳŎŎŜǎǎ ŀƴŘ ŀǾƻƛŘ ŎǊŜŀǘƛƴƎ ƛƴǘŜǊƴŀƭ ŘƛǾƛǎƛƻƴǎ ƻǊ 

factions. 

¶ All team members share in leadership roles and other group duties. 

¶ !ƭƭ ǘŜŀƳ ƳŜƳōŜǊǎ ǎǳǇǇƻǊǘ ǘƘŜ ǘŜŀƳΩǎ Ŧƛƴŀƭ ŘŜŎƛǎƛƻƴǎΦ 
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Now, these are the general principles of teamwork, bǳǘΣ ǘƘŜǊŜΩǎ ƳƻǊŜ ǘƻ ŎƻƴǎƛŘŜǊΦ bƻǘ ŀƭƭ ǘŜŀƳǎ ŀǊŜ 

successful ς so remember, if you are a member of a team planning a company mutiny or if your team is 

clearly about to lose the game, your sense of team loyalty should be tempered by your higher duty to 

the organization or supervisor in charge ƻŦ ǘƘŜ ǘŜŀƳΦ LǘΩǎ ǳǎǳŀƭƭȅ advisable to first reveal your opinion 

ŀōƻǳǘ ǘƘŜ ǘŜŀƳΩǎ ǇƻƻǊ ǇŜǊŦƻǊƳŀƴŎŜ ƻǊ ŘŀƴƎŜǊƻǳǎ ŎƻǳǊǎŜ ǘƻ ȅƻǳǊ ǘŜŀƳΩǎ ƳŜƳōŜǊǎΦ DƛǾŜ ȅƻǳǊ ǘŜŀƳ ŀ 

chance to either convince you that you are wrong about your observations (if you are) or an opportunity 

to use your caution to get them back on-track. However, if after this discussion, nothing significant 

changesΣ ŀƴŘ ȅƻǳ ǎǘƛƭƭ ŦŜŜƭ ŀ Řǳǘȅ ǘƻ ǊŜǇƻǊǘ ǘƘŜ ǘŜŀƳΩǎ ǇǊƻōƭŜƳǎ ǘƻ ǘƘŜ ǎǳǇŜǊǾƛǎor, you must do so. So, 

ǘŜŀƳ ƭƻȅŀƭǘȅ ƻǊ ƛƴǘŜƎǊƛǘȅ ƛǎ ƴƻǘ ǿƛǘƘƻǳǘ ŀ ƘƛƎƘŜǊ ǎŜƴǎŜ ƻŦ ƭƻȅŀƭǘȅ ŀƴŘ ƛƴǘŜƎǊƛǘȅ ǘƻ ǘƘŜ ǘŜŀƳΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ 

or supervisor.  

Loyalty and i ntegrity  

¢ƘŜ ǿƻǊŘǎ άƭoyaltyέ and άintegrityέ have been mentioned a number of times already. What exactly are 

these qualities and why are they so important to the world of work?  

Well, ǘƘŜȅΩǊŜ ƛƳǇƻǊǘŀƴǘ ōŜŎŀǳǎŜ employers tell us that loyalty and integrity are the two most valued 

qualities they look for and need from a worker.  

Loyalty is devotion to ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƳƛǎǎƛƻƴΦ [ƻȅŀƭǘȅ ƛǎ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŘŜǇŜƴŘŀōƛƭƛǘȅ ŀƴŘ ǎǳǇǇƻǊǘ ƻŦ 

ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƭŜŀŘŜǊǎƘƛǇΦ [ƻȅŀƭǘȅ ƳŜŀƴǎ ȅƻǳ ǾŀƭǳŜΣ ŀōƻǾŜ ŀƭƭ ŜƭǎŜΣ ǿƘŀǘΩǎ ōŜǎǘ ŦƻǊ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ 

and its leadership. Loyalty is keeping your boss well informed. Loyalty is supporting their will in an 

unselfish and consistent manner. And, to be more specific, loyalty to your boss (the person who hired 

you, pays you, approves your leave, rates your performance, gives you your assignments, may promote 

you and can fire you) is a smart professional practice. Be loyal ǘƻ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ working for because 

they need you and you need them. ̧ƻǳΩǊŜ on the same team. 

That being said, you should also have loyalty to others in your organization, such as your fellow team 

members or co-workers ŀǎ ǿŜƭƭ ŀǎ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŎǳǎǘƻƳŜǊǎ ƻǊ ŎƭƛŜƴǘǎΦ .ǳǘΣ ƛƴ ŀ ƘƛŜǊŀǊŎƘȅ ƻŦ ƭƻȅŀƭǘȅΣ 

ȅƻǳǊ ŦƛǊǎǘ ƭƻȅŀƭǘȅ ƛǎ ǘƻ ȅƻǳǊ ōƻǎǎ ŀƴŘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŎƘŀƛƴ ƻŦ ŎƻƳƳŀƴŘ όȅƻǳǊ ōƻǎǎΩs bosses).  

In addition, a lack of loyalty will cause an organization to quickly fall apart. Think of your company or 

ǇƭŀŎŜ ƻŦ ǿƻǊƪ ŀǎ ŀ ǎƘƛǇ ŀǘ ǎŜŀΦ LŦ ǘƘŜ ŎǊŜǿ ŘƻŜǎƴΩǘ ǊŜƳŀƛƴ ƭƻȅŀƭ ǘƻ ǘƘŜ ǎƘƛǇΩǎ ŎŀǇǘŀƛƴΣ ǘƘŜ ǿƘƻƭŜ structure 

starts to fall apart. And in the first storm, ǘƘŜ ǎƘƛǇ Ŏŀƴ ǎƛƴƪ ŦƻǊ ƭŀŎƪ ƻŦ ƭƻȅŀƭǘȅ ǘƻ ǘƘŜ ōƻǎǎΩs (captainΩǎ) 

orders to perform certain tasks which can save a sinking ship. A lack of loyalty in any organization is an 

ŜŀǊƭȅ ǎƛƎƴ ƻŦ ƎǊƻǳǇ ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǳƭǘƛƳŀǘŜ ŦŀƛƭǳǊŜΦ LŦ ȅƻǳ ǎŜŜ ŀ ƭŀŎƪ ƻŦ ƭƻȅŀƭǘȅ ƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ȅƻǳ 

might want to find another job because the end may be near.  

There are some exceptions to loyalty, as it is not always absolute.  

While it should always be a cherished value, if someone that you are loyal to (your boss) happens to 

ǾƛƻƭŀǘŜ ǘƘŜƛǊ ƭƻȅŀƭǘȅ ǘƻ ŜƛǘƘŜǊ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ōƻǎǎ ƻǊ the organization, then your loyalty might better be 

re-directed to a higher authority. For example, if you notice that your boss is mismanaging money or 

practicing illegal accounting practices, you have an obligation (another form of loyalty) to go up the 

chain of command to the next-level supervisor or boss and re-focus your loyalty there by reporting the 
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transgression. In other words, once someone you should be loyal to does something illegal or clearly 

wrong, your loyalty should shift to another rightful leader or authority figure. You must report what you 

have found out to them. If you remain loyal to a boss who has illegally shifted company funds to their 

personal checking account in the Bahamas, failure to report this may cause you to share in the blame 

and even make you an accomplice to the crime. So, loyalty may have to be withdrawn. 

Also, the concept of loyalty means you should trust your boss with both the good news and the bad 

news. !ƴŘ ǘƘŜǊŜΩǎ ŀƴ ŀǊǘ ǘƻ ŘŜƭƛǾŜǊƛƴƎ ōŀŘ ƴŜǿǎ ǘƻ ȅƻǳǊ ōƻǎǎΦ  

First of ŀƭƭΣ ōŀŘ ƴŜǿǎ ŘƻŜǎƴΩǘ ƎŜǘ ŀƴȅ ōŜǘǘŜǊ ǿƛǘƘ ŀƎŜΦ ¢ƘŜ ƭƻƴƎŜǊ ȅƻǳ ǿŀƛǘ ǘƻ ǘŜƭƭ ƛǘΣ ǘƘŜ ǿƻǊǎŜ ǘƘŜ ōŀŘ 

news situation becomes, and the greater the chance that someone outside the organization or unit will 

report it to your boss before you do. If that should happen, you may look like someone who was hiding 

ǘƘŜ ōŀŘ ƴŜǿǎ ŦǊƻƳ ȅƻǳǊ ōƻǎǎ όǘƘŀǘΩǎ ƴŜƛǘƘŜǊ ŀ ƎƻƻŘ ƭƻƻƪ ƴƻǊ ōŜƛƴƎ ƭƻȅŀƭύΦ  

One other tip about handling bad news is that you should always try to think about possible solutions or 

actions to pursue in order to correct or improve the situation. As we now know, bosses really value 

ŜƳǇƭƻȅŜŜǎ ǿƘƻ ǊŜǇƻǊǘ ǿƘŀǘΩǎ ǿǊƻƴƎ ŀǎ ǎƻƻƴ ŀǎ ǇƻǎǎƛōƭŜ ǿƘƛƭŜΣ ŀǘ ǘƘŜ ǎŀƳŜ ǘƛƳŜΣ ƻŦŦŜǊƛƴƎ ǘƘŜƳ 

promising ideas or possible solutions. This approach around the art of delivering bad news both softens 

ǘƘŜ ōƭƻǿ ŀƴŘ ƳŀƪŜǎ ȅƻǳ άǎƘƛƴŜέ ŀǎ ŀ ǾŀƭǳŜŘ ŜƳǇƭƻȅŜŜΦ {ƻΣ Řƻ ȅƻǳr best to report bad news swiftly and 

serve it ǳǇ ǿƛǘƘ ŀ άǎƛŘŜ ƻǊŘŜǊέ ƻŦ ȅƻǳǊ ǇǊƻǇƻǎŜŘ ǎƻƭǳǘƛƻƴ. 

Lastly, loyalty should work both ways (up and down the chain of command). If you are finding that your 

boss is not loyal to you, or that the organization is not loyal to its employees, you might start looking for 

a new job. Not all organizations are loyal to their employees. When you find yourself in an organization 

that lacks either loyalǘȅ ƻǊ ŎƻƴŎŜǊƴ ŀōƻǳǘ ǘƘŜƛǊ ǿƻǊƪŜǊǎΣ ƛǘΩǎ ƻŦǘŜƴ ŀƴ ŜŀǊƭȅ ǎƛƎƴ ƻŦ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

possible downturn or failure. 

What about the second word in the title of this section ς άintegrityέ? What exactly does that mean in 

the world of work?  

LǘΩǎ ŘƻƛƴƎ ȅƻǳǊ Ƨƻō ƛƴ the right way with honesty. LǘΩǎ ƴƻǘ ǿŀǎǘƛƴƎ time or goofing off. LǘΩǎ ƴƻǘ ǎƘȅƛƴƎ ŀǿŀȅ 

from wƘŀǘ ȅƻǳΩǊŜ ǎǳǇǇƻǎŜŘ ǘƻ ōŜ ŘƻƛƴƎ ƻǊ hiding what you haveƴΩǘ ŘƻƴŜΦ LǘΩǎ ōŜƛƴƎ ŀǘǘŜƴǘƛǾŜΣ 

hardworking and responsible ς ƴƻǘ άǎǘŜŀƭƛƴƎέ ƻǊ άŎƘŜŀǘƛƴƎέ ǿƛǘƘ ȅƻǳǊ ǿƻǊƪ ǘƛme. ¢ƘŀǘΩǎ ǎǘŜŀƭƛƴƎ ƳƻƴŜȅ 

ŀƴŘ ǘƘŀǘΩǎ ŘƛǎƘƻƴŜǎǘΦ 

Demonstrating workplace integrity or honesty means you tell the truth to your boss. A good boss knows 

that they cannot perform well or accomplish their mission without the truth being revealed to them. 

They wŀƴǘ ȅƻǳ ǘƻ ƎƛǾŜ ǘƘŜƳ ŀŎŎǳǊŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴΦ ¢ƘŜȅΩƭƭ ōŜ ǊŜƭȅƛƴƎ ƻƴ ȅƻǳ ǘƻ ǘŜƭƭ ǘƘŜƳ ǿƘŀǘ ȅƻǳ 

believe to be true, and will be very disappointed if you should do otherwise. If you should attempt to 

mislead, cover-up, or deceive your boss on an important work matter, they will consider you 

untrustworthy and maybe dishonest. When you demonstrate these negative traits, the working 

relationship between you and your boss will probably never be the same ς or it may simply end a good 

working relationship and even your job. 
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ά[ƻȅŀƭǘȅέ and άƛƴǘŜƎǊƛǘȅέ ŀǊŜ ǘƘŜ ǘǿƻ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ǘǊŀƛǘǎ ŀƴ ŜƳǇƭƻȅŜǊ is looking for and must have in 

an employeeΦ LǘΩǎ ǿƘŀǘ ǘƘŜȅ ŀǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ŦƛǊǎǘ when interviewing job candidates.   

One additional way to better appreciate the value of showing both loyalty and integrity in your job is the 

ƛŘŜŀ ǘƘŀǘ ȅƻǳ ŎŀƴΩǘ ŀƭǿŀȅǎ ōŜ ǘƘŜ ōŜǎǘ ǇŜǊŦƻǊƳƛƴƎ ŜƳǇƭƻȅŜŜ ƛƴ ǘƘŜ ŎƻƳǇŀƴȅΦ ¸ƻǳ ŎŀƴΩǘ ŀƭǿŀȅǎ ƘŀǾŜ ǘƘŜ 

best ideas, make the most sales, or fix the most problems. However, you can excel, all the time, by 

always demonstrating loyalty and integrity. If you do, you are on your way to an excellent performance 

in the two most valued traits for an employer. Following these principles will help you to become 

successful in your job and career. 

Before we end this topic, leǘΩǎ ŎƻƴǎƛŘŜǊ ŀ ǿƻǊŘ ƻŦ Ŏŀǳǘƛƻƴ ŀōƻǳǘ ǘƘŜ ƛƳǇƻǊǘŀƴǘ ǎǳōƧŜŎǘǎ ƻŦ άƭƻȅŀƭǘȅέ and 

άintegrity.έ tǊŀŎǘƛŎƛƴƎ ōƻǘƘ ǾƛǊǘǳŜǎ ŘƻŜǎƴΩǘ ƳŜŀƴ ȅƻǳ ŀŎǘ ǿƛǘƘƻǳǘ ǊŜƎŀǊŘ ǘƻ ǘƘŜ ƛƳǇŀŎǘ ǘƘŜ ǘǊǳǘƘ ƛǎ ƭƛƪŜƭȅ 

to have on other workers, including your boss. For example, if you work with someone who has not 

been doing their job effectively and you go straight to the boss and tell on them, ask yourself the 

question: άwƘŀǘ ŀǊŜ ǘƘŜ ŎƻƴǎŜǉǳŜƴŎŜǎ ƻŦ Ƴȅ ǊŜǇƻǊǘ ƻƴ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΚέ {ƛƴŎŜ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΩǎ 

reputation is at stake, such a report might create an office enemy. So, how do you balance the values of 

άƭƻȅŀƭǘȅ ŀƴŘ ƛƴǘŜƎǊƛǘȅέ ǿƛǘƘ office politics and good relationships?  

Time permitting (that is to say, ǘƘƛƴƎǎ ǿƻƴΩǘ ōƭƻǿ up if you wait a short time to report on the co-

ǿƻǊƪŜǊΩs performance), think about the possibility of first approaching the co-worker and asking about 

your observation or concern. Ask them a question rather than accuse them. For example, ŀǎƪ ǘƘŜƳΣ άL 

noticed that our money or accounting reports have some problems with them, before I report this can 

you add any information about it?έ !ǎƪ ǘƘŜ ǇŜǊǎƻƴ ŦƛǊǎǘ ǘƻ ŜȄǇƭŀƛƴ ǘƘŜ ǎƛǘǳŀǘƛƻƴΦ LŦ ǘƘŜ ǇŜǊǎƻƴ Ƙŀǎ ƳŀŘŜ 

an honest mistake, they will most likely correct it right away and be forever grateful to you for saving 

them a serious ŜƳōŀǊǊŀǎǎƳŜƴǘΦ LŦ ǘƘƛǎ ƛǎ ǘǊǳŜΣ ȅƻǳΩǾŜ ƳŀŘŜ ŀ ƎǊŀǘŜŦǳƭ ŦǊƛŜƴŘ ǿƘƻ ƻǿŜǎ ȅƻǳ ŀ favor for 

the one you just did for ǘƘŜƳΦ LŦ ǘƘŜȅ ƘŀǾŜ ōŜŜƴ ǎǘŜŀƭƛƴƎ ǘƘŜ ƳƻƴŜȅΣ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ǘŜƭƭ ōȅ ǘƘŜ 

ŜƳōŀǊǊŀǎǎƛƴƎ ǊŜŀŎǘƛƻƴ ǘƘŜȅ Ƴŀȅ ƎƛǾŜ ȅƻǳΦ LŦ ǘƘŜȅ ŘƻƴΩǘ ƎƛǾŜ ȅƻǳ ŀ ƎƻƻŘ and believable answer or if they 

ǎǘŀǊǘ ǘƻ ƭƛŜ ŀƴŘ ŎƻǾŜǊ ƛǘ ǳǇΣ ƴƻǿ ȅƻǳ ƪƴƻǿ ƛǘΩǎ ǘƛƳŜ ǘƻ ǊŜǇƻǊǘ ǿƘŀǘ ȅƻǳ ƘŀǾŜ ƭŜŀǊƴŜŘ ǘƻ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ 

authorities. Again, consider the first step of asking the employee you are thinking about reporting for 

their explanation only if time permits. And, if you have any doubts about their answers, go head and 

make your report.  

Professional c ommunications  

¢ƘŜ ǿŀȅ ǿŜ ŎƻƳƳǳƴƛŎŀǘŜ ƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜ ƛǎ ŀƴ ƛƳǇƻǊǘŀƴǘ ǇŀǊǘ ƻŦ ƻǳǊ άǿƻǊƪǇƭŀŎŜ ǇǊŜǎŜƴŎŜǎέ ƻǊ 

professional stature. Earlier, we discussed some of the basic principles of effective communications. We 

discussed the need to be specific, clear and impactful in all our workplace commǳƴƛŎŀǘƛƻƴǎΦ .ǳǘΣ ǘƘŜǊŜΩǎ 

more. [ŜǘΩǎ ŀŘŘ ƻƴ ǘƻ ǘƘŜse earlier style points a few additional professional practices which will make 

you a better professional communicator. 

E-mail ing & texting:  Since e-mailing and texting are often the dominant method of communicating in 

ǘƘŜ ǿƻǊƪǇƭŀŎŜ ǘƻŘŀȅΣ ƭŜǘΩǎ ŎƻƴǎƛŘŜǊ ŀ Ŧew important points about professional electronic 

communications.  
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To begin with, please understand that how you currently write your personal e-mails and text messages 

should not be the way you write you professional electronic messages. Too often, new workers fail to 

understand the need to carefully write and edit their workplace electronic messages and, as a result, 

show a poor, casual or even an unprofessional level of writing skills.  So, in addition to making your 

electronic communications specific, clear and be impactful, be sure to use your best writing skills 

(correct grammar, syntax and spelling). Write your messages carefully, edit them and re-read them with 

an objective and fresh, or first-time, point of view (as someone might first read them). Be sure to ask 

yourself this important question, άis this my best writing and does ǘƘƛǎ ƳŀƪŜ ǎŜƴǎŜ ǘƻ ǘƘŜ ǊŜŀŘŜǊΚέ {ƻΣ 

ǿƘŜƴ ȅƻǳ ǘƘƛƴƪ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ǿǊƛǘƛƴƎ ȅƻǳǊ ŜƭŜŎǘǊƻƴƛŎ ōǳǎƛƴŜǎǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎΣ ōŜŦƻǊŜ ȅƻǳ Ƙƛǘ ǘƘŜ 

άǎŜƴŘέ ōǳǘǘƻƴ, be sure to stop, step back and re-read the message as the person receiving it might. 

wŜƳŜƳōŜǊ ǘƘŜ ƻƭŘ ǎŀȅƛƴƎΣ άan ounce of prevention is worth a pound of cure.έ  

! ǎŜŎƻƴŘ ƳƛǎǘŀƪŜ ǇŜƻǇƭŜ ƻŦǘŜƴ ƳŀƪŜ ǿƘŜƴ ǘƘŜȅΩǊŜ ǿǊƛǘƛƴƎ ǘƘŜƛǊ ǇǊƻŦŜǎǎƛƻƴŀƭ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎ ƛǎ ǘƘŜȅ 

assume the reader knows what they know, and then fail to give the reader sufficient background, details 

or explanations ƴŜŎŜǎǎŀǊȅ ǘƻ Ŧǳƭƭȅ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ Ǉƻƛƴǘ ƻŦ ǘƘŜ ƳŜǎǎŀƎŜΦ LǘΩǎ ŀƭǿŀȅǎ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ ǎǘŀǊǘ 

your e-Ƴŀƛƭ ǿƛǘƘ ŀ ōǊƛŜŦ ǎǘŀǘŜƳŜƴǘ ŀōƻǳǘ ǘƘŜ ǎǳōƧŜŎǘΩǎ ōŀŎƪƎǊƻǳƴŘΦ CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ ƳƛƎƘǘ ǎǘŀǊǘ ōȅ 

ǎŀȅƛƴƎΣ ά¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘƛǎ ƳŜǎǎŀƎŜ ƛǎ ǘƻ ŀƴǎǿŜǊ ȅƻǳǊ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘΧέ oǊΣ άLƴ Ŧƻƭƭƻǿ-up to our 

meeting on March 2ndΣ L ǿŀƴǘ ǘƻΧέ wŜƳŜƳōŜǊΣ ŀƭƭ ƎƻƻŘ ƳŜǎǎŀƎŜǎΣ Ƨǳǎǘ ƭƛƪŜ ƎƻƻŘ ǎǘƻǊƛŜǎΣ ƘŀǾŜ ŀ 

beginning, middle and an end.  

Also, remember that e-mails are both irretrievable and last forever. Once you hit the send button, you 

ŎŀƴΩǘ ǘŀƪŜ ǘƘŜƳ ōŀŎƪ ƻǊ ŘŜǎǘǊƻȅ ǘƘŜƳΦ ¸ƻǳǊ Ŝ-mails or electronic messages will never disappear as long 

as there is electricity on this planet. They can be shared with others you never imagined would see 

them. They can be searched, found and used as evidence in a disciplinary matter or in a legal 

proceeding. So, be careful with what you write. Nothing on the internet is completely private. 

In addition, electronic messages are read in a vacuum. How the message is received and understood 

ŘŜǇŜƴŘǎ ǎƻƭŜƭȅ ƻƴ ǘƘŜ ǿƻǊŘǎ ŎƻƴǘŀƛƴŜŘ ƛƴ ǘƘŜ ƳŜǎǎŀƎŜΣ ƴƻǘ ƻƴ ǘƘŜ ǎŜƴŘŜǊΩǎ ǘƻƴŜ ƻŦ ǾƻƛŎŜ ƻǊ with further 

explanations. Since the person sending the message is not going to be present to explain what they 

meant by a particular word or phrase, extra care should to be taken with your written electronic 

ƳŜǎǎŀƎŜǎΦ LŦ ȅƻǳΩǊŜ ƴƻǘ ŎŀǊŜŦǳƭ ǿƛǘƘ ȅƻǳǊ ǿƻǊŘǎΣ ǘƘŜ ǊŜŀŘŜǊ Ƴŀȅ ǘŀƪŜ ǿƘŀǘ ȅƻǳΩǾŜ ǿǊƛǘǘŜƴ ǘƘŜ ǿǊƻƴƎ 

way. Have you ever read an e-mail which gave you one meaning, only to later learn from the sender that 

he or she meant another? In order to be clear and specific about what you intend to say, especially in in 

your professional messages, take extra care writing and reviewing them before sending. And if you 

receive an unclear or aggravating e-mail, avoid the temptation to immediately fire back an angry reply. It 

might prove more productive to pick up the phone and speak directly to the person before you decide 

to send back an emotional response which might start an unnecessary dispute. My favorite example is 

the time a person in my office got very angry e-mail (or so he thought) from a person who had typed the 

ƳŜǎǎŀƎŜ ŀƭƭ ƛƴ /!tL¢![ [9¢¢9w{Η  ¢ƘŜ ǊŜŎŜƛǾŜǊ ǘƘƻǳƎƘǘ ǘƘŜ ǎŜƴŘŜǊ ǿŀǎ άƘƻƭƭŜǊƛƴƎέ ƻǊ άǎƘƻǳǘƛƴƎέ ŀƴƎǊƛƭȅ 

at him and read the message with that meaning. Based on this interpretation, the person receiving the 

άŀƴƎǊȅέ ƳŜǎǎŀƎŜ ǎŜƴǘ ōŀŎƪ ŀƴ ŀƴƎǊȅ ǊŜǇƭȅΦ hŦ ŎƻǳǊǎŜΣ ŀƴ ŜƭŜŎǘǊƻƴƛŎ ŦƛƎƘǘ soon followed. As the office 

supervisor, I had to calm everyone down and get to the bottom of it. During my interview with the 
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sender, I learned that he always sends his e-mails in all CAPITAL LETTERS because he can see them 

better. The argument turned out to be a total misunderstanding.  

So, be sure to think about the fact that electronic messages are one-dimensional or incomplete 

communications and if you worry that ŀ ƳŜǎǎŀƎŜ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜƴŘ ƳƛƎƘǘ ōŜ ƳƛǎƛƴǘŜǊǇǊŜǘŜŘΣ ŘƻƴΩǘ ǎŜƴŘ 

it. Rather, call or visit the person to discuss the subject. When people are face-to-face, better 

communications and better results are more likely to happen. As a general rule, before you send any 

potential confrontational or communications, set them aside for 24 hours, then read them once more, 

ŀŦǘŜǊ ŀ ƎƻƻŘ ƴƛƎƘǘΩǎ ǎƭŜŜǇΣ ōŜŦƻǊŜ ǎŜƴŘƛƴƎΦ 

Verbal comments: What you say, just like what you write, is always a reflection of your professional 

skills. As a result, you should always be careful about speaking out in professional settings. In general, 

you should be far more careful and considered about what you say at work than you are in non-work or 

social situations.  

One key professional verbal communication strategy is to simply think about what you are going to say 

before you say it. Follow the practice of consciously self-evaluating your comments before you speak 

them. Here are some questions to ponder before you speak: Are my comments directly relevant to what 

is being discussed? Do they advance the conversation in a positive way? Are they sensitive to what 

others have said?  Are my words the right ones to use to say what I mean? Are they clear and do they 

make sense?  

¢ƘŜ άǘƘƛƴƪ ōŜŦƻǊŜ ȅƻǳ ǎǇŜŀƪέ ǊǳƭŜ ƛǎ ŀƭǎƻ ŀ ƎǊŜŀǘ ǿƻǊƪǇƭŀŎŜ ǊǳƭŜΦ !ƴŘ ōŜƛƴƎ ǎƛƭŜƴǘ ƛǎ ƴƻǘ ŀ ōŀŘ ǘƘƛƴƎΦ ¸ƻǳ 

Ŏŀƴ ƻŦǘŜƴ ǎƘƻǿ ǎǘǊŜƴƎǘƘ ƛƴ ǎƛƭŜƴŎŜΣ ŜǎǇŜŎƛŀƭƭȅ ƛŦ ȅƻǳΩǊŜ ƴƻǘ ǎǳǊŜ ǿƘŀǘ ǘƻ ǎŀȅΦ LǘΩǎ ŜŀǎƛŜǊ ǘƻ ŜȄǇƭŀƛƴ ǎƛƭŜƴŎŜ 

όȅƻǳΩǊŜ ōŜƛng thoughtful and listening carefully ς everybody admires these qualities) than it is to explain 

a bad or inappropriate ǊŜƳŀǊƪΦ {ƻΣ ŘƻƴΩǘ ōŜ ŀŦǊŀƛŘ ǘƻ ƘƻƭŘ ōŀŎƪ ȅƻǳǊ ŎƻƳƳŜƴǘǎ ǳƴǘƛƭ ȅƻǳ ŦŜŜƭ ŎƻƴŦƛŘŜƴǘ 

ƛƴ ǿƘŀǘ ȅƻǳ ŀǊŜ ŀōƻǳǘ ǘƻ ǎŀȅΦ 5ƻƴΩǘ ŦŜŜƭ ŎƻƳǇŜƭƭŜŘ ǘƻ ǎǇeak up just for the sake of saying something. If 

you feel you need more information or time ς get it and take it with your silence. When you hold back or 

reserve your opinion because there may be more to learn about the subject, you seem more attentive, 

reflective and, of course, more professional. If you say meaningless things or incorrect things, you soon 

will be not listened to as well (even when you have something valuable to say). So, silence is a powerful 

ally, especially for a novice or new worker.  

Lƴ ŀŘŘƛǘƛƻƴΣ ƛŦ ȅƻǳΩǊŜ ǘƘŜ ǘȅǇŜ ƻŦ ǇŜǊǎƻƴ ǿƘƻ ǘŜƴŘǎ ǘƻ ǘŀƭƪ ƻǳǘ ƭƻǳŘ ŀōƻǳǘ Ƙƻǿ ȅƻǳ ŦŜŜƭ ŀōƻǳǘ ǘƘƛƴƎǎΣ ǘƘŀǘ 

Ƴŀȅ ōŜ ǎƻƳŜǘƘƛƴƎ ȅƻǳΩƭƭ ǿŀƴǘ ǘƻ ŎŀǊŜŦǳƭƭȅ ƳŀƴŀƎŜ ƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΦ Lƴ ƎŜƴŜǊŀƭΣ Ƙƻǿ ȅƻǳ ŦŜŜƭ ƛǎ ƴƻǘ 

something you want to broadcast to others at work. Feelings are emotions which, while valid in human 

ōŜƛƴƎǎΣ ŀǊŜ ƻŦǘŜƴ ŎƻƴǎƛŘŜǊŜŘ ǿŜŀƪƴŜǎǎŜǎ ƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΦ {ƻΣ ƛǘΩǎ ŀ ƎƻƻŘ ƎŜƴŜǊŀƭ ǊǳƭŜ ǘƻ ƳŀƴŀƎŜ ȅƻǳǊ 

emotions carefully at work. Thoughtful comments (reasoned and logical as opposed to emotional) are 

valued more. Plus, work is a more matter-of-fact situation. Good business decisions are more 

thoughtful, considered and planned than feelings or emotions would seem to allow. Plus, your release of 

emotions in the workplace may give other workers clues about how they can manipulate or undermine 

you (for example, by getting you mad and looking out of control).  
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We can learn much about this subject by watching successful poker card players. Have you ever seen 

someone gambling or betting on their playing card hands? No matter how good or bad their poker hand 

or cards are, they always show ǘƘŜ ǎŀƳŜ ŜȄǇǊŜǎǎƛƻƴƭŜǎǎ ŦŀŎŜΦ ¢ƘŜ ǊŜŀǎƻƴ ŦƻǊ ǘƘƛǎ ƛǎ ǘƘŜȅ ŘƻƴΩǘ ǿŀƴǘ ǘƻ 

give their positions away to their opponents by showing joy over a good hand, or despair over a bad 

one. If ǘƘŜ ǇƻƪŜǊ ǇƭŀȅŜǊ ǎƘƻǿǎ ŀƴȅ ŜƳƻǘƛƻƴΣ ǘƘŜƛǊ ƻǇǇƻƴŜƴǘǎ Ǝŀƛƴ ŀƴ ƛƴǎƛƎƘǘ ƻƴ ǿƘŀǘ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΩǎ 

hand is and will have an advantage. That could cost the emotion-showing poker player their money. 

Even when good poker players win, they are often expressionlessΦ ¢ƘŀǘΩǎ ŀ ƎƻƻŘ ǇǊƻŦŜǎǎƛƻƴŀƭ ƭƻƻƪ ŦƻǊ ǳǎ 

all to keep in mind. Emotions tend to give away information that you may not want to be known. 

Also, an expression of emotions in the workplace often tends to commit you to a particular point of view 

or position. By holding in or hiding your true emotions as the conversation or meeting goes on, you have 

more flexibility in hearing more information or data ς and, in turn, are in a better position to change 

ȅƻǳǊ ƳƛƴŘ ǿƛǘƘƻǳǘ ƭƻƻƪƛƴƎ ƭƛƪŜ ȅƻǳΩǊŜ ŦƭƛǇ-flopping your opinion or decision (which is not a good 

professional look).  

So, as a general rule, be extra careful about showing your emotions at work. You can display them when 

ȅƻǳ Ǝƻ ƘƻƳŜΦ LǘΩǎ ǎŀŦŜǊ ǘƘŜǊŜΦ  

Red flag words:  In a highly-charged atmosphere like the workplace (with all its deadlines and 

pressures), the words we choose to use in our communications will either help or hurt our working 

ǊŜƭŀǘƛƻƴǎƘƛǇǎΦ LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ŎƻƴŦƭƛŎǘ Ŏŀƴ ōŜ ŜƛǘƘŜǊ started or avoided depending on 

the words we use when expressing ourselves.  

One secret to successful workplace communications is to understand the concept ŀƴŘ ǇƻǿŜǊ ƻŦ άǊŜŘ ŦƭŀƎ 

words.έ wŜŘ ŦƭŀƎ ǿƻǊŘǎ ŀǊŜ ǘƘƻǎŜ ŎƻƳƳƻƴ (and seemingly innocent) words which take on a different 

connotation when a disagreement is possible. When this starts to happen, these innocent words tend to 

promote conflict rather than foster cooperation and understanding. Knowing about the power of red 

flag words in confrontational situation is an important professional skill which can promote positive 

professional communications and relationships.  

This is also an important subject for your personal relationships.  

Did you ever get in a fight with a family member or close friend and found youǊǎŜƭŦ ǎŀȅƛƴƎ άǿŜƭƭΣ ȅƻǳ 

ǎŀƛŘΧ,έ ƻnly to get an angry or confrontational reply back? Did things start to get worse when you said, 

άyou ǎŀƛŘέ?  LǘΩǎ ƭƛƪŜƭȅ ǘƘŀǘ ƛǘ ŘƛŘΦ !ƴŘΣ ǘƘŜ ǊŜŀǎƻƴ ŦƻǊ ǘƘƛǎ ǊŜŀŎǘƛƻƴ ǿŀǎ that you put the other person on 

ǘƘŜ ŘŜŦŜƴǎƛǾŜ ōȅ ǎŀȅƛƴƎ άȅƻǳ ǎŀƛŘ.έ ²ƛǘƘ ǘƘŀǘ big red flag word (you) in the air, the other person likely 

goes on the defensive because they believe you were using their own words to challenge their position. 

And thus, the argument has begun. Therefore, ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ƛƳǇŀŎǘ ƻŦ ǊŜŘ ŦƭŀƎ ǿƻǊŘǎ 

during tense conversations, be they professional or personal. With this knowledge and skill to manage 

your use of άǊŜŘ ŦƭŀƎέ ǿƻǊŘǎΣ ȅƻǳ ǿƛƭƭ ƎǊŜŀǘƭȅ ƛƳǇǊƻǾŜ ȅƻǳǊ ŀōƛƭƛǘȅ ǘƻ ōŜ ǇƻǎƛǘƛǾŜ ŜǾŜƴ ǿƘŜƴ ǘŜƳǇŜǊǎ 

might flare. This will make you both more effective and professional. 

What are the red flag words?  
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!ƎŀƛƴΣ ōȅ ǘƘŜƳǎŜƭǾŜǎ ǘƘŜȅ ŀǊŜ ǉǳƛǘŜ ƛƴƴƻŎŜƴǘ ǳƴǘƛƭ ǘƘŜȅΩǊŜ ƛƴǘǊƻŘǳŎŜŘ ƛnto tense, emotionally charged 

conversations. These innocent words quickly lose their innocence when the situation becomes an 

argument. In fact, these red flag words can start an argument where one might have not happened. Red 

flag words can act like a red cap in front of a bull (as in bull fight) urging tƘŜ ƻǘƘŜǊ ǇŀǊǘȅ ǘƻ άŎƘŀǊƎŜέΦ 

!ƴŘΣ ǘƘŜ ōƛƎƎŜǎǘ ǊŜŘ ŦƭŀƎ ǿƻǊŘ ƻŦ ŀƭƭ ƛǎ ǘƘŜ ǿƻǊŘ άyou.έ  

Here are the more common red flag words to be on the lookout for and avoid when you can: 

1. You 

2. Need 

3. Must 

4. /ŀƴΩǘ 

5. Easy 

6. Just 

7. Only 

8. Fast 

9. Listen 

10. Look 

[ŜǘΩǎ ǎŀȅ ǘƘŜǎŜ ǊŜŘ ŦƭŀƎ ǿƻǊŘǎ ƛƴ ŀ ǎŜƴǘŜƴŎŜ ƛƴ ƻǊŘŜǊ ǘƻ ōŜǘǘŜǊ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜƛǊ ǇƻǘŜƴǘƛŀƭ ƛƳǇŀŎǘ ƻƴ 

creating or escalating conflict. Also, notice the alternative statements (in bold italics) which offer a 

more positive and less confrontational way of saying the same thing. Being aware and alert around red 

flag words can work to your advantage. 

1. I need you to tell me.  ς   Help me to understand. 

2. You must wait. ς LΩƭƭ try to help you as soon as I can. 

3. I ŎŀƴΩǘ help you. ς IŜǊŜΩǎ where you can get the help you need. 

4. hƘΣ ǘƘŀǘΩǎ easy for you to do. ς Can you help me get this done? 

5. If you would just do this. ς Can I help you do this? 

6. I only want this. ς Can we do this? 

7. We need this fast. ς How soon can we do this? How can I help? 

8. I need you to listen. ς What about these points? How could we respond? 

9. LookΣ LΩƳ ƴƻǘ ŦƛƴƛǎƘ ǘŀƭƪƛƴƎ ǘƻ you. ς Please, can I add one more thing? 

Did you notice how less confrontational asking a question can be instead of making a statement? And, 

did you notice how putting the both wordǎ άLέ ŀƴŘ άȅƻǳέ ƛƴǘƻ ǘƘŜ ǎŜƴǘŜƴŎŜ made it seem more like a 

Ƨƻƛƴǘ ƻǊ ǎƘŀǊŜŘ ǇǊƻōƭŜƳ ǊŀǘƘŜǊ ǘƘŀƴ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΩǎ Ŧŀǳƭǘ or responsibility? 

Practice your recognition of red flag words or statements and try to develop your skill to avoid conflict 

by communicating your points in a softer and more objective, professional manner. 
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How to set priorities and  manage time  

Work is often busy, pressure packed and sometimes overwhelming. YƻǳǊ ƭƛǎǘ ƻŦ άǘƘƛƴƎǎ ǘƻ Řƻέ can often 

expand well beyond the time available to get them done. Moreover, it may be hard to know which 

things to do first, second or third. Your ability to prioritize and set deadlines may get blurred as 

everything seems due immediately. Moreover, ȅƻǳΩǊŜ ƭƛƪŜƭȅ ǘƻ ƎŜǘ ƳƻǊŜ ŘƛǊŜŎǘƛƻƴ ƻƴ ǎŜǘǘƛƴƎ ǇǊƛƻǊƛǘƛŜǎ 

and establishing deadlines from your teachers in school, rather than from your boss at work. The reason 

for this lack of clarity in the workplace is the fact that your boss has his or her own work to do and may 

not have the time necessary to give you the direction you need to set priorities or properly manage your 

work. At the workplace, you simply get assignments or tasks with the only direction ōŜƛƴƎ άƘŜȅΣ ƎŜǘ ǘƘƛǎ 

done right away.έ 

So, how do you organize yourself and manage chaos at the workplace? There are a few simple tips or 

rules to follow which can help you. The first is to have a basic framework for setting priorities.  

In school, your sense of priorities (what should be done first, second or third) is very often different 

from what it needs to be at work. For example, in school, your sense of priorities is probably defined for 

you by teachers who have carefully planned the semestŜǊΩǎ ǿƻǊƪ ŀƴŘ already set deadlines and time 

frames for each part of the instructional program (syllabus) ς which include reasonable dates for papers, 

quizzes and tests. In other words, thereΩǎ already a well-considered schedule to guide you as you plan 

your time and effort.  

As ǿŜΩǾŜ ŘƛǎŎǳǎǎŜŘΣ what your teachers do in school will probably not be what your boss will do in the 

workplace. Your boss will give you work and will not define for you any well-planned timeframes or 

schedules to follow. As we enter the workplace, we will need a new strategy for setting priorities and 

managing our time. 

Plus, at work, you will be getting assignments from many sources. For example, you will have work goals 

or things you want to accomplish. The company will have things it needs you to do. Your customers or 

clients will be asking you to get other things done for them. And your boss will be giving you 

assignments. If all four give you an assignment at the same time, how would you prioritize them? Which 

source of work holds the highest priority for you to consider as you plan your work on your own? 

Given the four possible sources of work described above, a good general rule for you to follow in the 

setting of your priorities is:  

V Priority #1 = do what the boss needs you to do  

V Priority #2 = do what your company or organization needs you to do 

V Priority #3 = do what your customers/clients need 

V Priority #4 = do what you want to accomplish in your job 

¸ƻǳǊ ōƻǎǎΩ ƴŜŜŘǎ ǎƘƻǳƭŘ ŀƭƳƻǎǘ ŀƭǿŀȅǎ ōŜ ȅƻǳǊ ŦƛǊǎǘ ǇǊƛƻǊƛǘȅΦ wŜƳŜƳōŜǊΣ ȅƻǳǊ ōƻss hired you and pays 

you to help him or her get the job done. Be sure to watch and listen to the boss for what their priorities 

are and attempt to address and respond to ǘƘŜƳ ŦƛǊǎǘΦ CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳǊ ōƻǎǎ ƳƛƎƘǘ ǘŜƭƭ ȅƻǳ ǘƘŀǘ ǘƘŜȅΩǊŜ 

working on a report thŀǘΩǎ ŘǳŜ ƴŜȄǘ ǿŜŜƪ ŀƴŘ ǘƘŜȅ ƴŜŜŘ ǎƻƳŜ Řŀǘŀ ƻǊ ƛƴŦƻǊƳŀǘion from you. Make that 
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need or assignment your highest priority. Serve the boss well and they will both appreciate and reward 

you. NoǘƘƛƴƎ ǿŀǊƳǎ ǘƘŜ ōƻǎǎΩs heart more than an employee who pays close attention and gives the 

highest priority to what they need to get done. 

After you serve the boss as your first priority, next address the other priorities on the list above. If you 

keep this general sense or rank order of priorities ever-present in your mindΣ ȅƻǳΩƭƭ ōŜ ǿŜƭƭ ƻƴ ȅƻǳǊ ǿŀȅ 

to properly managing your work and becoming a valued employee.  

What if you follow this general rule of setting priorities and there still is too much work to get done in 

the time available? What should you do now? First, sort out all your work assignments or tasks into the 

four categories based on the model above (#1 = boss; #2 = company; #3 = customer/client; and #4 = 

your goals). Then, create priorities within each of these four categories. With this sorting or arranging of 

your workΣ Ǝƻ ǘƻ ȅƻǳǊ ōƻǎǎ ŀƴŘ ǇǊŜǎŜƴǘ ǘƘŜ ǿƻǊƪ ƭƛǎǘ ǘƻ ǘƘŜƳ ŀƴŘ ŀǎƪΣ ά²Ƙŀǘ Řƻ ȅƻǳ ǿŀƴǘ ƳŜ ǘƻ Řƻ мst, 

2nd, 3rd, 4thΣ ŜǘŎΦΚέ IŀǾŜ ȅƻǳǊ ōƻǎǎ ƘŜƭǇ ȅƻǳ ŎƻƴŦƛǊƳ όƻǊ ƴƻǘύ Ƙƻǿ ȅƻǳ should prioritize your work. This 

gesture acknowledges your understanding that the boss is the top priority in setting your work priorities. 

If the boss changes your prioritiesΣ ǘƘŜƴ ȅƻǳΩǊŜ ǎǘƛƭƭ ŘƻƛƴƎ ǿƘŀǘ ǘƘŜ ōƻǎǎ ǿŀƴǘǎ you to do first.  

²ƘƛƭŜ ǿŜΩǊŜ ƻƴ ǘƘŜ ǎǳōƧŜŎǘ ƻŦ Ƙƻǿ ǘƻ ǎŜǘ ǇǊƛƻǊƛǘƛŜǎ ƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΣ ƭŜǘΩǎ ŘƛǎŎǳǎǎ ǘǿƻ ŘŀƴƎŜǊƻǳǎ 

workplace trends that can derail your performance at work. The first is the ever-so-fashionable 

ǘŜŎƘƴƛǉǳŜ ŎŀƭƭŜŘ άƳǳƭǘƛ-tasking.έ aǳƭǘƛ-tasking gives us a rush. It makes us feel important, busy and 

productive. It seems like the only way to respond to being over-worked and not having enough time to 

do your work. And, we feel good about ourselves when we simultaneously talk on the phone, while 

reading and responding to an e-mail. Everybody seems to be doing it and even brŀƎƎƛƴƎ ŀōƻǳǘ ƛǘΦ LǘΩǎ ŀ 

workplace craze. .ǳǘΣ ǘƘŀǘ ŘƻŜǎƴΩǘ ƳŜŀƴ ƛǘΩǎ ǇǊƻŘǳŎǘƛǾŜ ƻǊ ŜŦŦŜŎǘƛǾe. In fact, studies have shown ƛǘΩǎ not. 

Studies show that you do not perform at your best while multi-tasking. In fact, multi-tasking almost 

always negatively impacts the quality of the work you perform. 

The merits and positive beliefs about multi-tasking is a fallacy of our modern high-tech culture. While 

Ƴƻǎǘ ǇŜƻǇƭŜ ǘƘƛƴƪ ƛǘΩǎ ƎƻƻŘ ŦƻǊ ǘƘŜƳΣ ǊŜǎŜŀǊŎƘ ǎƘƻǿǎ ǘƘŀǘ ƛǘ ŀŎǘǳŀƭƭȅ ŘŜŎǊŜŀǎŜǎ ǇǊƻŘǳŎǘƛǾƛǘȅΦ  {ƻƳŜ 

studies have shown that while multitasking, your IQ or ability to perform at your best is reduced by 5 

points for women and (women, ȅƻǳΩƭƭ ƭƻǾŜ ǘƘƛǎύ мр Ǉƻƛƴǘǎ ŦƻǊ ƳŜƴΦ {ƻΣ ƛƴ either case, ȅƻǳΩǊŜ ƭƻǎƛƴƎ ŀƴ 

amount of your brain power to the fashionable lure of multi-tasking. Now, that may not sound like much 

of a loss, but think about it this way: ƛǘΩǎ ŜƴƻǳƎƘ ƻŦ ŀ ƭƻǎǎ ǘƘŀǘ Ƴƻǎǘ {ǘŀǘŜǎ ŀǊŜ ōŀƴƴƛƴƎ ǘŀƭƪƛƴƎ ƻƴ ȅƻǳǊ 

cell phone while driving. Why? Driving requires 100% of your attention in order to minimize your risks of 

having a crash. Some studies have equated talking on your cell phone while driving to be as dangerous 

as ŘǊƛǾƛƴƎ ŘǊǳƴƪΦ ²ƻǿΣ ǘƘŀǘΩǎ ŀ ōƛƎ ŘǊƻǇ ƛƴ ǇŜǊŦƻǊƳŀƴŎŜ! And always remember: just because something 

is fashionable, it ŘƻŜǎƴΩǘ ƳŜŀƴ ƛǘΩǎ ƎƻƻŘ ŦƻǊ ȅƻǳΦ bƻǘ ǘƻƻ ƭƻƴƎ ŀƎƻΣ ƛǘ ǿŀǎ ŎƻƴǎƛŘŜǊŜŘ ŦŀǎƘƛƻƴŀble and 

sophisticated to smoke cigars, pipes and cigarettes at workΦ ²ŜƭƭΣ ǘƘŀǘ ŘƛŘƴΩǘ ǘǳǊƴ ƻǳǘ ǎƻ ǿŜƭƭΣ ŘƛŘ ƛǘΚ 

¢ƘŜ ǎŜŎƻƴŘ ŘŀƴƎŜǊƻǳǎ ǘŜŎƘƴƛǉǳŜ ōƻǊƴ ƻŦ ǘƘŜ ǘŜŎƘƴƻƭƻƎȅ ǊŜǾƻƭǳǘƛƻƴ ƛǎ άƛƴǘŜǊƴŜǘ ǎǳǊŦƛƴƎέ ƻǊ ǘƘŜ ǘƛƳŜ-

drain associated with the constant checking of your emails, browsing social network sites, online 

shopping, checking the news, or just roaming the infinite virtual universe. Talk about a bunch of άōƭŀŎƪ 
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ƘƻƭŜǎέ ǿƘŜǊŜ ŜǾŜƴ ƭƛƎƘǘ ŎŀƴΩǘ ŜǎŎŀǇŜ! DƻƴΩǘ Ŧŀƭƭ ƛƴǘƻ that temptation, because before you know it, your 

productive time will seem to mysteriously disappear. 

LǘΩǎ ǿƻǊǘƘ ƴƻǘƛƴƎ ǘƘŀǘ ǎŎƛŜƴŎŜ ǘŜƭƭǎ ǳǎ ǘƘŀǘ ǘƘŜ ōǊŀƛƴ ƎŜǘǎ ŀ ōƻƻǎǘ ŦǊƻƳ άƛƴǘŜǊƴŜǘ ǎǳǊŦƛƴƎ.έ Lǘ ƎŜǘǎ 

stimulated by the distraction of constantly having new things to see. The brain is enticed and pulled by a 

craving for new and constantly stimulating information. There is an excitement and anticipation that 

results form from web surfing. LŦ ȅƻǳ ǎǘǳŘȅ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ άŀŘŘƛŎǘƛƻƴ,έ ǿŜō ǎǳǊŦƛƴƎ Ŏŀƴ ōŜŎome an 

addiction for your brain and ǘƘŀǘΩǎ ƴƻǘ Ǝƻod for you. So, beware and be careful. 

If the practices of multi-tasking and web surfing ŀǊŜƴΩǘ ǘƘŜ ōŜǎǘ ǿŀȅ ǘƻ ƎŜǘ ȅƻǳǊ ǿƻǊƪ ŘƻƴŜΣ ǿƘŀǘ ǎƘƻǳƭŘ 

you do? 

With regards to multi-tasting, start practicing single tasking and following the prioritizing strategy 

mentioned above. In addition, there is always the old fashion idea of starting your work earlier and/or 

working longer to get it all ŘƻƴŜΦ {ǳǊŜΣ ǘƘŀǘΩǎ ƴƻǘ ŀǎ ŜȄŎƛǘƛƴƎ ŀǎ Ƴǳƭǘƛ-tasking, but it will prove to be more 

exciting when you get that bonus or promotion.  

With regards to internet surfing at work or when you should be doing work, watch yourself for warning 

ǎƛƎƴǎ ǘƘŀǘ ȅƻǳΩǊŜ wasting time aimlessly web surfing. If you find yourself sliding into this black hole, pull 

yourself out of it by employing your internal leadership skills to get back to what you should be doing.  

Along these lines, one of the biggest workplace pitfalls facing workers today is the idea that while they 

ŀǊŜ ƎŜǘǘƛƴƎ ǇŀƛŘ ŦƻǊ у ƘƻǳǊǎ ŀ ŘŀȅΣ ǘƘŜȅΩǊŜ ƻŦǘŜƴ ƎƛǾŜƴ ǿƻǊƪ ǿƘƛŎƘ Ŏŀƴƴƻǘ ōŜ ǇŜǊŦƻrmed in that amount 

of time. How you respond to this challenge may spell the difference between your success and failure. If 

this happens to you, here are some important strategies or ways to work through this challenge. 

First, be sure that you are setting your priorities correctly. Maybe the less important work is holding you 

back from finishing the more important work. Sometimes the less important work is more fun to do 

ǘƘŀƴ ǘƘŜ ƳƻǊŜ ƛƳǇƻǊǘŀƴǘ ǿƻǊƪΦ wŜƳŜƳōŜǊΣ ǿƻǊƪ ƛǎƴΩǘ ŀƭǿŀȅǎ Ŧǳƴ, and ƛǘΩǎ ǘƘŜ ƳƻǊŜ important work that 

the boss will notice is not getting done (or is getting done well). Examine your priorities carefully ς and if 

ȅƻǳ ƴŜŜŘ ƎǳƛŘŀƴŎŜ ǇǊƛƻǊƛǘƛȊƛƴƎ ǿƻǊƪΣ ƛǘΩǎ ǳǎǳŀƭƭȅ ƻƪŀȅ ǘƻ ŀǎƪ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ǿƘŀǘΩǎ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ƻǊ 

has the tightest timeframe. 

Second, understand that there are probably few workers in the world who go home every night and say 

to themselves, άI got everything done today.έ Some nights that might be true, but for the vast majority 

of time, workers Ǝƻ ƘƻƳŜ ŦŜŜƭƛƴƎ ǘƘŀǘ ǘƘŜȅ ŘƛŘƴΩǘ Ǝet everything done. Try to accept that feeling and not 

let it disturb you too much (especially once you are off the clock and need to relax or take care of 

errands). Recognize that iǘΩǎ ōƻǘƘ ƴŀǘǳǊŀƭ ŀƴŘ ƴƻǊƳŀƭ to feel that way. When you think about it, thaǘΩǎ 

ǿƘȅ ȅƻǳΩǊŜ ƴŜŜŘŜŘ ŀǘ ǿƻǊƪ ǘƘŜ ƴŜȄǘ Řŀȅ όǘƻ Řƻ ǿƘŀǘ ŘƛŘƴΩǘ ƎŜǘ ŘƻƴŜύΦ {ǘƛƭƭΣ ƛŦ ǘƘƛǎ ŦŜŜƭƛƴƎ ƛǎ ƻǾŜǊƭȅ 

worrying or distracting ǘƻ ǘƘŜ Ǉƻƛƴǘ ǿƘŜǊŜ ȅƻǳΩǊŜ ŦǊǳǎǘǊŀǘŜŘ ƻǊ ǿƻǊǎŜΣ Ǝƻ ōŀŎƪ ǘƻ ǘƘŜ ǎǘǊŀǘŜƎȅ ƻŦ re-

setting your priorities, consulting with your boss on how to get it all done on-time if needed. Sometimes, 

these discussions will lead the boss to either share your work with others or even hire another person to 

help you and your team.  
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Next, look at your time allotment for getting your work done. Are you taking too many breaks? Are you 

overly distracted by other things? Are you operating as efficiently as you could be? The truth is, workers 

spend much of the day doing things that may not be productive ς like socializing with others, surfing the 

web, taking long breaks and long lunches, or day-dreaming about the weekend. So, study your 

workplace practices as well as your level of concentration. Nobody works 8 straight hours without a 

break. Everyone takes a few minutes to stop working and take a much-needed rest. Some amount of 

break time is necessary to keep your performance high all day long. ¢ƘŀǘΩǎ ǿƘȅ ǎǇƻǊǘǎ ǘŜŀƳǎ ƘŀǾŜ 

timeouts, periods and half-time breaks. Many offices even have policies allowing or requiring a short 

break every several hours, which can help employees stay healthy and focused. {ƻΣ ŘƻƴΩǘ ƎƛǾŜ-up those 

refreshing stoppages to your work routine. YouΩƭƭ need them in order to keep going strong.  

If time is still too short for you to get your work done and youΩǊŜ ƴŜǿ ŀǘ ǘƘŜ job, remember that your 

efficiency will improve as you become more familiar with the work. So, find a way to feel at-ease with 

the situation and see if your frustration melts always as your experience grows.  

You may also consider if more training might help. Training can be either formal (a special class) or on-

the-job (a more seasoned worker who coaches or teaches you more about a task or set of tasks). 

Employers understand and tend to support employee training when needed to help with performance. 

It just makes sense as ŀƴ άƛƴǾŜǎǘƳŜƴǘέ ƛƴ ŜƳǇƭƻȅŜŜ ǉǳŀƭƛǘȅ. Keep the need for training in mind and 

request it when it seems necessary. Your boss may find an on-the-job mentor or even pay for training 

outside of the office, which will help your performance in the short term and the long run. 

Another skill to practice around time management is to make sure youΩǊŜ always following this very 

important rule about work, work assignments and meetings. The rule is: 

ά{Ƙƻǿ up ς on-time ς and prepared.έ   

Make this your motto. Consider this rule essential and vital for workplace success.  

[ŜǘΩǎ ōǊŜŀƪ down the άǎƘƻǿ up ς on-time ς and ǇǊŜǇŀǊŜŘέ rule into its basic parts.  

CƛǊǎǘΣ άǎƘƻǿ up.έ Sƻ ƳǳŎƘ ǿƻǊƪǇƭŀŎŜ ǎǳŎŎŜǎǎ ŎƻƳŜǎ ŦǊƻƳ Ƨǳǎǘ ōŜƛƴƎ ǿƘŜǊŜ ȅƻǳΩǊŜ ǎǳǇǇƻǎŜŘ ǘƻ ōŜΦ ¸ƻǳǊ 

physical presence at work, at an appointment or meeting sets the stage for your success. Conversely, if 

ȅƻǳΩǊŜ ƴƻǘ ǘƘŜǊŜ, failure becomes a real possibility. Too many workers cut corners around this essential 

ǊǳƭŜΦ ¢ƘŜȅ Ŏŀƭƭ ƛƴ άǎƛŎƪέ ƳƻǊŜ ǘƘŀƴ ǘƘŜȅ ǎƘƻǳƭŘΦ ¢ƘŜȅ Ƴƛǎǎ ƳŜŜǘƛƴƎǎ or events that are important for 

ǘƘŜƳ ǘƻ ŀǘǘŜƴŘΦ [ŜǘΩǎ ōŜ ŦǊŀƴƪ: they might be lazy or even afraid of an event and, as a result, let 

themselves miss it. 5ƻƴΩǘ ƭŜǘ ȅƻǳrself fall into this trap. Commit yourself to the practice of always 

άǎƘƻǿƛƴƎ up.έ hƴƭȅ Ǿƛolate this rule when you have a very real excuse, like you are too sick to work 

(nobody wants you to show up when you have a fever and are sneezing or coughing), or are in a real 

emergency, like if someone close to you needs your help.  

If you need to be absent from your job for any kind of appointment, schedule in advance and also ask 

for permission from your supervisor before you make the appointment. For example, there may be an 

important meeting that would conflict with the appointment, there may be a major deadline that will 
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ƴŜŜŘ ȅƻǳǊ ŀǘǘŜƴǘƛƻƴ ǘƘŀǘ ŘŀȅΣ ƻǊ ƛǘ Ƨǳǎǘ ƳƛƎƘǘ ōŜ ƛƳǇƻǎǎƛōƭŜ ǘƻ ŦƛƴŘ ǎƻƳŜōƻŘȅ ǘƻ άŦƛƭƭ ȅƻǳǊ ǎƘƛŦǘέ ς so 

your boss may need you to find another time to meet with your doctor or dentist. It will cause problems 

ƛŦ ǘƘŜȅ ŘƻƴΩǘ ƪƴƻǿ ƛƴ ŀŘǾŀƴŎŜ ŀƴŘ ȅƻǳ ŘƻƴΩǘ άǎƘƻǿ ǳǇέ ōȅ ǎƛƳǇƭȅ ŎŀƭƭƛƴƎ ƻǳǘ ǘƘŜ ǎŀƳŜ Řŀȅ.  

If you are thinking about not showing up where you are supposed to be because you might be afraid of a 

meeting or eventΣ ǊŜƳŜƳōŜǊ ŦŜŀǊ ƎƛǾŜǎ ȅƻǳ ǘǿƻ ŎƘƻƛŎŜǎΦ ¢ƘŜ ŦƛǊǎǘ ƛǎ άŦƭƛƎƘǘέ όǊǳƴƴƛƴƎ away and not 

showing-up as required). The second is άŦƛƎƘǘέ όōŜƛƴƎ ŎƻǳǊŀƎŜƻǳǎ ŀƴŘ ŘƻƛƴƎ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎύΦ ¢ƘŜ ǎŀŘ 

truth about running away or not showing up is that when you eventually show up, you will likely have 

far more to fear than the work or meeting you missed.  

The reason why showing up is so critical is that not showing up makes an employee look seriously 

undependable and not dedicated to the job and, perhaps, afraid of taking on necessary or difficult tasks. 

Also, you miss so much important informŀǘƛƻƴ ǿƘŜƴ ȅƻǳΩǊŜ ƴƻǘ ǇǊŜǎŜƴǘ, so you may fall behind those 

who showed up. With that in mind, commit yourself to always showing ǳǇ ǿƘŜǊŜ ȅƻǳΩǊŜ ǎǳǇǇƻǎŜŘ ǘƻ ōŜΦ  

After showing ǳǇ ǿƘŜǊŜ ȅƻǳΩǊŜ ǎǳǇǇƻǎŜŘ ǘƻ ōŜΣ ǘƘŜ second rule is to be άƻƴ time.έ ¢Ƙƛǎ ƛǎ Ƨǳǎǘ as 

important ς and may even be more important, depending on the situation. When you are late to a 

meeting, other attendees may think negatively of your performance. Plus, being late can be rude and is 

often viewed as disrespectful to those who showed up on time. In its own way, being late to work or a 

meeting is like stealing money from the company (because time is money ς for your salary, the 

paychecks of other attendees, and any logistics or supplies for the meeting itself).  

Now, sometimes ǿŜΩǊŜ ŀƭƭ late to meetings. In such a situation, it is important to express your regret for 

being late and offer a short explanation for why. For example, ȅƻǳ ƳƛƎƘǘ ǎŀȅ όƛŦ ǘǊǳŜύ άLΩƳ ǾŜǊȅ ǎƻǊǊȅ ǘƻ 

be late, there was an accident and heavy traffic on my way here.έ Whatever the reason, make sure that 

it is true and genuine ς and also commit to being on time in the future. 

Even if you always have a good excuse for being late, being late too much can easily become dangerous 

to your reputation. Understand, that in a competitive working environment co-workers love to gossip 

about other co-workers. And, being late gives your coworkers an opportunity to gossip about you.  

Also, both άshowing-upέ ŀƴŘ ōŜƛƴƎ άon-timeέ ŀǊŜ ǇƻǿŜǊŦǳƭ ǇǊŀŎǘƛŎŜǎ ǿƘƛŎƘ create opportunities to gain 

both knowledge as well as respectΦ LŦ ȅƻǳ ŘƻƴΩǘ ǇǊŀŎǘƛŎŜ ǘƘŜǎŜ ǎƪƛƭƭǎΣ ȅƻǳΩƭƭ ǊŜŘǳŎŜ ȅƻǳǊ chances of being 

seen in a favorable light. The boss is far more likely to give good assignments and extra consideration to 

those employees who are dependable in these ways. Missing meetings and being late can quickly take 

you out of consideration for career enhancing opportunities. On the other hand, being reliable and on-

time ς and contributing well to meetings and work products ς can put you in front of the line for 

developing your career, being promoted, and even getting a raise. 

The third part of this ǊǳƭŜ ƛǎ άto be ǇǊŜǇŀǊŜŘέΦ  

{ƛƴŎŜ ȅƻǳΩǊŜ ƳŀƪƛƴƎ ǘƘŜ ŜŦŦƻǊǘ ǘƻ ǎƘƻǿ up and be on ǘƛƳŜΣ ȅƻǳ ƳƛƎƘǘ ŀǎ ǿŜƭƭ Ǝƻ ŀƭƭ ǘƘŜ ǿŀȅ ŀƴŘ άōŜ 

ǇǊŜǇŀǊŜŘέ ŦƻǊ ǘƘŜ ƳŜŜǘƛƴƎ ƻǊ ŜǾŜƴǘΦ Being prepared means anticipating what will happen or be 

discussed and having something to contribute to the proceedings. All it takes is study, reflection, 
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consideration, and ς if needed ς producing materials for yourself or your team. Sometimes this means 

just taking the time needed ǘƻ ǊŜŀŘ ǘƘŜ ƳŜŜǘƛƴƎΩǎ ŀƎŜƴŘŀ (when there is one), going through any extra 

links or documents, and noting what you can add to the discussions. If you are asked to bring anything 

άǘƻ ǘƘŜ ǘŀōƭŜέ ς such as a presentation or handout ς make sure to prepare it in advance and practice 

your speech or talking points. After all, why invest all that energy into attending the meeting or event 

without being prepared and making the most of it? 

Now that you know and understand the significance of άǎƘƻǿing upέ ς άon-timeέ ς  and άōŜƛƴƎ 

prepared,έ start practicing those work skills as soon as possible (ŜǾŜƴ ǿƘƛƭŜ ȅƻǳΩǊŜ ǎǘƛƭƭ in school)Φ LǘΩǎ 

amazing how easy habits (both good and bad ones) are to follow once you practice them for a while. 

Make these workplace rules a regular set of habits now, and before you know it, it will be easier to 

follow them than to break them.  

[ŀǎǘƭȅΣ ƭŜǘΩǎ ŀŘƳƛǘ ǘƘŀǘ ǎƻƳŜǘƛƳŜǎ ŀ ōoss or organization will give their workers too much work to 

perform ς and even when we follow all these techniques around setting priorities and managing time 

effectively, there still might be a problemΦ Lƴ ǘƻŘŀȅΩǎ ŎƻƳǇŜǘƛǘƛǾŜ ǿƻǊƪǇƭŀŎŜΣ ǘƘŜ ǇǊŀŎǘƛŎŜ ƻŦ ŘƻƛƴƎ ƳƻǊŜ 

with less (doing more work with fewer resources or workers) has made this a harsh reality. IŦ ȅƻǳΩǾŜ 

tried all ǘƘŜǎŜ ǘŜŎƘƴƛǉǳŜǎ ŀƴŘ ƛǘΩǎ ǎǘƛƭƭ ƛƳǇƻǎǎƛōƭŜ ǘƻ ƎŜǘ ƛǘ ŀƭƭ ǘƘŜ ǿƻǊƪ ŘƻƴŜ, simply go to your boss and 

ǘŜƭƭ ǘƘŜƳ ǘƘŀǘ ȅƻǳΩǾŜ ǎŜǘ ȅƻǳǊ ǇǊƛƻǊƛǘƛŜǎ ŜŦŦŜŎǘƛǾŜƭȅΣ managed you time, taken work home (as needed), 

and dependably showed up on-time and prepared. A good boss will be sympathetic to the conversation 

ōŜŎŀǳǎŜ ȅƻǳΩǾŜ ŘƻƴŜ all you should have done, and they may adjust your workload or give you more 

supports to finish tasks. In such cases, the act of reporting your inability to get the job done is not a sign 

ƻŦ ŦŀƛƭǳǊŜΦ LǘΩǎ ŀƴ ŀŎǘ ƻŦ ŘǳǘȅΦ LǘΩǎ ŀƭǎƻ ƛƳǇƻǊǘŀƴǘ ǘƻ ǘŀƪŜ ǘƘƛǎ ǎǘŜǇ ōŜŦƻǊŜ ȅƻǳΩǾŜ ƳƛǎǎŜŘ ƪŜȅ ŘŜŀŘƭƛƴŜǎΦ ¸ƻǳ 

will be more creditable by having this conversation with your boss before any negative outcomes or 

poor performance has happened. By raising this subject with the boss, after taking the actions suggested 

above, you will have been proactive and responsible (both admirable qualities).  

Remember, the boss has a responsibility to manage you. That means helping you to perform 

successfully. If you ask the boss for help, beŦƻǊŜ ǇƻƻǊ ǇŜǊŦƻǊƳŀƴŎŜ ƘŀǇǇŜƴǎΣ ǘƘŜȅΩƭƭ ǿŀƴǘ to act (do their 

job) to help your improve your performanceΦ ¦ƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ȅƻǳǊ ōƻǎǎ ŀƭǎƻ Ƙŀǎ ŀ ōƻǎǎ ŀƴŘ ǘƘŜȅ ŘƻƴΩǘ 

want to have to report to their boss the fact they knew you were running late with a key project or miss 

a deadline and they did nothing to help you.  

As mentioned, your boss may respond with additional training, moving some of your duties to others, 

assigning others to help, extend deadlines, give you strategies or ideas on how to most efficiently go 

forward to meet the deadline or even take you with them to meet their boss for further counsel and 

advice on how best to proceed. 

{ƻΣ ƛŦ ȅƻǳ ŜǾŜǊ ŦƛƴŘ ȅƻǳǊǎŜƭŦ ƛƴ ǘƘƛǎ ǎƛǘǳŀǘƛƻƴΣ ŀƴŘ ȅƻǳΩǾŜ ŘƻƴŜ ŀƭƭ ǘƘŜ ƻǘƘŜǊ ǘƘƛƴƎǎ Ǌecommended above, 

feel confident about asking for help. Do not delay or avoid implementing this strategy. If you delay, you 

may hear those dreaded and chilling words from your boss: ά²Ƙȅ ŘƛŘƴΩǘ ȅƻǳ ǘŜƭƭ ƳŜ ŜŀǊƭƛŜǊΗέ  
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If you are consistently overwhelmed and your boss will not make the effort to adjust your workload or 

provide accommodations, you may want to consult with other managers or human resources (HR) staff. 

This is especially true if your boss expects you to work extra hours without pay or somehow references 

your disability ŀǎ ŀ ǊŜŀǎƻƴ ȅƻǳ άŎŀƴƴƻǘ ǇŜǊŦƻǊƳέ ǘƘŜ Ƨƻō ŀǘ-hand. However, if your job involves projects 

and timely deliverables ς like many office jobs do ς you may occasionally run into a hard deadline that is 

difficult to meet in a regular 8-hour day or 40-hour week. Unfortunately, this happens to people with 

ŀƴŘ ǿƛǘƘƻǳǘ ŘƛǎŀōƛƭƛǘƛŜǎ ƛƴ ǘƘŜ ƳƻŘŜǊƴ ŜŎƻƴƻƳȅΦ Lǘ ǎƘƻǳƭŘƴΩǘ ƘŀǇǇŜƴ ŀƭƭ ǘƘŜ ǘƛƳŜΣ ǎƻ just keep track of 

your άŘŜƭƛǾŜǊŀōƭŜǎέ and communicate with your boss ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ŀǊŜƴΩǘ ƻǾŜǊ-worked. 

LŜǘΩǎ ǎŀȅ, though, ǘƘŀǘ ȅƻǳ Ǌǳƴ ƛƴǘƻ ŀƴ ǳǊƎŜƴǘ ŘŜŀŘƭƛƴŜ ŀƴŘ Ƨǳǎǘ ŎŀƴΩǘ ƎŜǘ ǘƘŜ ǘŀǎƪ ŘƻƴŜ ƛƴ ŀ ǊŜƎǳƭŀǊ 

workday or work-week. You may need to stay in the office after-hours or bring unfinished work home 

and take extra time to finish a project. If you are a άsalariedέ employee, like many people in offices are, 

ƛǘΩǎ ǿƛǘƘƛƴ ǘƘŜ ƭŀǿ ǘƻ ǿƻǊƪ ƳƻǊŜ ǘƘŀƴ у ƘƻǳǊǎ ƛŦ ƛǘ ƎŜǘǎ ȅƻǳǊ tasks done. If you are an hourly employee, 

you may be able to ask your boss if you can log some overtime in the office, at a café or on your home 

computer. Some people will also work after-ƘƻǳǊǎ ǘƻ ƳŀƪŜ ǳǇ ŦƻǊ ŀ ŘƻŎǘƻǊΩǎ ŀǇǇƻƛƴǘƳŜƴǘ ƛƴǎǘŜŀŘ ƻŦ 

logging sick time, if it helps them get tasks done on-time. Always make sure to get written approval from 

your boss if you need to work extra, mark down the hours you work, and check any rules around 

άƻǾŜǊǘƛƳŜ Ǉŀȅέ όǎǳŎƘ ŀǎ ƎŜǘǘƛƴƎ ǇŀƛŘ ǘƛƳŜ-and-a-half for anything over 8 hours in a day). And again, if 

you are consistently given more work than you can get done in a regular day or week, consult with your 

ōƻǎǎ ǘƻ ŀŘƧǳǎǘ ȅƻǳǊ ǿƻǊƪƭƻŀŘ ƻǊ ŀŎŎƻƳƳƻŘŀǘƛƻƴǎ ǎƻ ȅƻǳ ŘƻƴΩǘ ƎŜǘ ƻǾŜǊǿƘŜƭƳŜŘΦ 

There are some things you can do outside of the office that will improve your performance, but might 

ƴƻǘ ƴŜŎŜǎǎŀǊƛƭȅ Ŏƻǳƴǘ ŀǎ ǘƛƳŜ άǿƻǊƪŜŘΦέ CƻǊ ŜȄŀƳǇƭŜΣ ǊŜŀŘƛƴƎ ŀ ōƻƻƪ ǘƘŀǘΩǎ ǊŜlated to your job (like an 

advertising guide if you are in a marketing department) will make you a more knowledgeable and 

effective employee ς and is a better use of time at home than playing cell-phone games or watching TV. 

It can help you gain information to perform better in the office, and if you mention the book in a 

conversation with your boss, it can also show them you are investing time in your work and 

organization. That will reflect well on you as an employee, and may even lead to a raise or promotion in 

the long term. Since this book is about being a professional competitive worker who happens to have a 

disability, one final thought.  

Through this book, weΩǾŜ discussed the reality that disability often means that some ǘƘƛƴƎǎ ǘŀƪŜ άŜȄǘǊŀ 

time, resoǳǊŎŜǎ ŀƴŘ ŜȄǇŜƴǎŜǎέ ǘƻ ŘƻΦ !ǎ ŀ ǊŜǎǳƭǘΣ ŎƻƴǎƛŘŜǊ ǘƘŜ ǇƻǘŜƴǘƛŀƭ ƛƳǇŀŎǘ ǘƘŀǘ ŀ Řƛǎŀōƛƭƛǘȅ Ƴŀȅ 

have on your ability to meet workplace deadlines. This means considering or re-considering your 

workplace accommodations. Be smart about this subject, especially if performance is lagging and your 

need to have new disability-related accommodations or adjustments to your current ones. As work 

changes or your disability evolves, you may need a new assessment. Contact someone who can help. 

You can always call the Job Accommodation Network (1-800-JAN-7234) for a free and confidential 

consultation on how to increase performance through possible changes or additions to your disability 

accommodations. If you identify new or additional accommodation needs that will help you improve 

your work performance, be sure to discuss this with your boss.   
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Also, if you are a new worker and just out of school, remember that your former education-based 

accommodations may not be effective ς or possible ς in your job. For example, in school, you may have 

received extra time for assignments or a reduced course load (i.e. taking 3 courses per semester instead 

of the usual 4). In the workplace, employers usually do not consider adjusting workload or timelines as a 

first resort. If you feel like you need extra time due to a disability, take efforts on your own or with 

management to identify other types of disability-related accommodations which are designed to 

increase your productivity. These could include, for example, voice-dictation computer software for 

someone who has difficulty typing, or a new ergonomic chair for someone with back pain who would 

otherwise need to take frequent breaks. CƻǊ ƘŜƭǇΣ ǊŜƳŜƳōŜǊ W!b ŀƴŘ ȅƻǳǊ ŀǊŜŀΩǎ ǾƻŎŀǘƛƻƴŀƭ 

rehabilitation agency (see Lesson 6 below for more on these resources). 

Always, keep learning  

LŦ ȅƻǳΩǊŜ ƛƴ ǎŎƘƻƻƭ ƴƻǿΣ ȅƻǳ ǇǊƻōŀōƭȅ ŎŀƴΩǘ ǿŀƛǘ ǳƴǘƛƭ ƛǘΩǎ ƻǾŜǊ ŀƴŘ ȅƻǳ ƎŜǘ ǘƘŀǘ ŘŜƎǊŜŜ ƻǊ ŘƛǇƭƻƳŀΦ ²ƘŜƴ 

ȅƻǳ ǊŜŀŎƘ ǘƘŀǘ ƳƛƭŜǎǘƻƴŜΣ ȅƻǳΩǊŜ ǇǊƻōŀōƭȅ ŘǊŜŀƳƛƴƎ ŀōƻǳǘ Ŧƛƴŀƭƭȅ Ǉǳǘting the books, learning and 

studying behind you. Well, let go of that dream because successful professionals know that studying and 

learning never end.  

If you want to be successful in your career, learning new ideas and information is going to be an on-

going and continuous process. A big reason for lifelong learning is that ǘƘŜ άǎǘŀǘŜ-of-the-ŀǊǘέ ƛƴ ȅƻǳǊ ŦƛŜƭŘ 

ς no matter what it is ς will continue to expand and grow, with new facts, figures, knowledge, practices 

and technologies. When employees decide to stop studying and learning about the latest advances 

relative to their job and profession, their fellow co-workers or competition for that next promotion are 

likely to pass them by. As industries advance, so do the expectations and requirements for jobs ς so not 

keeping up may leave an employee unable to do their core, evolving responsibilities. The results can 

easily be the same as they are in school when a student fails to open their books and learn. It can mean 

ƎŜǘǘƛƴƎ ǘƘŜ άCέ ƎǊŀŘŜ ς and at work, an άCέ Ŏŀƴ ǎǘŀƴŘ ŦƻǊ άŦƛǊŜŘ.έ 

On the other hand, if you take the effort to constantly learn by keeping up with ȅƻǳǊ ƛƴŘǳǎǘǊȅΩǎ changes, 

including ǘƘŜ ƭŀǘŜǎǘ ǎƪƛƭƭǎ ŀƴŘ ǘŜŎƘƴƻƭƻƎƛŜǎΣ ȅƻǳ ǿƛƭƭ ƎŜǘ ǘƘŜ ά!έ ƎǊŀŘŜΦ !ǘ ǿƻǊƪΣ ǘƘŀǘ ά!έ Ŏŀƴ ǎǘŀƴŘ ŦƻǊ 

άŀŘǾŀƴŎƛƴƎές in your organization, your career, your salary, and more. 

One important way to keep up-to-ŘŀǘŜ ǿƛǘƘ ȅƻǳǊ ǇǊƻŦŜǎǎƛƻƴΩǎ evolution is to stay connected with a 

related professional ǎƻŎƛŜǘȅ ƻǊ ǘǊŀŘŜ ŀǎǎƻŎƛŀǘƛƻƴΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳΩǊŜ in communications or public 

relations, you might want to join the Public Relations Society of America and keep up with the latest 

developments in the field through their newsletters, meetings and journals. Just about every job 

category has a related professional society or trade group to follow. A simple online search, chatting 

with managers or coworkers, or networking at events can help you find the best groups to follow. 

As we mentioned earlier, reading books related to your profession is a great way of keeping in-the-know 

and supporting your career. E-books for your computer, tablet or E-reader (like an Amazon Kindle) are 

also a convenient way to get new information, especially if you have a hard time holding a regular paper 

book. Audiobooks can be another great option and tend to work well for people with certain physical or 

learning disabilities: a close acquaintance of mine even listens to audiobooks and podcasts related to his 
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field while rolling around town in his wheelchair. If you find that money for books is an issue, consider 

going to your local library ς and many libraries also offer subscriptions to e-book and audiobook services 

once you get a library card! 

In addition to keeping ǳǇ ǿƛǘƘ ȅƻǳǊ ǇǊƻŦŜǎǎƛƻƴΩǎ ƴŜǿǎΣ ȅƻǳ ǎƘƻǳƭŘ ŀƭǎƻ ƪŜŜǇ ǳǇ ǿƛǘƘ ǘƘŜ ƎŜƴŜǊŀƭ ƴŜǿǎΦ 

For example, knowing how the economy is doing in your locality, state, nation and the world can help to 

inform and guide you in your daily workplace and even career decisions. Keeping current on the latest 

news will also help to keep you up-to-date with new developments, opportunities and risks that can 

help you do a better job. Being well informed about current events and being able to contribute to 

workplace conversations, even if they are un-related to your specific field, makes you a more impressive 

professional. We live in a global economy and it has become increasing important for every thoughtful 

ŀƴŘ ǎǳŎŎŜǎǎŦǳƭ ǿƻǊƪŜǊ ǘƻ ƪƴƻǿ ǿƘŀǘΩǎ ƎƻƛƴƎ on all over the world. So, read or listen to the news daily.  

One tremendous learning tool at your finger-tips is, of course, the internet. Not only will surfing it 

routinely afford you instant access to the latest and greatest news sources, but ƛǘΩǎ ŀƭǎƻ ŀ ǘǊŜƳŜƴŘƻǳǎ 

asset in learning things that can make you a better-performing professional. For example, if in a business 

meeting, someone uses a word ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ or mentions a fact unfamiliar to you, be sure to look 

up the word or fact after the meeting and learn what it means. Wǳǎǘ ŘƻƴΩǘ ǎŜŀǊŎƘ ƻƴ ȅƻǳǊ ǇƘƻƴŜ ŘǳǊƛƴƎ 

ǘƘŜ ƳŜŜǘƛƴƎ ŀƴŘ Ƴƛǎǎ ǿƘŀǘΩǎ ƎƻƛƴƎ ƻƴ ƛƴ ǘƘŜ ƳƻƳŜƴǘΗ 

IŜǊŜΩǎ ŀ word of caution ŀōƻǳǘ ǘƘŜ ǎǳōƧŜŎǘ ƻŦ άŀlways keep learning.έ  {ometimes (more than you might 

imagine), ƳƻŘŜǊŀǘŜƭȅ ǎǳŎŎŜǎǎŦǳƭ ǇŜƻǇƭŜ ƎŜǘ ŀ άōƛƎ ƘŜŀŘέ ƻǊ ǘƘƛƴƪ ǘƘŜȅΩǊŜ ǘƻƻ ǎƳŀǊǘ ǘƻ ƪŜŜǇ ƭŜŀǊƴƛƴƎΦ 

They think they know it all and arrogantly let the world of facts and information past them by. All of a 

suddenΣ ƛǘΩǎ ƭƛƪŜ ƭŜŀǊƴƛƴƎ is beneath them. When this happens, άƪƴƻǿ-it-allǎέ very quickly find 

themselves becoming obsolete. IǘΩǎ ǘƘŜ Ŏƻƴǘƛƴǳƻǳǎ ƭŜŀǊƴŜǊǎ ǿƘƻ pass them by. So, when you become 

successful (hopefully by seeking out new information) avoid this ego trap and keep learning. 

IǘΩǎ ƴƻǘ Ƨǳǎǘ learning new things that make for a great professional: iǘΩǎ ŀƭǎƻ about άǊŜŦƭŜŎǘƛƻƴ.έ After you 

find new information, rŜŦƭŜŎǘ ƻƴ ǿƘŀǘ ȅƻǳΩǾŜ ǊŜŀŘ ŀƴŘ ƘŜŀǊŘΦ ¢ŀƪŜ ǘƛƳŜ ŜƛǘƘŜǊ ŀŦǘŜǊ ƻǊ ōŜŦƻǊŜ ǿƻǊƪ ǘƻ 

just sit down and think about it all. You will find that your best ideas and thoughts come during quiet 

reflection, so set aside time for thinking back upƻƴ ǿƘŀǘ ȅƻǳΩǾŜ ǊŜŀŘ ŀƴŘ ƭŜŀǊƴŜŘ. Consider how it might 

tie into the rest of your knowledge, work and career. This will help to make you a strong and always 

improving professional. 

Even after school ends, always keep learning and reflecting. The truth of the matter is that school is the 

practice field for your life-long, continuing professional education. The skills you develop in school 

around learning, reflecting and getting tasks done ŀǊŜ ǘƘŜ ǎŀƳŜ ƻƴŜǎ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ use in your working 

career. So, if you are in school, take advantage of the full experience now and that will make you a 

stronger working professional. If you are out of school, think back to your studies and consider how the 

skills you learned will help you today and in the future. 

Learning never ends. 
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Think and  act strategically ( the big p icture)  

Whenever companies or other work organizations have two or more employees (as most places do), the 

employees split or divide their duties between or among them. This division of labor allows for each 

employee to specialize in a particular set of subjects or tasks. As companies get larger and larger, their 

workers tend to become even more specialized in their duties. In the process of becoming more 

focused, though, individual employees may become further removed from ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻǾŜǊŀƭƭ 

sense of direction. It's a difficult dynamic that leaders, managers, and other employees need to navigate 

to both get work done and meet organizational goals. 

Imagine that you get an entry-level job with a company of about 100 to 200 people (this workforce is 

generally considered a small- to medium-sized business). IǘΩǎ ƭƛƪŜƭȅ ǘƘŀǘ your duties will be specialized 

and you will be far down the chain of command. For example, you might get a researching job which 

requires you to routinely review relevant journals, reports and data for individual projects. This may 

sound like a straightforward job: just read and report what you learn to your boss. However, in order to 

do your bestΣ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ȅƻǳ ǘƻ ƭŜŀǊƴ ŀǎ ƳǳŎƘ ŀǎ ȅƻǳ Ŏŀƴ ŀōƻǳǘ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ŎǳǊǊŜƴǘ ƛǎǎǳŜǎΣ 

challenges and goals. If you have a good working knowledge of these overarching facts (the άōƛƎ ǇƛŎǘǳǊŜέ 

stuff), you can do your job more effectively by being more alert for information which best serves the 

άōƛƎ ǇƛŎǘǳǊŜέ ŎƻƴŎŜǊƴǎ ƻŦ ȅƻǳǊ ŎƻƳǇŀƴȅΦ  

Having a sense and strategy about the big picture will always make you a smarter employee in whatever 

ǊƻƭŜ ƻǊ ǘŀǎƪ ȅƻǳ ƘŀǾŜΦ ¢ƘŀǘΩǎ ǘǊǳŜ ōŜŎŀǳǎŜ ƛǘΩǎ ǘƘŜ ǎǳƳ ƻŦ ǘƘŜ ǇŀǊǘǎ ǘƘŀǘ ƳŀƪŜ ǘƘŜ ǿƘƻƭŜ: the quality of 

ŜŀŎƘ ŜƳǇƭƻȅŜŜΩǎ individual work adds ǳǇ ǘƻ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ǎǳŎŎŜǎǎΦ  

{ƻΣ ƭŜǘΩǎ ǎŀȅ ǘƘŀǘ ȅƻǳ ŀǊŜ ŀƴ ŜƴǘǊȅ-level employee with specialized tasks ς but you want to include the 

big picture in your work. By performing your work in a strategic way, you will be most effective.  

Suppose you have an assignment that is a seemingly ƳƛƴƻǊ ƻƴŜΦ ¸ƻǳΩǾŜ ōŜŜƴ ŀǎƪŜŘ ǘƻ ǇǊŜǇŀǊŜ ƴŀƳŜǘŀƎǎ 

for guests at a company meeting or event. That sounds simple enough: just greet each guest when they 

arrive at your registration desk and ask for their name so you can create a nametag for them. At least, 

ǘƘŀǘΩǎ Ƙƻǿ Ƴƻǎǘ ŜƳǇƭƻȅŜŜǎ ƳƛƎƘǘ approach this assignment. They might not take the time to think 

about the strategy of the event ǿƛǘƘƛƴ ǘƘŜ ŎƻƴǘŜȄǘ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ƎƻŀƭǎΦ LŦ ǘƘŜȅ ŘƛŘΣ ǘƘŜȅ ƳƛƎƘǘ ŘŜŎƛŘŜ 

to adapt or expand their effort to include other key elements which better sŜǊǾŜ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ƻǾŜǊŀƭƭ 

strategy.  

[ŜǘΩs say, for example, the purpose of this meeting is to secure new customers (the attendees). You 

might take the initiative and modify your assignment by deciding that, in order to help the company 

with its goal of getting new customers, you are going to make sure that each attendee feels especially 

welcomed. You realize that you are likely to be the first person from your company they meet ς and you 

know how important first impressions are. So, on your own, you enhance the assignment. For starters, 

you make an extra effort to warmly and enthusiastically ǿŜƭŎƻƳŜ ǘƘŜ ŎƻƴŦŜǊŜƴŎŜΩǎ ŀǘǘŜƴŘŜŜǎ. After you 

greet each person, you ask them how their trip was and thank them for coming. Instead of just asking 

for a name and writing it on a name tag, you help to build a connection between the attendees and the 
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company itself. Hopefully that connection will continue long-term and grow to a strong business 

relationship. 

In addition, you may expand the basic assignment ς so instead of creating name tags when attendees 

show up, youΩǾŜ decided to create them before they arrive. This way, you can both speed up the process 

and make them feel more important to the company. Also, you recognize that on the ƳŜŜǘƛƴƎΩǎ 

attendee list, there is a mix of different customer types (prior, existing and potential new customers). In 

order to help your co-workers tell the difference, you go ahead and prepare their nametags in different 

colors which show these differences. 

Of course, be sure to check-in with your boss on these ideas to be sure they are welcomed. If your boss 

likes the idea, they will almost certainly be grateful ς and keep your quality work in mind for the future. 

The point is that no matter how routine your work tasks seems to be, ƛǘΩǎ ǾŜǊȅ ƭƛƪŜƭȅ ǘƘŀǘ ȅƻǳ can make 

your work more meaningful to your organization when you think and act strategically. By doing so, you 

will get both greater results and well-earned recognition. ²ƘŜƴ ȅƻǳ ŎƻƴǘǊƛōǳǘŜ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

success, the organization becomes more stable, which also means that your job is that much more 

secure. 

Know ing how ÙÏÕȭÒÅ Äoing 

The full picture of how you are doing in the workplace is ƻŦǘŜƴ ŘƛŦŦƛŎǳƭǘ ǘƻ ǎŜŜΦ LǘΩǎ ƘŀǊŘ for workers to 

assess themselves and their work objectively, including identifying areas for improvementΦ LǘΩǎ ƘŀǊŘ ǘƻ 

because self-assessments, no matter how positive, often brings up a few shortcomings that can hurt our 

feelings ς and nobody wants to feel badly about themselves. So, the tendency for most workers is to 

ignore self-assessment and just look away.  

While looking away is a natural and understandable reaction, to be successful in your job, you must 

learn how to take both a realistic and continuous look at your job performance. You should make the 

effort to objectively determine if youΩǊŜ ǇŜǊŦƻǊming well or not. For better or worse, others are going to 

see your work and make judgments about you. By doing this for yourself, you can stay ahead of ƻǘƘŜǊǎΩ 

negativity by recognizing any weaknesses early on and correcting them even before others notice them. 

LǘΩǎ ŀƭǿŀȅǎ to your advantage to be aware of your weaknesses and, in turn, to start dealing with them 

before they become a serious issue or worse. Developing the willingness and skills to recognize your 

weaknesses before others do will give you a greater chance for workplace success, since early self-

corrections and adjustments will be easier to make than having corrections imposed upon you. Plus, iǘΩǎ 

better and even easier to make minor self-corrections to your performance as soon as possible before 

missteps become bad habits or affect the quality of your work for a long time. Following a personal self-

assessment strategy will not only help you coach yourself to improved performance, it will greatly 

impress both your co-workers and boss. Learn and adopt the practice of making self-improvement 

techniques a part of your professional practice. 

IŜǊŜΩǎ Ƙƻǿ ǘƻ ǎŜƭŦ-assess your work performance. 
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One key strategy to practice ƛǎ ǘƻ ŀǎƪ ȅƻǳǊǎŜƭŦ ǘƘŜ ǉǳŜǎǘƛƻƴΣ άIƻǿ ƻŦǘŜƴ ƘŀǾŜ L ǎǳŎŎŜǎǎŦǳƭƭȅ ŎƻƳǇƭŜǘŜd an 

assignment, on-time, that my boss has asked me ǘƻ ŘƻΚέ LŦ ȅƻǳǊ ŀƴǎǿŜǊ ƛǎ άnot alwaysέ ƻǊ άǎƻƳŜǘƛƳŜǎ,έ 

you may be in trouble. Remember, your top priority should be to get done what your boss wants you to 

do. If you find yourself lacking oƴ ǘƘƛǎ ŎƻǳƴǘΣ ŘƻƴΩǘ ǇŀƴƛŎ: just honestly think about why this may be 

happening.  

Start by making a list of the times when your boss ŀǎƪŜŘ ȅƻǳ ǘƻ Řƻ ǎƻƳŜǘƘƛƴƎ ŀƴŘ ȅƻǳ ŘƛŘƴΩǘ ƎŜǘ ƛǘ ŘƻƴŜ 

within the expected timeframe or to their satisfaction (or to your own satisfaction). Review the list and 

ǎŜŜ ƛŦ ȅƻǳ Ŏŀƴ ǳƴŘŜǊǎǘŀƴŘ ǿƘȅ ǘƘƛǎ ƳƛƎƘǘ ōŜ ǎƻΦ LŦ ȅƻǳ ŎŀƴΩǘ ƳŀƪŜ ǎŜƴǎŜ ƻŦ ƛǘΣ ǘŀƪŜ ǘƘŜ list to someone 

you can trust and ask them for some help with your understanding of what might be going wrong. See if 

you or a friend can identify or determine the reasons why you have come up short.  

Then, develop a plan of action to improve your performance. If you need help beyond either yourself or 

a friend, consider asking ȅƻǳǊ ōƻǎǎ ŦƻǊ ƘŜƭǇΦ ¸ƻǳǊ ōƻǎǎ ǿƛƭƭ ƭƛƪŜƭȅ ōŜ ǇƭŜŀǎŜŘ ǘƘŀǘ ȅƻǳΩǊŜ trying hard to 

improve your performance and will usually take steps to assist you. In all likelihood, your boss has 

already noticed any shortcomings and is thinking about when to bring up the subject. Make it easier on 

the both of you by bringing it up first ς in a thoughtful and professional way. 

!ƴƻǘƘŜǊ ǿŀȅ ǘƻ ŘŜǘŜǊƳƛƴŜ Ƙƻǿ ǿŜƭƭ ȅƻǳΩǊŜ ŘƻƛƴƎ ŀǘ ǿƻǊƪ ƛǎ ǊŜǾŜŀƭŜŘ ƛƴ ǘƘŜ ŀƴǎǿŜǊ ǘƻ ǘƘŜ ǉǳŜǎǘƛƻƴΣ 

άIƻǿ ƻŦǘŜƴ ƛǎ Ƴȅ ōƻǎǎ ŀǎƪƛƴƎ ƳŜ ǘƻ ǘŀƪŜ ƻƴ ƴŜǿ ŀƴŘ ƛƴŎǊŜŀǎƛƴƎƭȅ ƳƻǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŀǎǎƛƎƴƳŜƴǘǎΚέ LŦ ǘƘƛǎ 

is happening, it probably means that your performance is good. Awarding of better and more work 

assignments is a sign of building trust in your abilities. It is often an early indication of possible 

advancement or promotion.  

¢ƘŀǘΩǎ Ƙƻǿ ǘƘŜ ǇǊƻƳƻǘƛƻƴ ǇǊƻŎŜǎǎ often begins. Your rarely get the promotion first, then are given 

greater responsibilities and more advanced work. An employer will usually want to first try you out at 

this next level of performance, to see if you can handle it, before the formal promotion is considered. 

The employer ǿŀƴǘǎ ǘƻ ōŜ ǎǳǊŜ ȅƻǳ Ŏŀƴ ǇŜǊŦƻǊƳ ŀǘ ǘƘƛǎ ƴŜȄǘ ƘƛƎƘŜǊ ƭŜǾŜƭ ōŜŦƻǊŜ ȅƻǳΩǊŜ ŘŜŜƳŜŘ ǉǳŀƭƛŦƛŜŘ 

for it. Thank your boss for trusting you with those responsibilities and consult with them as needed to 

ensure you are completing the tasks up to their expectations. They will appreciate that you want to give 

them high-quality work (especially because they likely have a boss too, so they want to provide quality 

products up the chain-of-command). 

If you are simply given the same level tasks and are not getting these types of growth opportunities, you 

might begin to consider the possibility that you have room for improvement. Maybe you are providing 

decent work, but not high enough quality that your boss would trust you with increasing responsibilities 

(and opportunities for career growth, including a promotion and raise). IŦ ǘƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎΣ ǘŀƪŜ ŀ ŎƭƻǎŜ 

and objective look at what is going on and be alert to work on your any performance issues that you 

might identifyΦ !ƎŀƛƴΣ ŘƻƴΩǘ ōŜ ǎƘȅ ŀōƻǳǘ ŀǎƪƛƴƎ ȅƻǳǊ ōƻǎǎ ŦƻǊ ǎƻƳŜ feedback on how you can provide 

better quality work. That act alone can save the situation by showing your boss that, while your 

performance might need improving, you have a desire and commitment to improving it. Always strive to 

be proactive. Take self-directed positive steps before your boss takes any negative ones.  
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Another way to get good feedback on your performance is to ask your boss about it often and routinely. 

Believe it or not, bosses may withhold their negative impressions about their workers longer than they 

should. Since their goal is to get the most out of their workers, they often steer clear of telling an 

employee every time they might fumble the ball (fail to do the job correctly or successfully) because 

they worry that the employee might get demoralized and perform even worse. As a result, bosses want 

to encourage employees to do better with regular praise, while holding back negative comments ς 

which could be turned into constructive feedback and teaching moments. Unfortunately, by avoiding 

ŎƻƴǎǘǊǳŎǘƛǾŜ ŦŜŜŘōŀŎƪΣ ŀ ǎǳǇŜǊǾƛǎƻǊ Ƴŀȅ ŀƭƭƻǿ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ƴŜƎŀǘƛǾŜ ǇŜǊŦƻǊƳŀƴŎŜ ǘƻ ǘǊǳƭȅ ŀŦŦŜŎǘ ǘƘŜƛǊ 

work and develop into a long-term habit. When that happens, things become even worse.  

To avoid this natural tendency of withholding negative comments ƻǊ ŦŜŜŘōŀŎƪ ǳƴǘƛƭ ƛǘΩǎ ǘƻƻ ƭŀǘŜΣ ƳŀƪŜ ƛǘ 

easier on the both you and your boss ōȅ ŀǎƪƛƴƎΣ άHow ŀƳ L ŘƻƛƴƎΚέ Even let them know that you are 

ƛƴǘŜǊŜǎǘŜŘ ƛƴ ŦƛƴŘƛƴƎ άŀǊŜŀǎ ŦƻǊ ƛƳǇǊƻǾŜƳŜƴǘέ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ōǳƛƭŘ ōŜǘǘŜǊ ƘŀōƛǘǎΦ By practicing this skill, 

ȅƻǳΩǊŜ ƳƻǊe likely to get earlier and gentler alerts that improve things before they become a major 

issue. In addition to making your bossΩ Ƨƻō ŜŀǎƛŜǊ ōȅ ƛƴƛǘƛŀǘƛƴƎ ǘƘƛǎ ŎƻƴǾŜǊǎŀǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ǎƘƻǿ ȅƻǳǊ 

desire to perform betteǊ ŀƴŘ ƪŜŜǇ ƛƳǇǊƻǾƛƴƎΦ ¢ƘŜǎŜ άbonus pointsέ ŦƻǊ ŘŜŘƛŎŀǘƛƻƴ can often counteract 

any negative performance issues that would cause concern. Once you correct any negative habits, those 

bonus points turn into a double-win! 

The performance evaluation  

Once or twice per year, an employee usually gets a formal άǇŜǊŦƻǊƳŀƴŎŜ ŜǾŀƭǳŀǘƛƻƴ.έ These are official 

and written documents that go on your record. Performance evaluation time is tough for everyone 

ƛƴǾƻƭǾŜŘΦ wŜƎŀǊŘƛƴƎ ǘƘŜ ŘǊŜŀŘŜŘ άǇŜǊŦƻǊƳŀƴŎŜ ŜǾŀƭǳŀǘƛƻƴέ ǇǊƻŎŜǎǎΣ ƛǘΩǎ ƛmportant that you understand 

how they generally work. 

Typically, your overall performance is evaluated in two categories. The two classic performance 

evaluation considerations are: 

1. What have you done?   

2. How did you do it?  

Most new workers believe a performance evaluation just includes the first category, and they avoiding 

the second category, which can get them into trouble. The truth is that they work together and the 

άƘƻǿέ ƛǎ ŀ Ǿƛǘŀƭ ŎƻƳǇƻƴŜƴǘΦ [ŜǘΩǎ ƭƻƻƪ ŀǘ ōƻǘƘ pieces. ά²Ƙŀǘέ ƳŜŀƴǎ ǘƘŜ ŀŎǘǳŀƭ ǿƻǊƪ ǇŜǊŦƻǊƳŜŘΣ 

including its quality, quantity, and impact.  άHƻǿέ ƳŜŀƴs the way in which you did it, including the 

timeframe, technique and teamwork. Most workplaces estimate that about half of your performance 

grade or score will be based on what you accomplished and half of your grade or rating will be based on 

how you did it.  

To say it another way, if an employee is a great worker in the sense that they get things done and 

achieve great results, but they are unfriendly or uncooperative with coworkers and make people angry 

(at either themselves or the company), the employee is not likely to score well on a performance 
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ŜǾŀƭǳŀǘƛƻƴ ōŜŎŀǳǎŜ ƻŦ άƘƻǿέ ǘƘŜȅ Ǝƻ ŀōƻǳǘ ǘƘŜƛǊ ǿƻǊƪΦ IǘΩǎ ƴƻǘ ŜƴƻǳƎƘ ǘƻ ƎŜǘ ǘƘŜ Ƨƻō ŘƻƴŜ ŜŦŦectively: 

ƛǘΩǎ equally important to get the job done in a way which promotes good relationships and teamwork.  

Most often, before your supervisor or boss gives you a performance appraisal on how well you did 

during a particular time frame, he or she will ask you to submit a statement about what you think you 

accomplished during this time frameΦ Lƴ ƻǘƘŜǊ ǿƻǊŘǎΣ ǘƘŜȅΩƭƭ ǿŀƴǘ ȅƻǳǊ input. This is not the time to be 

ǎƘȅΦ LǘΩǎ ǘƘŜ ǘƛƳŜ ǘƻ ōŜ ƎƻƻŘ ōǊŀƎƎŜǊ όƻǊ άǎŜƭŦ-ǇǊƻƳƻǘŜǊέύ as described in Lesson 1 above. 

Paving the way to a good performance evaluation should start when the period begins, not when it 

ends. Give your boss the best possible statement on your performance by starting right after the last 

performance review keep a diary or log of your accomplishments during your performance period. 5ƻƴΩǘ 

wait until the end of it to try to remember what you did. Write your accomplishments down as they 

happen. Be sure to offer specifics (including positive outcomes and results) about your accomplishments 

for your boss to read when they write your evaluation. 

IŜǊŜΩǎ ŀ ǘȅǇƛŎŀƭ ǇŜǊŦƻǊƳŀƴŎŜ ŜǾŀƭǳŀǘƛƻƴ ƻǳǘƭƛƴŜ ǿƘƛŎƘ ƭƛǎǘǎ ōƻǘƘ ǘƘŜ άǿƘŀǘέ ŀƴŘ άƘƻǿέ ǉǳŀƭƛǘƛŜǎ ǘƻ ōŜ 

rated.  

άWhatέ ƻǳǘŎƻƳŜǎ ŘƛŘ ȅƻǳ ŀŎƘƛŜǾŜŘ ŀǊƻǳƴŘ ȅƻǳǊ ƳŀƧƻǊ ŀǎǎƛƎƴŜŘ ŘǳǘƛŜǎ ƻǊ ǘŀǎƪǎ? 

This section of a performance evaluation is directly related to your job description duties and what your 

boss instructed you to do. {ƻƳŜǘƛƳŜǎΣ ǘƘŜ άǿƻǊƪ Ǝƻŀƭǎέ ŀǊŜ ǇŀǊǘ ƻŦ ȅƻǳǊ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴΣ ǎƻƳŜǘƛƳŜǎ ǘƘŜȅ 

are tasks given to you along the way, and sometimes they are specific goals laid out at the end of the 

ƭŀǎǘ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿΦ 9ŀŎƘ Ǝƻŀƭ ǿƛƭƭ ŎƻƳŜ ǿƛǘƘ ŀ άƳŜŀǎǳǊŜ ƻŦ ǎǳŎŎŜǎǎέ ǘƘŀǘ ǎŜǊǾŜǎ ŀǎ ŀ ƳŜŀǎǳǊƛƴƎ 

stick for weather the goal was met to an ideal degree ς or even done beyond expectations. Then, the 

review will allow the employee and supervisor to put in undervaluation about whether the goal was met 

and any other comments about its quality. Here are three sample work goals being evaluated, though 

iǘΩǎ ƭƛkely that ȅƻǳΩƭƭ ƘŀǾŜ ƳƻǊŜ ǘƘŀƴ three in a performance review. 

V Work goal 1: 5ŜǾŜƭƻǇ ŀ ōǊƻŎƘǳǊŜ ŀōƻǳǘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƴŜǿ ǇǊƻŘǳŎǘΦ  

Measure of success: Brochure is written in 3 months and published in 6 months.  

Comment or evaluation statement: Brochure was developed ahead of schedule and was both 

accurate and attractive. 

 

V Work goal 2: Make five (5) presentations about our new product to key organizations. 

Measure of success:  These five (5) presentations are to reach over 500 potential customers 

Comment or evaluation statement: Employee made seven (7) presentations which reached over 

1,000 potential customers. 

 

V Work goal 3: {ǳǊǾŜȅ ŎǳǎǘƻƳŜǊǎΩ ŦŜŜŘōŀŎƪ ƻƴ ǘƘŜ ƛƳǇŀŎǘ ƻŦ the brochure.     

Measure of success:  Collect and report the results of 100 customer competed surveys. 

Comment or Evaluation Statement: Collected over 300 customer surveys, with the average 

ǊŀǘƛƴƎ ŦƻǊ ǘƘŜ ōǊƻŎƘǳǊŜΩǎ ƛƳǇŀŎǘ as 90% effective. 
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άIƻǿέ ŘƛŘ ȅƻǳ do these tasks? 

Your employer will further rate you on how well you perform around the following professional skills. 

V Good interpersonal skills ς respect for supervisor, co-workers & customers 

V Follows workplace rules  

V Problem solving and decision-making skills 

V Effective communication skills 

V Leadership ς leads by example 

V Teamwork ς shares credit with others and helps others perform better 

V General knowledge about his or her field 

After your boss writes his or hers comments about how well you performed in both areas of 

ǇŜǊŦƻǊƳŀƴŎŜΣ ǘƘŜȅ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ŀƴ ƻǾŜǊŀƭƭ ǊŀǘƛƴƎΦ IŜǊŜΩǎ ŀ ǘȅǇƛŎŀƭ ǇŜǊŦƻǊƳŀƴŎŜ ǊŀǘƛƴƎ ǎƘŜŜǘ ŦƻǊ ŀ sample 

completed performance evaluation (the scale ranks 1 as best and 5 as worst, although some scales will 

go the other way).  

Scoring:  The scoring will be based on a five-point scale.   

1) Outstanding: Performance exceeds standard performance by an exceptional degree and clearly is 

superior to above standard performance.  This high level of performance is consistent throughout the 

appraisal period and contributes heavily to the achievement of company goals and objectives. (Eligible 

for 5% Raise) 

2) Exceeds Expectations: Performance consistently exceeds expectations for the position. Performance 

contributes to the achievement of company goals and objectives. (Eligible for 3% Raise) 

3) Meets Expectations: Performance meets expectations for the position and occasionally exceeds 

them. Efforts are consistent with what is routinely expected for satisfactory performance.  

4) Needs Improvement: Performance falls below established standards (i.e. what is routinely expected 

of the employee in the position) but is not totally unacceptable. Improvement is needed. 

5) Unacceptable: Performance fails to meet the work requirements of the position. Performance fails to 

significantly contribute to departmental work goals or objectives. Substantial improvement and 

immediate corrective action are needed. 

If this performance rating scale looks familiar to you, you might be right. It does look like the grading 

system in ǎŎƘƻƻƭΦ !ǘ ǿƻǊƪΣ ȅƻǳΩǊŜ ƭƛƪŜƭȅ ǘƻ ƘŀǾŜ ǘƘŜǎŜ ŦƛǾŜ ǎŀƳǇƭŜ ƭŜǾŜƭǎ ƻŦ ǇŜǊŦƻǊƳŀƴŎŜΦ Lƴ ǎŎƘƻƻƭ, you 

have five grading levels. It would not be unreasonable to assume that the performance Level #1 in our 

ǎŀƳǇƭŜ ƎǊŀŘƛƴƎ ǎŎŀƭŜ ŀōƻǾŜ ƛǎ ƭƛƪŜ ŀƴ ά!έ ƎǊŀŘŜ ƛƴ ǎŎƘƻƻƭ and so forth (just to complete the comparison, 

ƭŜǾŜƭ Ір ƛǎ ŀƴ άCέύΦ Some things never change. 

Now, ǿƘŜƴ ȅƻǳǊ ǇŜǊŦƻǊƳŀƴŎŜ ŜǾŀƭǳŀǘƛƻƴ ƻǾŜǊŀƭƭ ǎŎƻǊŜ ƛǎ ƛƴ ŜƛǘƘŜǊ ǘƘŜ άƳŜŜǘǎ ŜȄǇŜŎǘŀǘƛƻƴǎέ ƻǊ 

άǎŀǘƛǎŦŀŎǘƻǊȅέ ǎŎƻǊƛƴƎ ǊŀƴƎŜΣ ȅƻǳ Ƴŀȅ ǘƘƛƴƪ ǘƘŀǘ ǘƘƛǎ ƳŜŀƴǎ ȅƻǳΩǊŜ Řƻing a great job. What it really 
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means is you are performing at a basic level of performance: yƻǳΩǊŜ ŘƻƛƴƎ ȅƻǳǊ Ƨƻō ŀǘ ǘƘŜ ǊŜǉǳƛǊŜŘ ƭŜǾŜƭ 

of performance necessary to stay out of trouble. This may be fine for the first evaluation or two; 

however, as your empƭƻȅƳŜƴǘ ŎƻƴǘƛƴǳŜǎΣ ƛŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ȅƻǳǊ ǎŎƻǊŜǎ ƳƻǾƛƴƎ ƘƛƎƘŜǊΣ ȅƻǳ Ƴŀȅ ǿŀƴǘ ǘƻ 

study your performance more closely and make extra effort to improve. This is because continuing to be 

ǎŎƻǊŜŘ ŀǘ ǘƘŜ άƳŜŜǘǎ ŜȄǇŜŎǘŀǘƛƻƴǎέ ƭŜǾŜƭ Ƴŀȅ ƳŜŀƴ ǇǊƻƳƻǘƛƻƴǎ will pass you by, and in the worst case 

may put your job in danger if your employer makes staffing changes.  

With that in mind, sǘǊƛǾŜ ǘƻ ǎŎƻǊŜ ƘƛƎƘŜǊ ǘƘŀƴ άǎŀǘƛǎŦŀŎǘƻǊȅέ ǿƘŜƴŜǾŜǊ ȅƻǳ ŎŀƴΦ !ƴŘ ŀƭǿŀȅǎ ōŜ ǎǳǊŜ ǘƻ 

ask openly and honestly of yourself, a trusted friend or even your boss: ά²Ƙŀǘ Ŏŀƴ L Řƻ ǘƻ ōŜŎƻƳŜ ŀ 

ōŜǘǘŜǊ ǇŜǊŦƻǊƳŜǊΚέ 

Another subject related to άknowƛƴƎ Ƙƻǿ ȅƻǳΩǊŜ Řoingέ ƛǎ being sure to take a good and honest look at 

ȅƻǳǊ άƳŜǘƘƻŘǎ ƻŦ ǿƻǊƪingέ or άōƛŀǎŜǎ ŀōƻǳǘ ǿƻǊƪƛƴƎέ όyour true and deep feelings about working). In 

short, what are your attitudes about both working in general and your current job specifically? If you 

have negative feelings about either of these, it may dramatically affect the quality of your work efforts 

and, in turn, your performance. Successful workers know the importance of monitoring these deeper 

factors or feelings within themselves, because they understand the importance of being in the right 

frame-of-mind about work. 

Your άƳŜǘƘƻŘǎ ƻŦ ǿƻǊƪingέ ς or your attitude about working ς is the foundation upon which 

performance either goes up or downΦ LǘΩs like school. Whenever you were unhappy or had negative 

feelings about school, the quality of your work probably went down (if you still kept those grades up, 

then well done). So, look even deeper tƘŀƴ ǘƘŜ άǿƘŀǘέ ŀƴŘ άƘƻǿέ ȅƻǳΩǊŜ ǇŜǊŦƻǊƳƛƴƎ ŀǘ ǿƻǊƪ ǘƻ ȅƻǳǊ 

deeper feelings about it all. If you are feeling negatively about work, you must deal with it before bad 

things happen. Consult with a friend or coworker, have a talk with your boss, or maybe even find a 

professional job coach ς but take actions to improve your attitude so that you can more easily make a 

high-quality work product. 

Some questions to ŀǎƪ ȅƻǳǊǎŜƭŦ ŀōƻǳǘ ȅƻǳǊ άƳŜǘƘƻŘǎ ƻŦ ǿƻǊƪingέ ŀǊŜΥ 

V Do I always show up, on time and prepared for the day? 

V Do I taƪŜ ǘƻƻ ƳǳŎƘ ƭŜŀǾŜ ōŜŎŀǳǎŜ LΩƳ not happy with my job? 

V Am I rested and energized for work?  

V Am I clean and properly dressed for work each day? 

V Do I greet people when I arrive at work? 

V Do people like to talk with me? 

V Do I show a good attitude?  

V Do I keep my effort high all day? 

V Do I communicate well? 

V Am I positive, even when things areƴΩǘ going well? 

V Do I take reasonable (not too many or to long) breaks, including lunch time?  

V Do I complain about work to others (at work, at home, or both)? 

V If I say IΩƳ ƎƻƛƴƎ ǘƻ Řƻ ǎƻƳŜǘƘƛƴƎΣ Řƻ L ƳŀƪŜ ǎǳǊŜ L do it, or do I pretend I did it? 
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V Do I always treat others with respect?  

V Do I oōŜȅ ǘƘŜ ƎƻƭŘŜƴ ǊǳƭŜΣ ά5ƻ ǳƴǘƻ ƻǘƘŜǊǎ ŀǎ ȅƻǳ ǿƛǎƘ ǘƘŜȅ ǿƻǳƭŘ Řƻ ǳƴǘƻ ȅƻǳέΚ 

Your answers to these questions will help you understand your mental readiness or attitude about 

either (or both) working in general or your job specifically.  

{ƻΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ŀǎƪ ȅƻǳǊǎŜƭŦΥ ŀre you engaged, interested, and committed to your job ς or are you feeling 

lazy, bored, or not that excited about the idea of getting up each morning to go to work? 5ƻƴΩǘ ōŜ ŀŦǊŀƛŘ 

of your answerǎΦ LŦ ȅƻǳΩǊŜ ƴƻǘ ǘƘŀǘ interested, engaged or committed to the idea of working, deal with it 

now before it becomes a negative experience or a bad mark on your record.  

One way to deal with negative feelings about work is to identify why these feelings may be so. Maybe 

you dislike working because of a general fear about failure, or because you feel not accepted or even 

rejected in the workplace, or because ȅƻǳ ŦŜŜƭ ȅƻǳΩǊŜ ƴƻǘ ŘƻƛƴƎ ŀ ƎƻƻŘ job, or because accommodating 

your disability ŘƻŜǎƴΩǘ ǎŜŜƳ ŀŘŜǉǳŀǘŜ ƻǊ ǊƛƎƘǘΦ If your feelings seem more general than these reasons ς 

like work is a drag or working is tiring ς dig deeper. Usually, if the workplace is a positive experience, 

then these types of ƳƻǊŜ ƎŜƴŜǊŀƭ ƴŜƎŀǘƛǾŜ ŦŜŜƭƛƴƎǎ ǿƻƴΩǘ ōŜ ǘƘŜǊŜΦ Lƴ ƻǘƘŜǊ ǿƻǊŘǎΣ ǘǊȅ ŀƴŘ ƎŜǘ ǘƻ ǘƘŜ 

bottom of any negative feeling you might be having. You can deal with your concerns by reflecting on 

your own or discussing them with someone you trust.  

Every worker, aǘ ƻƴŜ ǘƛƳŜ ƻǊ ŀƴƻǘƘŜǊΣ Ƙŀǎ ƘŀŘ ǘƘŜǎŜ ƴŜƎŀǘƛǾŜ ŦŜŜƭƛƴƎǎ ŀƴŘ ǘƘƻǳƎƘǘǎΦ {ƻΣ ŘƻƴΩǘ ŘŜǎǇŀƛǊ ƻǊ 

give up. There are solutions and answers to all of these bad feelings and, perhaps, many answers to 

these questions or concerns can be found in this book.  

The key or important point here is to get these questions out of your subconscious so they can be 

explored and answered thoughtfully. There are always answers to be found which can change the whole 

situation. If not, it may be time to find a new job.  

[ŜǘΩǎ ōŜ ŦǳǊǘƘer honest with ourselves and recognize that work is called άworkέ for a reason: iǘΩǎ ǿƻǊƪ. It 

takes time, focus, energy, effort ς and can become tiring after a while. Even the most exciting and 

meaningful jobs can leave people drained at the end of the day, but given the right opportunity, the 

good outweighs the bad. 

However, the answer to negative fears or feeling around work is to find work that you like or love to do. 

LǘΩǎ really true to sayΣ άwork can be fun ƛŦ ȅƻǳ ƭƻǾŜ ǿƘŀǘ ȅƻǳΩǊŜ ŘƻƛƴƎ.έ For example, if you love being 

around young people and helping them grow, maybe being a teacher is the way to go. If you love 

animals, maybe working at an animal shelter or becoming a veterinarian would be rewarding and 

fulfilling careers. To avoid negative feelings about your line of work, try to match your interest and 

abilities to jobs and careers which give you what you like or love to do. It might be hard to imagine 

having a job you love to do, but it can happen if you try. And, should you find such work, it will both 

make work easier and enrich your life. 

If you already have a job and find yourself unhappy where you work, you have two options. First, you 

can change your career and find new employment. This takes time and energy, just like any job hunt, 
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and you will need to balance working with sending out resumes and doing interviews. You could choose 

to quit and then apply for jobs while unemployed, but this Ŏŀƴ ōŜ Ǌƛǎƪȅ ŦƻǊ ȅƻǳǊ ŦƛƴŀƴŎŜǎ ǎƛƴŎŜ ȅƻǳ ǿƻƴΩǘ 

have income for an unknown amount of time; and because generally, unemployed job applicants are 

less appealing to potential employers, who often wonder why a person is currently unemployed. 

The second choice is to discover a way to find happiness at your current job. You could talk with friends, 

coworkers, family or a counselor to identify the good in your job and focus on that through your day. In 

some cases, you may be able to talk with your boss and see if you can tweak your job to do more of 

what you actually enjoy at workΦ LŦ ǘƘƛƴƎǎ ǊŜƳŀƛƴ ǘƻǳƎƘΣ ƛǘΩǎ ŀƭǎƻ Ǉƻǎǎƛble to view your work as a long-

term investment. A ǎǘǊŜǎǎŦǳƭ Ƨƻō Ŏŀƴ ǎǘƛƭƭ ōŜ ŀ άǎǘŜǇǇƛƴƎ ǎǘƻƴŜέ ǘƻ ŀ ƳƻǊŜ ŦǳƭŦƛƭƭƛƴƎ ŎŀǊŜŜǊ ς for example, 

a position filing paperwork in an office can be a starting point toward working on projects, then 

managing those projects, then becoming part of upper-management, and so on. If you think that the 

sacrifice of a demanding position is worth doing what you love long-term, you may want to look to the 

future to stay motivated during tough days. If work is really a drag and yƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘƛƴƎǎ ƎŜǘǘƛƴƎ 

better, though, sometimes the first option of changing things up is the way to go. 

bƻǿΣ ƭŜǘΩǎ ǎŀȅ ǘƘŀǘ ȅƻǳ ŀǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ŀ Ƨƻō όŜƛǘƘŜǊ ǊƛƎƘǘ ƻǳǘ ƻŦ ǎŎƘƻƻƭ ƻǊ ŀŦǘŜǊ ƭŜŀǾƛƴƎ ŀƴƻǘƘŜǊ Ƨƻōύ ŀƴŘ 

really want to make sure you choose the right one. The first step is to understand your own skills and 

what you want out of work. As you self-evaluate or assess yourself around the subject of working, 

ǘƘŜǊŜΩǎ ŀ technique which might ōŜ ǳǎŜŦǳƭΦ LǘΩǎ ŎŀƭƭŜŘ ǘƘŜ {²h¢ ƳŜǘƘƻŘΦ  

{²h¢ ǎǘŀƴŘǎ ŦƻǊ άStrengths, Weaknesses, Opportunities and Threats.έ This management technique was 

developed by Dr. Robert Humphrey of Stanford University in the 1960s to help organizations better 

analyze their risks and then develop a plan to respond. And although it was developed for organizations, 

it can be helpful to individuals when managing their barriers to performance and reaching their goals.  

The SWOT analysis works this way. When analyzing their situations, ƛƴŘƛǾƛŘǳŀƭǎ ŀǎƪΣ ά²Ƙŀǘ ŀǊŜ my own 

strengths and weaknesses ς and what are the opportunities and threats in front of me?έ The person 

using SWOT then uses compares those 4 factors and builds a strategy for achieving their goals. 

As we mentioned above, this tool can be applied to either organizations or individuals. For our purposes 

here, ƭŜǘΩǎ ǳǎŜ ǘƘŜ {²h¢ ŀǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǎŜƭŦ-assessment tool. First off, look inside: what are your 

strengths (pluses) and weaknesses (minuses) as you seek to better understand your current 

employment performance, feelings about working or even finding or holding job? In any case or 

situation, look at the world around you: what are the opportunities (pluses) and threats (minuses) for 

the job market in general, as well as any specific jobs that you may be looking at? 

In this example, ǿŜΩǊŜ looking to find a job.  

The following SWOT example documents a ǇŜǊǎƻƴΩǎ ǎǘǊŜƴƎǘƘǎ ŀƴŘ ǿŜŀƪƴŜǎǎŜǎΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ 

opportunities and threats in the job market around them. (For a blank personal SWOT analysis form to 

use for the job market in general, specific positions, or other parts of your life, see Appendix B on page 

237.) 
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The chart below lists two areas for you to consider regarding your strengths and weaknesses. These are: 

your personal situation and outside or external forces. 

άaȅ {²h¢ ŀƴŀƭȅǎƛǎ ŦƻǊ Ǝetting a jobέ 

Your Personal Situation 

Strengths (Pluses) 

 

¶ I want a job 

¶ I have worked before 

¶ I have my άbrag bites,έ 

elevator speech, and 

resume ready 

 

Weaknesses (Minuses) 

 

¶ LΩƳ ƴot sure what work I 

want 

¶ I dƻƴΩǘ ƪƴƻǿ ǿƘŜǊŜ ǘƻ 

look 

¶ LΩƳ ƴot good at job 

interviews 

Outside or External Forces 

Opportunities (Pluses) 

 

¶ There are plenty of job 

openings 

¶ My parents and friends 

want to help 

¶ I have good references 

Threats (Minuses) 

 

¶ Accessible 

transportation is limited 

¶ There are no 

employment agencies 

that can help me 

 

 

Having done this review, ȅƻǳΩǊŜ ƴƻǿ ƛƴ ŀ ōŜǘǘŜǊ ǇƭŀŎŜ to define what actions or plans you need to follow 

in order to find solutions. In fact, just by doing this assessment, ȅƻǳΩǊŜ ōŜƎƛƴƴƛƴƎ ǘƻ ǘŀƪŜ ŀŎǘƛƻƴΦ YŜŜǇ 

moving forward. If helpful, take what you wrote in your SWOT analysis to a trusted friend and talk 

further with them about it. With your SWOT analysis, you have some facts to begin a good conversation.  

And, use this SWOT formula to help you see the various factors that need to be understood in order to 

best approach a situation. 

LǘΨs important for you to understand and continually think about self-assessing your work place 

performance. If you take the initiative to self-ŀǎǎŜǎǎ ǊŜƎǳƭŀǊƭȅ ȅƻǳΩǊŜ ŦŀǊ ƳƻǊŜ ƭƛƪŜƭȅ ǘƻ ƘŀǾŜ ŀ ǎǳŎŎŜǎǎŦǳƭ 

and rewarding career.  

Be in control of your future.  
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Making m istakes  

Make no mistake: in the world of work, ȅƻǳΩƭƭ ƳŀƪŜ ǇƭŜƴǘȅ ƻŦ ƳƛǎǘŀƪŜǎΦ ²ŜΩǊŜ ŀƭƭ ƘǳƳŀƴ ς and mistakes 

ŀǊŜ ŀ ǊƻǳǘƛƴŜ ǇŀǊǘ ƻŦ ōŜƛƴƎ ƘǳƳŀƴΦ {ƻ ŘƻƴΩǘ ŦŜŜƭ like ȅƻǳΩǊŜ ŀ ŦŀƛƭǳǊŜ ƛŦ ȅƻǳ ƳŀƪŜ ǘƘŜƳΦ If you feel down 

after a slip-up, just remind yourself: everybody makes mistakes. 

The trick about making mistakes is to strive to learn from them and to be sure not to make the same 

mistake twice. As a general rule, the first time you make a mistake, it can be called ŀ άƭŜŀǊƴƛƴƎ 

ŜȄǇŜǊƛŜƴŎŜέ ŀƴŘ ǇŜƻǇƭŜ όincluding your boss) will usually understand and be forgiving. LǘΩǎ ƻŦǘŜƴ ǎŀƛŘ 

that you learn more from your mistakes than from your successes. The key word here ƛǎ άƭŜŀǊƴ,έ so take 

an effort to reflect on your mistake and understand how to avoid it in the future. A good boss who saw 

what happened may appreciate it if you explain what you learned and how you plan to improve. Many 

will also provide advice on exactly what to do moving forward. 

However, if you make the same mistake a second time, it might be viewed in a worse light (this is why 

ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƭŜŀǊƴ ŀƴŘ ƛƳǇǊƻǾŜ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜύ. Your boss may believe that that you failed to learn 

from your first mistake, and ǘƘŜ άŦŀƛƭǳǊŜ ǘƻ ƭŜŀǊƴέ impacted or hurt your job performance. Because your 

boss is responsible for supervising you and your work, their boss may also hold them responsible for 

your mistakes. Your boss may become concerned that it will happen again, which can affect your 

working relationship. If you should make the same mistake a third time (or more), they likely aren't 

going to be at all happyΦ ¢ƘŜȅ ǿƛƭƭ ōŜƎƛƴ ǘƻ ǘƘƛƴƪ ǘƘŀǘ ȅƻǳΩǊŜ Ƨǳǎǘ ƴƻǘ ǘƘƛƴƪƛƴƎΣ ƭŜŀǊƴƛƴƎΣ ōŜƛƴƎ ŎŀǊŜŦǳƭΣ ƻǊ 

taking the effort to improve your job performance. If this happens, you may be demoted (moved to a 

lower-paying position) or even fired. ¢Ƙƛǎ ƛǎΣ ŀƎŀƛƴΣ ǿƘȅ ƛǘΩǎ ǎƻ ƛƳǇƻǊǘŀƴǘ ǘƻ ǊŜŦƭŜŎǘ ƻƴ ȅƻǳǊ ǿƻǊƪ ŀƴŘ 

take the necessary steps to improve. 

Another rule around making mistakes is to learn NOT to let it undermine your confidence. Self-

confidence is vital to you and your performanceΦ 5ƻƴΩǘ ōŜ overly upset or shaken by a mistake. Rather, 

be professional ς which means being calm, taking responsibility and fixing any problems that your action 

caused as soon as possible. Try to stay positive: in fact, sometimes the fix to a mistake can be better 

than the original idea, if you learned from it. ¢ƘŀǘΩǎ Ƙƻǿ ǿŜ ƛƳǇǊƻǾŜΦ  

{ƻΣ ŘƻƴΩǘ ōŜ ŀŦǊŀƛŘ ƻǊ ŦŜŜƭ ŘŜǾŀǎǘŀǘŜŘ when you make mistakes. 5ƻƴΩǘ ƻōǎŜǎǎ ŀōƻǳǘ ǿƘŀǘ ƳƛƎƘǘ ƘŀǇǇŜƴ 

if the same thing happens in the future. Just correct any consequences and change your own habits that 

led to the mistake itself. !ƴŘ ŘƻƴΩǘ ǊŜǇŜŀǘ ǘƘŜƳ.  

CƛƴŀƭƭȅΣ ǘƘƛƴƪ ŀōƻǳǘ ǿƘŀǘ ŎŀǳǎŜǎ ƳƛǎǘŀƪŜǎΦ {ƻƳŜǘƛƳŜǎ ƛǘΩǎ ōŜŎŀǳǎŜ ǿŜ ŘƻƴΩǘ ƪƴƻǿ ǘƘŜ ŎƻǊǊŜŎǘ ǿŀȅ ǘƻ Řƻ 

ǘƘƛƴƎǎΣ ǎƻƳŜǘƛƳŜǎ ƛǘΩǎ ōŜŎŀǳǎŜ ǿŜ ŀǊŜƴΩǘ ǇŀȅƛƴƎ ŀǘǘŜƴǘƛƻƴ ŎƭƻǎŜƭȅ ŜƴƻǳƎƘΣ ŀƴŘ ǎƻƳŜǘƛƳŜǎ ƛǘΩǎ ōŜŎŀǳǎŜ 

ǿŜ ǎƛƳǇƭȅ ǎƭƛǇǇŜŘ ǳǇΦ .ǳǘ ǎƻƳŜǘƛƳŜǎ ƛǘΩǎ ōŜŎŀǳǎŜ ǿŜ ŀǊŜ ǿƻǊƪƛƴƎ ǎƻ ƘŀǊŘ ŀƴŘ ǇǳǘǘƛƴƎ ƛƴ ǎƻ ƳǳŎƘ ŜŦŦƻǊǘΣ 

that too much is happening at once and we miss a detail. In this last case, some leaders believe that if 

ȅƻǳΩǊŜ ƴƻǘ ƳŀƪƛƴƎ ƳƛǎǘŀƪŜǎΣ ȅƻǳΩǊŜ ƴƻǘ ƳƻǾƛƴƎ Ŧŀǎǘ ŜƴƻǳƎƘ.  

Just be sure you move even faster to fix them. 

  



144 |  
 

Being innovative and excelling  

hƪŀȅΣ ƛǘΩǎ άŜȄǘǊŀ ŎǊŜŘƛǘέ ǘƛƳŜΦ  

LŦ ȅƻǳ Ŧƻƭƭƻǿ ǘƘŜ ŀŘǾƛŎŜ ŀōƻǾŜΣ ȅƻǳΩƭƭ ōŜŎƻƳŜ ŀ ǾŀƭǳŜŘ ŜƳǇƭƻȅŜŜΦ ¸ƻǳΩƭƭ ƎŜǘ ŀ ά/έ ƻǊ ά.έ ŀƴŘ ƳŀȅōŜ 

ǎƻƳŜ ά!έs in your job. Now, youΩǊŜ ōŜƎƛƴƴƛƴƎ ǘƻ ƭŜŀǊƴ what it takes to ensure thaǘ ȅƻǳΩƭƭ perform well in 

a job and career. You know how to continuously ŜǾŀƭǳŀǘŜ ȅƻǳǊǎŜƭŦ ƛƴ ƻǊŘŜǊ ǘƻ ōŜ ǎǳǊŜ ȅƻǳΩǊŜ ŘƻƛƴƎ ȅƻǳǊ 

job in a manner that keeps both you and your boss happy regarding your performance.  

However, you have the ambition and drive to do more. You want to excel. ¸ƻǳ ǿŀƴǘ ǘƻ ƎŜǘ ŀƭƭ ά!έǎΣ ŜǾŜƴ 

ά!ҌέǎΦ .ŜƛƴƎ ƎƻƻŘ ƛǎ ŦƛƴŜΣ ōǳǘ ōŜƛƴƎ ƎǊŜŀǘ ƛǎ ōŜǎǘΦ You want to be more than a good employee. You want 

to be a great employee who is heading for the top of your department or organization. Using our 

example earlier, you want to move from filing papers to working on projects to managing those projects 

to being upper-level management. You want to lead (and get paid more as you do). 

WhatΩǎ ǘƘŜ ŜŘƎŜ needed to excel to the top? What else do you need to know in order to be more than 

Ƨǳǎǘ ŀ ŦƛƴŜ ŜƳǇƭƻȅŜŜΚ ²Ƙŀǘ ŘƻŜǎ ƛǘ ǘŀƪŜ ǘƻ ōŜ άƎǊŜŀǘέΚ 

In a word, it takes being an innovator. Becoming that trusted employee who not only gets their job done 

effectively but is always looking at everything from 30,000 feet high up in the air, where you can see the 

άōƛƎ ǇƛŎǘǳǊŜϦ more clearly. Up in the sky, you can see more. You will be looking at where the company 

has been, where it is now and where it needs to go next. With this perspective, you can become an 

innovator and an outstanding employee heading for the top ranks. 

Practice these additional skills if you want to become a top performer. Here are even more secrets to 

maximum success in your career. And ŘƻƴΩǘ ŦƻǊƎŜǘ: all that has been said in this book and which lies 

ahead must be included in your performance for you to reach the top.  

This is the extra credit stuff ς and here are those extra lessons. 

1. Stay Positive 

5ƻƴΩǘ complain about things ǘƘŀǘ ŀǊŜƴΩǘ ǊƛƎƘǘΦ See these things as golden opportunities for you to excel 

by finding solutions. LǘΩǎ Ŝŀǎȅ ǘƻ ŦƛƴŘ Ŧŀǳƭǘs and problemsΦ LǘΩǎ ƘŀǊŘŜǊ ǘƻ create solutions. See the silver 

lining in the dark clouds. Always be positive. tƻǎƛǘƛǾŜ ǇŜƻǇƭŜ ŀǘǘǊŀŎǘ ƻǘƘŜǊ ǇƻǎƛǘƛǾŜ ǇŜƻǇƭŜ ŀƴŘ ǘƘŀǘΩǎ 

where innovation occurs.  

2. Observe, notice and ask the deeper questions. 

Strive ǘƻ ǳƴŘŜǊǎǘŀƴŘ ǿƘȅ ǘƘƛƴƎǎ ŀǊŜ ǘƘŜ ǿŀȅ ǘƘŜȅ ŀǊŜΦ 5ƛƎ ŘŜŜǇŜǊ ŀƴŘ ŘŜǾŜƭƻǇ ŀƴ ƛƴǎƛƎƘǘ ƛƴǘƻ ǿƘŀǘΩǎ 

going on and why. Look for patterns or deep underlying causes. Learn more than others just notice. Be 

curious. Most people focus on the getting the job at hand done correctly, while not paying close 

attention to the deeper meanings or insights ǊŜƎŀǊŘƛƴƎ ǿƘŀǘΩǎ ƘŀǇǇŜning. Ask questions, think beyond 

ǘƘŜ ǎǳǊŦŀŎŜ ǊŜŀƭƛǘȅΦ 5ƻƴΩǘ Ƨǳǎǘ Řƻ ȅƻǳǊ Ƨƻō well; understand your job in the context of the whole 

operation ς of your organization and even the industry it operates in. In addition, always try to find the 

things that are a little bit off or not quite right. And listen to everyone, especially those who may 
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disagree with you or see things differently. ¢ƘŜȅ Ƴŀȅ ǇǊƻǾƛŘŜ ƛƴǎƛƎƘǘ ƛƴǘƻ ǿƘŀǘΩǎ ǊŜŀƭƭȅ ƎƻƛƴƎ ƻƴ ς or 

show you the viewpoints that are holding things back. 

3. Think, ponder and dream 

Most people think that daydreaming or reflecting ƛǎƴΩǘ ǿƻǊƪƛƴƎΦ ά[ŜǘΩǎ ǎǘƻǇ Řŀȅ dreaming and get to 

work,έ ǎƻƳŜƻƴŜ might say. Well, research has shown us that daydreaming or stepping back from the 

άǇǊŜǎǎing ōǳǎƛƴŜǎǎέ ŀƴŘ ǿƻƴdering about things is a great way to remain innovative and productive. 

Daydreaming, in this example, is recalling information without distractions ς so simply taking a break to 

reflect on a meeting or task you completed (or are working on).  Many top organizations give their 

employees free time to engage in experiments ƻǊ Ƨǳǎǘ ǘƻ ǘƘƛƴƪ ŀōƻǳǘ ǿƘŀǘΩǎ ƎƻƛƴƎ on in the workplace 

ŀǊƻǳƴŘ ǘƘŜƳΦ DǊŜŀǘ ǇŜǊŦƻǊƳŜǊǎ ƴŜŜŘ ǘƘƛǎ άǉǳƛŜǘ ǘƛƳŜέ ƻǊ άǘƛƳŜ ƻǳǘέ ǘƻ ƳƻǊŜ ŎƻƳǇƭŜǘŜƭȅ ǊŜŦƭŜŎǘ ŀƴŘ 

analyze the true meanings of their daily routine, ways to improve their performance, the direction of 

their organization, and more. Reflection can also happen off the job. Think, ponder and dream about 

work even ǿƘŜƴ ȅƻǳΩǊŜ ƴƻǘ ǘƘŜǊŜ ς not all the time, but for some of the time (and try to keep it positive 

and constructive)Φ ²ƘƛƭŜ ȅƻǳΩǊŜ ŘƻƛƴƎ ƘƻǳǎŜǿƻǊƪΣ Ƨǳǎǘ ōŜŦƻǊŜ ȅƻǳ Ǝƻ ǘƻ ǎƭŜŜǇΣ ƻǊ ǿƘƛƭŜ ȅƻǳΩǊŜ at home 

getting ready for work, let your mind reflect or ǇƻƴŘŜǊ ƛǘ ŀƭƭΦ LǘΩǎ ŀƳŀȊƛƴƎ Ƙƻǿ ƳǳŎƘ ƳƻǊŜ insightful your 

mind will be when you reflect away from the hustle and bustle of work.  

4. Pay attention to everything 

5ƻƴΩǘ ŘƛǎƳƛǎǎ ƳƛƴƻǊ ŘŜǘŀƛƭǎ ƻǊ Ǉƻƛƴǘǎ ōȅ explaining them away so you can stay in your comfort zone. Be 

alert and look to identify inconsistencies, anomalies, and unexplained outcomes. Try to capture and pay 

atǘŜƴǘƛƻƴ ǘƻ ŀƭƭ ǘƘŜ ƳƛƴƻǊ ŘŜǘŀƛƭǎ ƻǊ άŘƻǘǎέ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ƻǇŜǊŀǘƛƻƴΦ .Ŝ ƛƴƴƻǾŀǘƛǾŜ ōȅ connecting 

those random dots in new and not-previously-understood ways. Obviously, without all the dots 

ƛŘŜƴǘƛŦƛŜŘΣ ȅƻǳ ǿƻƴΩǘ ƎŜǘ ǘƘŜ ŎƻǊǊŜŎǘ ǇƛŎǘǳǊŜ ǿƘŜƴ ȅƻǳ ŎƻƴƴŜŎǘ ǘƘŜƳ ŀƭƭΦ {ƻΣ ŘƻƴΩǘ ŘƛǎƳƛǎǎ ŀƴȅǘƘƛƴƎ ȅƻǳ 

notice. It might be the key to developing a deeper understanŘƛƴƎ ƻŦ ǿƘŀǘΩs actually happening ς which 

can help you be more innovative for making things better. 

5. Look closely at contradictions 

Deep and important insights most often occur when we notice things that don't make sense to us. 

IŜǊŜΩǎ ǿƘŜǊŜ ȅƻǳ ŘƛƎ ŘŜŜǇŜǊΦ LŦ ȅƻǳǊ ƛƴǎǘƛƴŎǘǎ ǘŜƭƭ ȅƻǳ ǘƘŀǘ ǎƻƳŜǘƘƛƴƎ ŘƻŜǎƴΩǘ ƳŀƪŜ ǎŜƴǎŜΣ ŘƛƎ ǳƴǘƛƭ ƛǘ 

does. These are the situations where innovation most often occurs. Humans (especially average 

workers) have a tendency to shrug our shoulders when we identify contradictions or inconsistencies. We 

want to move on, not stop and ponder why these may exist. It takes time and energy task questions, 

ŀƴŘ ƻǳǊ ƛƴǎǘƛƴŎǘǎ ƻŦǘŜƴ ǘŜƭƭ ǳǎ ƛǘΩǎ ƴƻǘ worth the effort to investigate farther. Sure, sometimes there is 

ƴƻǘ ƳŜŀƴƛƴƎ ƛƴ ǘƘŜǎŜ άƴƻǘ ǉǳƛǘŜ ǊƛƎƘǘέ ŦŀŎǘǎΤ ƘƻǿŜǾŜǊΣ Ƴŀƴȅ ǘƛƳŜǎ ǘƘŀǘΩǎ where the gold is to be mined 

by the outstanding innovative employee on their way to the top. 

6. Do something 

LŦ ȅƻǳΩǊŜ going to take the time and invest the energy to follow the steps above, it is without value 

unless you take the ǎǘŜǇ ƻŦ άŘƻƛƴƎ ǎƻƳŜǘƘƛƴƎ.έ Taking action is where your leadership skills kick in. This 
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means getting needed data or evidence, defining the challenge, developing a plan of action or response, 

as well as speaking out on about ǿƘŀǘ ȅƻǳΩǾŜ ƻōǎŜǊǾŜŘ ŀƴŘ recommend. This is the payoff point and the 

ŎǊƻǿƴƛƴƎ ŀŎƘƛŜǾŜƳŜƴǘ ƻŦ ȅƻǳǊ ƛƴƴƻǾŀǘƛǾŜ ǎǇƛǊƛǘΦ {ƻΣ ŘƻƴΩǘ ǇǊŜsent to your boss or team just a άhunchέ 

around a άǇǊƻōƭŜƳέ ς instead, offer a complete proposal.  

Lastly, there are often great opportunities for innovative workers when there is great crisis.  

Too many times, when a company or organization is in crisis, most of its workers run and hide under 

their desks. This is not the time to lay low. This is the time for you, as an innovative and high performing 

leader, to seize and rise to the challenge. Great leaders are born when defeat is near. Some examples 

are Lee Iacocca at Chrysler, Steve Jobs at Apple, Winston Churchill during World War II, and the list goes 

on. The reason for this rise to the top during a time of crisis is that unusual opportunities become 

available which would not be possible if everything was under control. Safe or stable times are times of 

routine performance, steady expectations and slow promotions. However, during a company crisis, 

innovation is needŜŘΦ LǘΩǎ ǘƛƳŜ ǘƻ άfƛƭƭ ǘƘŜ ǾƻƛŘ ŀƴŘ Řƻ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎέ. IŜǊŜΩǎ ȅƻǳǊ ƻǇŜƴƛƴƎΦ IŜǊŜΩǎ ȅƻǳǊ 

chance to run to the fire (crisis), not from it. During a crisis, with your new skills around leadership and 

innovation, you can accelerate yourself forward with recognition, admiration and promotions.  

Workplace relationships (office politics)  

Appropriate or proper workplace relationships are often deǎŎǊƛōŜŘ ŀǎ άƻŦŦƛŎŜ ǇƻƭƛǘƛŎǎ.έ hŦŦƛŎŜ ǇƻƭƛǘƛŎǎ ŀǊŜ 

ǘƘŜ άŘƻǎέ ŀƴŘ άŘƻƴΩǘǎέ ƻŦ ǇǊƻǇŜǊ ōŜƘŀǾƛƻǊ ƛƴ ǘƘŜ ǿƻǊƪǇƭŀŎŜΦ ¢ƘŜȅ Ŏŀƴ ǾŀǊȅ ŦǊƻƳ ǿƻǊƪǇƭŀŎŜ ǘƻ ǿƻǊƪǇƭŀŎŜΣ 

so be alert for local variations to the rules or advice below. Being smart and performing well around 

oŦŦƛŎŜ ǇƻƭƛǘƛŎǎ ƛǎ ŜǾŜǊȅ ōƛǘ ŀǎ ƛƳǇƻǊǘŀƴǘ ŀǎ ȅƻǳǊ ŀŎǘǳŀƭ Ƨƻō ǇŜǊŦƻǊƳŀƴŎŜΦ Lƴ ŦŀŎǘΣ ƛǘΩǎ ŀ Ǿƛǘŀƭ ǇŀǊǘ ƻŦ ȅƻǳǊ Ƨƻō 

performance. YƻǳΩƭƭ ōŜ ƳƻǊŜ ƭƛƪŜƭȅ ǘƻ ōŜ ǎǳŎŎŜǎǎŦǳƭ if you learn the strategies of office politics and 

practice them to your advantage. 

LŦ ȅƻǳΩǊe new to the world of work, understand that workplace rules or office politics are quite different 

from either those in school or in the community. One of the key differences is the fact that money and 

power are the very powerful forces behind them. And, iǘΩǎ ƛƴǘŜǊŜǎǘƛƴƎ ǘo see how people change when 

they are competing for either or both (money and power).  

Another important thing to know is that no two workplaces are the same, and neither are their politics. 

Some organizations have a strong sense of teamwork and equality, some have more strict power 

structures, and some are hyper-competitive. Individual employees also vary: certain people are friendly 

and others are more cut-throat in their search for money, power and promotions. Politics are different 

among industries and within them, too. The way things work in a factory are different than they do in a 

restaurant, while a start-up business is different than a large corporation which is different than a 

charitable non-profit. At the same time, one startup may be up-beat and supportive, but another could 

be strict with a set of managers that is very critical of employees. Whenever you get a new job (or are 

choosing between jobs), understand exactly how the politics operate and work to succeed within them. 

In order not to get tripped up by office politics, be alert for and follow these basic rules or 11 

commandments. 
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1. Learn how things actually work ς Each workplace has its own peculiarities on how things get 

done or ǿƘƻ ǊŜŀƭƭȅ ǿƛŜƭŘǎ ǇƻǿŜǊΦ !ƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŎǘual power structure may even vary or 

change over time. And, it can be quite different from what the formal office organizational chart 

όƻǊ άƳŀƴŀƎŜƳŜƴǘ ǎǘǊǳŎǘǳǊŜέύ shows. For example, when I reported to my first job, someone 

hinted that the real position of power in the office was not the top manager, but his 

administrative officer. If I wanted to get something done or accomplished, my coworker told me 

that smart workers went to her because she was the center-point around which things got done. 

So, guess who the first friend was I tried to make? όIƛƴǘΥ ƛǘ ǿŀǎƴΩǘ ǘƘŜ ƳŀƴŀƎŜǊύ. And in the end, 

befriending the administrative officer was the smartest move I made during my early career. So 

observe, ask, study, learn, and adapt to the political landscape where you work. 

2. Guard against being manipulated or controlled ς Unfortunately, some employees are 

unprofessional and manipulative in the world of office politics: they try to pit other people 

against each other in their own search for money and power. So be wary of the co-worker who 

comes up to you soon after you report for work and tells you a άfriendly secretέ about your boss 

or another co-worker όŜǎǇŜŎƛŀƭƭȅ ƛŦ ǘƘŜ άǎŜŎǊŜǘέ ƛǎ ǎƻƳŜǘƘƛƴƎ ƴŜƎŀǘƛǾŜύ. That friendliness may be 

an attempt to manipulate you to do or say something which either supports their agenda or 

serves to discredit you in front of your boss or others. Always be wary of advice or gossip which 

seems to suggest you say something or do something which appears wrong, as it likely is wrong. 

The temptation for ŀ ƴŜǿ ǿƻǊƪŜǊ ƛǎ ǘƘŀǘ ǘƘŜȅΩǊŜ ŀƴȄƛƻǳǎ ǘƻ ƳŀƪŜ ƴŜǿ ŦǊƛŜƴŘǎ ǿƘƻƳ ǘƘŜȅ Ŏŀƴ 

trust. Remember, the people you can tǊǳǎǘ ƻŦǘŜƴ ŘƻƴΩǘ ǘŜƭƭ ȅƻǳ something that seems negative 

or even destructive. LǘΩǎ ƴƻǘ ǇǊƻŦŜǎǎƛƻƴŀƭ ōŜƘŀǾƛƻǊΦ In such cases, just file the information away 

aƴŘ ǎŜŜƪ ǘƻ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ǘƘƛǎ ƎǊƻǳǇΩǎ office politics before you act. As you learn more, 

ȅƻǳΩǊŜ ƭƛƪŜƭȅ ǘƻ ƭŜŀǊƴ ǘƘŀǘ ǘƘƛǎ ƴŜǿ άŦǊƛŜƴŘέ ƛǎ ƛƴǾƻƭǾŜŘ ƛƴ ŀ ŦŜǳŘ ƻǊ ŦƛƎƘǘ ǿƛǘƘ the person they 

were talking trash about.  

3. Talk to people ς You can safeguard your reputation and practice great office political skills if you 

make it a practice to leave your work-station (desk or otherwise) and go to talk to the other 

people you work with in person. Key reasons for this suggested practice is that it helps to build 

better relationships with your co-workers (it shows a respect for them by showing up at their 

work-station). Lǘ ŀƭǎƻ ƘŜƭǇǎ ȅƻǳ ǘƻ ƎŜǘ ǘƻ ƪƴƻǿ ǿƘŀǘ ǘƘŜȅΩǊŜ ŘƻƛƴƎ ŀƴŘ ǘƘƛƴƪƛƴƎΣ ŀƴŘ ǾƛŎŜ ǾŜǊǎŀΦ 

¸ƻǳΩƭƭ ƭŜŀǊƴ ƳƻǊŜ ŀƴŘ ƳƻǊŜ ǉǳƛŎƪƭȅ by interacting with coworkers than simply by doing the tasks 

you are given. hŦ ŎƻǳǊǎŜΣ ŀƭǿŀȅǎ ƎŜǘ ȅƻǳǊ Ƨƻō ŘƻƴŜ ǿŜƭƭ ŀƴŘ ŘƻƴΩǘ ǎǇŜƴŘ ǘƻƻ ƳǳŎƘ ǘƛƳŜ 

socializing, otherwise your boss may think you are not putting in enough effort.  

4. 5ƻƴΩǘ ōŜ ŀ ŎƻƳǇƭŀƛƴŜǊ ς Nobody enjoys being around someone whoΩs complaining. Watch 

yourself and when things are going badly or unfairly: ŘƻƴΩǘ ƎƛǾŜ ƛƴǘƻ ǘŜƳǇǘŀǘƛƻƴ ŀƴŘ ŎƻƳǇƭŀƛƴ 

about it in the workplace. People do not want to hear others venting at work (they have their 

own things to deal with). More than that, complainers are viewed as both trouble-makers and 

drags on progress; people viewed negatively in these ways are not likely to move ahead in an 

organization. Obviously, things will go wrong for you at your job at some point ς and people, 

even your boss, may do you an injustice or two. If that happens, go home and vent, but ŘƻƴΩǘ Řƻ 

it at work. When you are on the job, be proactive instead. Think of ways to positively respond to 

the injustice. If someone else got the task or job you wanted and you feel like it should have 












































































































































































