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PREFACE

This book is intended to assist people with disabilities as they both consider and prepanteiang
the world of work Parents, family members, mentors, rehabilitation, employment and education
professionals can also use the information in thoek to support the employment quests of their
students, customers or clients with disabilities.

Make it WorkOl 'y 06 S dzad SR | a-Help Gaidi do pr&pharéf@ go@petitijeSnipByment or
as atextbookwhile taking aremployment training courseéeach of its chapters can be used individually
2N 6KS 06221 OFly 068 dziaAftAT SR Fa | O2YLX SGS G4SEGZ R

Thisbook isa guide about competitive employmefur several groupsl) young people with disabilities
who will smn be leavingchooland are preparing fotheir transition towork; 2) people witmewly
acquired disabilieswho are looking testay at or return to, work; and 3) individuals with disabilities
who have never worked before and now want to ready themselfioremployment

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, thawoki for reading and | hope thesgrve you well. If you

support people with diabilitiesg as a parent, mentor, or professionatead through this book knowing

that it is meant for those yousuppot. KA a 0221 Q& O2yGSyd YlIeé& YI1S @&2dz
supporting the employment ambitions of people with disabilities.

This boolkcontains important information aboutow to manage a disabiitin the workplacendtips on
how to develop professional or workplaskills.aProfessional skilisare the soft, medium and hard skills
that employers wanto seein their workers EmployersR 2 tfjust want someone who can do thasks

of thejob (hard skills; they want people who can do the job with the right techniques (medium skills)
and with the right style or fit (soft skillSfobe successful in finding, holding and advancingjoband
career, aperson with a disability needs tearnthese skills

This book islsodesigned to helpusfacethe basic or fundamental fears @und entering the wold of
work with a disability; especially for the first time.

Fear is naturalbut job seekeswith disabilitiesd K 2 dzietReAr@ither discouragehem or holdthem
back Curiouslyfear can either help or huisdepending on howve react to it. Rememberfear gives
ustwo choicestod T A I K U £.¢ 2 WMRdécidie tddaatvith fears by teking action(fight and buildup
our skill§ orchoose toavoid the subjecfflight andturn awayfrom the subjec}? Reading this book will
give you the information and ideasededto make the right choice.

Thefundamentalmessagef this book ighat onlythe person with a disability can get the job or
promotion he or shewants. Let the ideas and thoughts in this boelnpowerpeople with disabilities to
achieve competitive employment success.
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The lessons of this boakim to providethe insights, informatbn and techniques reessary to become
powerful, both in employmentselfconfidenceand professional oworkplace skills Practicing hese
lessonan impres&mployerswith your employment potential

Imagine this book as a guide bookto anewwerthiS a2 NI R 2 F 42 NJ

Going to work, for the first time, is like goingamew countrgp L F @2 dzQ@S Yy S@GSNJI 6SSy i
Al QA | tdehdd® miacR&loucdno 2 dzi G KS O2dzy i NE Qaanddz (G dzNBZ O |
expectationsbefore you goSomeimes, aguide book is the bestway to leain.¥ & 2dz R2y Qi LINB LJ
properly for your travel, you might not have a successful Wg. canavoid having a bad trip to the

Go2NI RéE2Bo2BYNYAYy3I GKS fSaazya 2F (KAa 02219

People with disabilities someties encountetow expectations andegative attitudes aboutheir
employment potential fronothers {eachers, relatives, friends, disability employmh professionals and
employers)out these obstacleshouldnot stop or discourag@b-seekers or employeetnstead, we
must push beyond obstacles and move toward success. It is up to us.

This book coverkey disabilityrelated employment strategies which can disarm and dissymesigple
skeptical about the employment potential of people with disabilitiEise idexs and strategies in this
book aredesigned tgprovidethe knowledgeand techniquego dispel existingiegative myths and
thoughts abotiwork potentialwhich may exisin both yourself and in thosgho you meet.

We must recognize thahere arevaluablelaws that make discrimination in employment against people
with disabilites illegalHowever these lawsaloneare not likely to eithegetindividualsthe job they
wantor propelto the careerthey dream aboutWhile we havdaws prohibitng discriminatio and
requiring accesgliscriminationin employmentis often hard to prove Hence, legal action the last

resort. The first resorshould beto build personal and professionakills and abilitiethat challenge
negative perceptions and support careegvetlopment Win with your competitive job skills. Win with
GKAA 0221Qa fSaazyao

LGQA AYLERNIFyYyG (2 thisdbdolis rotdiuplicale br3eplack &istingdB&biity” R

SYLX 28YSyid STFF2NIad wlk G§KSNI A resdhook facudésotne first dzAYSy G 2
stesAy (GUKS SYLX 28YSyid LINE OS dencburdgeiadimotivatdind&idu@ls G NI A Yy A Yy
with disabilities to beomemore open to their employment potential; and, in tutmecomemore
engagedn their rehabilitation and educationemployment programst KA & 0 2 2 talke addedy G Sy (

to whatis already being donia current disability employment programis can helpmake all our efforts

stronger and more impactful.

Experts agreein order to get the joband carees wewant, EVERYON#isabled or notheedsto learn

how to becomea compeitive workplaceprofessional The first or fundamental worklaceskil neededis
self-confidence aboubneQ& Y LI 2@ YSy (i LI ( Sy isalficdnfibentecaB shaw itselfJLI A O y i C
throughjob applications, resumeand interviews This is wheemployers begin to builtheir

confidencethat the applicantisthe right persorto hire. For jobseekers with disabilities, howevesel:

confidencemay be more difficult tdind andshow¢ or maynot be fully recognized by potential
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employers The lessons of this boakre designed to helfcate andbuild selfconfidence by reducing
fears and negative feelings about beingrthy of employment.By learningand practicing the lessons in
this book,job-seekerswill naturally increase employmeselfconfidence and, in turn,convince
employersto haveconfidencewhen it comes tdiringand promotng them.

Success in employment and careers has already happened for millions of people with disdbilities.
happens when they: Believe in themselve) gain the skills necessary to make it happen; and 3) learn
how to describe and preseibth their disabilityand talentsin apositive and professional way
Employmentuccess itheirsfor the taking.

Ldi@al 1S ®id 22N
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BACKGROUND

This boolbuilds on thecoursecontentdeveloped andaughtto students with disabilitieat the
University of California, Berkeleyd elsewhere

While this informationwas createdor college students with disabiks,what it teaches is important
regardless of age, disabilitype or educatioral level. This disability employment bodkacheseveryone
who wishes to become a successful competitive job applicant and empldyatethey needo knowto
gain jobs and build tir careers

Soon aftetthis coursebeganat UC Berkeleyhe Kessler Foundation of New Jerdeydeda grant to
research theD 2 dzNidapAd®od the employment knowledge and outcomestbe students with
disabilities Three schools, each with a differenstructor, taught the course during a twgear time
frame. The schools werelC Berkeley, Cal State Fuldert and San Diego State

As a result of this researcyidencewas collected which shows thpact oftheselessonnthose
whotook the course.The table belovwshowsthe studentlearning advancesee class surveystrument
in Appendix E, page 2p&eyemploymentrelated skillswere measuredoboth before and after the

coursewas taked ¢ KS a0 ST2NB¢ @ SdNangksior growlsiios tNEimprdGen@nsoy G | 3 S

learninggainsamong the students studying this content

How Studentsfelt About These Factors Before and Affeaking Thi€ourse | Before- | After -
Positive | Positive
Believed disabilitis anassetto employers 31.6% | 909%
Feltunpreparedfor work 51.6% | 10.7%
Were ableto answer'what work doyou hopefor?" 46.8% | 92.3%
Knew workplaceralues 346% | 76.3%
Feltcomfortablein job interviews 19.9% | 86.0%
Felt @mfortableworkingwith people 385% | 87.1%
Felt omfortable peakingaboutaccomplishments 24.2% | 87.1%
Felt omfortable sharinghoughtsfreely 34.4% | 88.6%
Understoodwvhat employers are lookinfpr 325% | 93.8%
Believed it would be hartb get jobwith disability 67.5% | 19.1%
Able to demonstrate leadershikills 44.2% | 84.6%
Felt omfortablediscussinggccommodatiomeedswith Employers 26.6% | 85.1%
, ~= 7 s % & OB =S =
;:)e)r/scl)qns vt:i dﬁsibﬁitiﬁs YR OOSNE EBIRE A2 NS 28.2% | 94.6%
Knew disability laws 26.3% | 93.9%
Believed employenill wantto hire them 29.1% | 93.1%
Believed disabilitis a sourceof pride 65.5% | 91.6%
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These learning gainshow tremendousmprovement¢ 2 dza S Stradidnalgrading system,
beforetakingthe course, thestudents with disabilitiehada collectve I NJ R Svelkb€ldaw 70%)After
the course, th& scores inthese skil62 SR Ay G 2 (graderadge.é | YR a! ¢

But, aneven more importantjuestioniss a5 A R { Kdgetgobs2za (i dzRSy G a
Yes they did.

In fact,the early data from the Kessler Founiteteffort told us that theyinitially got jobs at moe than
twice the rate ofother studentswith disabilities More interestinglythey got jobs athe same laor
force participation rateasALLother college studentg(without disabilities)

If you(or the people with disabilities you work with) an®t in college, you may be wonderihgs thik

book fa meK &he answer is ye®Vhile we started thignitiative at the college level, after readirtbis

book& 2 dzQf f theicBrientis Kaluable foall those withdisabilitieswho are seekng compeitive
employment. This content hadreadybeen successfully adapted by local instructors for a wide range of
disabilitiesand circumstancesrou can adapt it to your situation as well

CA Y I f f @hatsteénts®Bith disabilities hado say after takinghe courseunder the Kessler
Foundation grant at three colleges

1 Thank you so very much for this course. It was, without a doubt, the course that will have the
most impact on my career. | am grateful tauyfor all the time and energy you put into the
developnent of the course andssignmerd. And, the things | have learned here | will take with
me the rest of my life. | am very grateful.

1 I had the pleasure of taking your classoBmnofessional Developmeé&tDisabilitg. Your class not
only increased my confidence and ability to introduce myself and sgediit to go after and
secure a competite internshigast summer!

T ¢KAA Aad GKS aSO2yR GAYS LQ@S Gl | Beyausie Kkheiv Of | a4 @
K2g AYLRNIFIYG dKAa AYyTF2NXYIFGA2Y Aa (2-AY8 BRYWR Y@
it again.

1 LQR tA1S G2 deruclasséa®tie vauabilinforih&tiondy@uyprovided us during
the semester. | wish | knew aboutgltlass earlier in my education career, but | am glad | had
the opportunity to learn from your wealth of knowledge.

1 The insights you shared were extremely valuable. | could not agree more with your comment on
the imperative coexistence of both disabilityhts alongidedisability responsibilities. 1 would
love to share some of the information you address with the parents and youth with disabilities
back inmy home town | think that high school youth with disabilities along with their parents
need to unérstand and hear the realities assdeid with employment, the realitiesf the
benefits system, as well as their own personal responsibiitie®rkif they can.

1 Your encouragement arehthusiasm made me feel more setinfident. | really appreciated ¢h
O2dzNESQa | LILINRFOK (G2 GKS adzomeSOoie® LG ol a L2aAd
class which will truly be with me as | move forward to a career after graduation.
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This was a great course and | learned a lot. | feel | have gained mdigeoor as a result of
participating in this course.

| loved how passionate you were about wanting us to learn about professional development.
Thanks for all your support! | did go througtal round interviews recently 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 processanater
employerfor a very different role. So at this point | think | probably will be diccpan offer

within the next few weeks. Thanks again for all your help in my job search! | would like to keep in
touch with you. As | said before, I'm deeply gratefuytar supportDown the road, when I'm
further along in my career, | would like iod a way tasee what | 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 stratgyies in order to get the jobalant.

This course taught me aboutalotdfd 0 A f AG& NB&2dzNDOS& GKFG L RA

ever found looking around on my own. The job hunt, interview and employment process is
certainly different for people with disabilitighan it is for others. Other than this course, there

A & yl@& dut 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. | espeeigbyed the readirgy | wish the

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

| really enjoyed the course. | feel as if | obtained the most important kind of information to help
me succeed in the fute. | thnk as a graduating seniadrfeel really confident in my job
prospectsand,also know that | am a str@ candidate in the job market

Thank you for an amazing semester. | definitely will utilize the tips and resource that you have
shown us in ckss for the real world! It truly was an amazing course! Thanks again!

| wanted to take thi€hance 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 | feel it willdaelp m
greatly when | go into the real world.

| wanted to say how much | enjoyed your course this semester! | learned so much | wasn't aware
of about disability legislation and all manner of other things.

| am so grateful | got recruited for this class! | test so much.

¢tKAA OflaaQa O2yaSyid ¢l a +9w, dzZASTFdzZ & !'a L
for internships now and employment later.

The Professor was extremely motivating and a great teacher. | learned so much and fell so much
more conident about my work future.

| enjoy all the instruction, esPer | f f & (G KS & 9parSvddredgyidaussedlBai By OS ¢
Lesson 1)Herideas and techniques were absolutely liberating and compelling. | fully expect to
follow her guidance as | prepafor my professional career (interviews and meetings). Wow!

Great content!

G8g)
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9 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 fundameimglortant 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 preand postcourse survey appearing in the APPENDICES @igdenat the end of
this book.For more on theefindings as well as the course materials developed undgrant from the
Kessler Foundation of New Jerssge:http://interwork.sdsu.edu/c2c!

Please notehat the instructon materials athe abovewebsite weredesigned for instructors to draw
from when teaching employment related skillfo individuals with disabilities. This websitenist
designel for students to take the course dime. Plus, the instruional materials on this website were
prepared several yea ago. fisbook contains addedontentandmay be more usefuoth for you or

those you suppott

Y
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INTRODUCTION

2 K | iniSsing indisability enploymentpreparation pograms?

As a longtime professional working in support of the employment of people with disabilities, | was
excitedwhen larrived at mynew job at the University of Ciédrnia, Berkeley (UC Berkeley) 2009 As
the Director of the campus Disabled Students Progriawould have an opportunity tbelp students
with disabilities prepare for their careers. UC Berké&agcognized as thirth placeof the modern
disabilty rights movement anthas some boury | i Andbsf @lantedstudentswith disallities, so
helping them launclheir carees seemedike an easy task.

During my first few weeks at UC Reley, lasled every student with a disality | met the same
guestn, & 2hat are going to do after you graduse

Thevastmajority ofthe responsesvere vague or uncertaify ¢tKS Y2ald 0O2YY2y FyasSN
goon to graduateschoolé But, | thoughto myselfd KI § Q& y 234 | Ol NBSNW

It took several months before #se students trusted me enough to tell me what tivegre really
thinking when lskedthem this questionMany students confessed to me that they felt their disability
would make it hardor them to findjobs and careersSo, they feare@&ven exploringhe subject. Others
revealed to me that they felt likéhey must stay in schoas longas they couldecause theyworried

that when their school years endeldey would be forced to spenttheir lives at homeon disability
supportprograms

Collectively, heyseemed to be sayity ¢ 2 K2 ¢ 2 dA @\pdtsbrNdith aydBability d

| was shocked to leartihat most of these talented and promising students with disabilities lacked the
seltconfidence necessary to effectively market themselves for employmeintkiS @ RA RYy Qi 0 St A
GKSANI SYLX 28YSyld LRGOSYGALFf X &KapmsperavdznRloyarkkBety S OIS NJI &
from years of experiencthat if these promisingtudents lackedelfconfidence about their

employment potetial, employers wouldsenseit andlikely not hire themdespitetheir potential.

w

Why didthese promising students have selbubtsabout their employment worth or potenti@lWell,

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

disabilitesa 2 K G R2 @2dz ¢ yidzZiIRé 0BKEKSY (i BR2dz BNBBE | dzSa i
2dzNJ Y2y RA&lI0f SR @82dziK: AidGQa (22 2F0Sy | OPWRSR 6KS
the sad truth about the disability experS y OS  Addten fillédlwith nagati@edefinitions, messages

labelsand expectationgst many levelg includingaround employment

CKA& f1F 01 2F YydNIdzNAYy3I A& y2i0 2yte& RAaAO2dz2NI IAy3 ¥
for people who acquire a disability latén life. Far too oftenfriends and family avoid the topic of
employmentandreturning to work when a disabilitg involved2 S QNB I f f Iéhgs@rdingra 2 F G K
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stereotypes and prejudices that suggesthe still lingerngequation-- 6D =L 2 ¢ D@aliitydequals an
Inability toWorke.

What kindof an impact or signal dihvesenegativethoughtshave on our youth and adults with
disabilities? wanted to find out, so | asked the student¥hat theytold me waghat the negative
messagethey were getting aboutisability and employmerduggestedhat theywere neither
expected nor welcomed at the workplac&nd when this happeng too often becomeshe reality or a
selffulfilling prophecy.

Sofirst we needed to turnhisnegativity around and create a positive conversation around working and
a career The procesmustbegin with afocus onpositive beliefs, thoughts and expectations.

As a resultmy daily corersations with our studentsecame filledwith positivetalk abouttheir career
expectations, goals and plans. | was amazed at how welcomihgasshift in focusvas for our
students. In short order, they began thange theiperspective from one filled with setfoubts, to one
centered ona buddingselfconfidence This was the first step in a process of buildiageerambitions
andplanning.

However, more was needed.

Work-related experiencesdqchool activities, clubs, sportgmlunteering, summer jobs and internships)
were the next step in the process. Otudents neededpportunitiesto build up their selfconfidence
as well agheir work related skills and experienceso, | supported thesefforts with a paid intenship
program.

The internship program gave our students thiidgeexperiences they needed ffeed their newly found

but tentative seltconfidence and ambition fojobs and carees. Working with our State of California

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

or summer paidworkexpdh Sy OSad ¢KAa y2i0 2 ydidedceddutitteikR ( KS &0 dz
employment potential, it also gave them successes and experiavitiet fueledtheir momentum

Our summer jobs and internship programlcrd SR | yS¢g G a Sy aSr2268HddAgdad A o A £ A
SEOAGSYSyid o683ty (2 o0dAftR FNRdzyR SIHOK &aiGdzRRSydQa a
freely sharing internship placement information and experienéés.were changing the culture.

Even with positive coaching and workperiencesthough, something was missinghéelstudents still
lacked the fundamental employment knowledge and skilecessaryo be competitive for employment.
So, ladded a course of studyo our programto build their employment skills. This course for credit led
to this book

The course of instructiorwas 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 yo be expected to know the iritacies and subtleties of waslace
Odzf G dzZNB X @t f dzSa [Theleality slizht B 2 dAONS U K 0NNRHFSE &ibjactS R
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& 2 dzQNB  Acyitiedlndistakeavhiohkahkeep you from getting a jobmuchless sustaining a

career This knowledge or informatiowastaught toour studentsto help thembecane truly

competitive job seekersThis newcoursewa | f f SRY at NEFSaaAz2yl thtwasS @St 2 LIV ¢
designed tadeliver thisneeded irstruction- andthis book includesll the information we studied in our

courseand more

Thereare numerousschoot and communitybasedefforts designed to teach individualgth disabilities

information about the world of work. Howeveas valuable as they are,$heé @aNly complete. Most

2FGSys GKSe& GSIFIOK aiAftfa INRdzyR aK2g (2¢ 221 F2N
perform in that alimportant job interview. fese are important skills whidhis bookalso covers

however, these arenore advancel skills which cannidbe fully understood opracticed until the basics

or fundamental skills are in place.

The more advancedvorkplace skilleannot be successfully performed unlessindividuahas
developeda degree of selfonfidenceabouttheir employment potential Hence, befor¢hey effectively
understandand demonstrate thenore advanced work place skills, they must first hanebservable
seltconfidence about their employment potential, as well as have a fundamental knowledge about
workplae culture Only when thesenore basickills are in place will theore advanced skillslike job
searching, resume writing and interviewiggake hold

Again,bA & 0 2 2 1 Q 8ot ifdehged t8 guflicate &ther employment programs. Instétid
dedgned toboth compliment and complete thenThe 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 fiormation representa vitalstep in theemploymentprocess.

We can no longer assuntieat all youth and adults with disabilitidsave a sufficient level of belief and
selfconfidence in their employment potential to successfully move forward in employpr@grams
We need to be sur#o teachthe fundamentakruths they need tdknow in orderto be readyto make a
full commitment totheir employmentquest

The content is in this bodk offered in two parts. The first covers subjects like a new disability
perspective values, accommodationgicentives disincentives, laws and mare

The second paittelpsindividuals with disabilitieunderstandthe secrets and realties arourtie

Y2 RSNY ¢ 2cNMfureialueSs®dpiacticeslt teaches thenhow competiive employment works,
including how to best seardor, keepand advancen a careerGaining this knowledge further builds
their employment selconfidence.

This boolcan assisyoung people with disabilities who are in school; people who have recectlyired
a disability;as well asndividuals with a disability who have never worked before ad are now
considering entering the wororce.

G8g)
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It can also help parents, mentgesducatorsand employment professionals better support the
employment ambitioms andworkplaceintelligence of theifamily membersstudents austomers and
clients with disabilities.

Asvaluableas this book may be, it focuses on only one of the three key elements necessary to make
employment preparation effortruly effective. Waile there are othekeyelements necessary to mount
a successful career employment programl believe this element (comprehensive work place
instruction) is the most ovdooked component in the procesé complete prograrmhowever,should
attempt to support the followirg components

9 Create a supportive atmosphere (coaching, peer supports, mentoring)
1 Promote specific job skills development (education, internships, summer jobs, volunteering)
91 Deliver information on what it means to be a professional or competitvorker with a

disability (this book)

Another barrier thathe lessons of this book are desaghto help us to move away froim our

dependency on thinking that education about disability employment will convince employerseto hir

someone because they are a persoihva disability. This is avld-fashicmmedand 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 jeteekers with disabilis move forwardbuti K S& OF y Qi Of 2aS GK

As a result, this book is dedicated establishing the thought that we need to create disability employment
programsthat ¥ 2 Odza 2y G LINBRdzOG RS@St2LISyilib O0ONBIGAY3 AN
SYLX 28SNR gAft 2! b¢ ¢h | LwWwOD ¢KIGQA GNHzS SYLX 28YS

| SNBQa 2yS KINBAK o0AG 2F NBIfAGEe 2NIRIFIOGF G2 O2yaAiR
book. In 1971, Census Bureau datewed that 33% of our wonkg age citizens witldisabilities

LI NOIAOALIF GSR Ay GKS ylLGA2yQa €t 02N F2NOS® h@SNI (K
we are still around the 33% level.

CKFiQa 020K AYONBRAOf® RAAFLIRAYGAYT YR LWNR2TF (K
policies and programs.

One last pointplease 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 emplgment program effort.

[ SGQa o0S3IAY 2dzNJ 4/ 2dzZNARS F2NJ / I NBESNJ { dz0OS&aaéH
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Part |

The Disability Factor
How to Position Yourself asa Job Candidate with a Disability

This book iglivided into two parts

Part Italks about how tadevelop anccompetitivelypresent youselfas a person with a disabilitg the
world of work.

Having &nownor visibledisabilitycanoften createnegative reactions aunderstandingsbout your
employment potential This $ especially true if yoexpress yourself in ways which reinforce these
stereotypes. People, includinganyemployerswill make quick judgments about who you are and what
your potentialiswhen they learn thayou have a disabilityAnd, heirimpressionsan often be

negative.

So,buildingyour professionaskillsmust starthere.

The kssons irthis part of the boolexplore the various ways you mighest represent your disaliy in
the world of work. The ideas and approaches which folbaw varybased onyour style and personality
Accept theseideasas important consideitions in order to present yourself in the best ligidssible

Take theseoncepts as starting poinfser you torefine further in ways whichare mostcomfortable for
you. One word of cautiorhowever while you can adapt thestechniques to your circumstaes R 2 Y Qi
stray too far from thebasic truthsand realitieshesepracticesrepresent

Also,ill Qa A YidrJgoNdd beyhdnest with yourself. Stégack andunderstandhow youcurrently

define and show your disability identitin order to get a objedive assessment, you might even ask

people close to you to give you feedback on this side of your persar@dityou mightask KSY > aL F
were an employer,owg 2 dzft R € 2dz NBalLRyR G2 YS Fa | 2206 | LILX

Whatmay beworking for you ow, either in school or at homgamay not work for you in the workplace.

Beprepared toanalyze and adjust your disability strategyprder to becomenore skilful and
successful ithe world of work.Fashion your approacim a way which makes younore professional

Lesson 1? The Disability Experience
[ S Qrwitlotissubjectby considering the ideaf labels. People have anescapable eed to give
other people labelsind, as a result, we all get them.

LG 60S3IAya GKS Ay a lymgrientdfaudivaiSsonednd the delivendrk | G @S NJ
announcestotheworll &L G QA | &2 8& RENJIKLSG GF oISERAYNKE LINR OSaa
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As we grow older, more and more labels are giventduk SQ& GF ff FT2NJ RENJ I ABZHR 1 S
sleeper.| S @o&

In school, we continue to géabels{ KSQa 3J22R AYy YIOGK® |1 SQa | 06221 62|
always late.

So, naturally, whe a disability becomes apparet K S K SNJ A (1 Qa T NRHat labelilNII K 2 NJ f |
slapped ontd:  LJS NoBicR. Y Q &

Most often, (i K 8isaldility labed tends to ovepowerother LIS 2 Labilycisee whaeoplereally are
and whatthey can do.

4 SQa R é&Shd hastepilépdydHe uses a wheelchariShe has CerebrBialsyé For too many
people these labed sayit all. All the othedabels we had been given befgrar may earn late seem to
be over poweredby thedisability label Thispowerful label or identitytends to pushaside althe other
characteristics or abilitiewe have The disability labdbkescenter stageA primaryidentity is most
likelyto becomeli K 8isaldilitylabel£

Sadly,dbels are for the benefit dhe peoplewe meet, nat for people withthe labels themselves

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

on them, rather than to try and go deeper into their cheter, capabilities or potentialnfortunately,

Al QieaficFfondegplel 2 aAYLX @ ¢cKS®3 dKEX0oWAYR 3IdRKESQ AN GIKKSS NJ
tall man with blue eyes who loves sports, is good in math, graduated from college, knows accounting, is

a great project managy, can supervise people, etc.

{23 t10Sfta INBE a20AS0eQa &Kz NI K I sybR& Bf unsérdand®T o NRA y 3
people

TK S NBseriausdownside to thidabelingshortcutthat we allpractice That downside is that too often

people accept the labels assigned to them aindurn,allowthose labeldo overly definethem and

restrict who they really areWwhen we acceptthe broadlabels given to us by others, i Qa @SNE f A1 St
we may begivingup our power to the label

This is especially true about the disability label.

While society has made significant advances in accepting and integrating peoplesaitiities into
many aspects of life, the unfortunate truth remains that the general public still reddative attitudes,
understandings and practices arouddk S fdibabilByE er&istent negative attitudes have foed
people with disabilitieso deal with unnecessary barriers and challenges.

¢tKSaS dzyySOSaal NE oF NNASNAE aidl NI Ay thdkasbbittsed Q YA YR
disabilitylabel inboth negativetermsand outdatedways. When they see or learn thaferson has a

disabilty, their first thoughts(andsometimes final conclusiopareadt S2 L)X S A GK RA &l 0Af A
RATFSNEBy Gz ,orkiraded 25 LISSIF 2 NIy G i @salfthaythinilod ¥ EaK2dz R y 2
expectthem to be where nondisabled peoplé NJF Einclues being in the workplace.
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These tloughts may not actually be spokdouttheyQ NMBEK S hnidJRIE by people with disabilities who
have learned how to recognize timegative looks and reactions peo@end their way. The instant a
disability label is slgged onto aperson with a disabilityitoften ¥ S St & f Aoth&scanisdel Qa | f f

LiQa 020K ROAYT&ABEA AT (2 4SS K2g aawhebStteggSQa T2 0dza
suddenlyrealizethat this person has a disabilitpften, their reactiors andexpectationsggo negative.

Oneminute they seem to accept yas a personkEverything is finelhe next minute, when they

G RAGSNE G KIF G @ 2 dheKrhoddehahgesRHeyale suddenly édferent person.You can

see theirdemeanorshiftandchangelL (i Q& ® @®viedFronebRing a new acquaintancpotential

friend or employee, to being someerthey have to be careful witlor, should notexpect to include in

GKSANI ftAFTS 2NJ 62NJ LI | OS® balafeIhe éabilindWl obseietiodd | YS LIS N.
relationshipmay have beemprogressing nicely with the other persoien the disability entesthe

picture and it alchanges.

What a diffeencethe ddisability labed makes!

Of course, other groups of people have similar latgethallenged. ¥ & 2 dzQNB nfirddyyY | OSNJIi |
ethnic, religion or gendeidentity group, some people tend tonly seethat label andmmediately

associate yowith negative oistereotypeimages and thought&heyQ @&t you irto a box, wrapedit

up and moved you off to the sideof their sense of inclusion and equity.K | ékxa2tly how labeling and

stereotyping leads taliscrimination at the individual and societyide levels

In most caseshiesetypesof negativereactions hae lessenedver theyears from what they used to
be. Civil rights sensibilities have hetisociety move away from the dramatic kngek reactionsof the
past. We a makingprogressowards a greater sense of the individual rather thast usingtheir labels
or identities.Sill, most people will agreegs S K | adlfieyediiil acceptance for thenore complete
humanity behind the labels.

Whilethe general public seems to hameadesomeprogresswith minorities, religions, gendedentity
and ethnicitiesthere has been relately slowerprogress aroundlisability. The disability identity still
creates, in too manyeopled Q Y &bjaged reaction that usually expresstself with negativity. They
most often think,GYouO | v Caifull meBnber of societif you have a disality.¢

One obvious consequence of these traditional negative attitudes towards people withlidissis a
failureto providefull disability access in buildings, facilities, paths of travel, transportation systems,
education, housing, internet sites, gtocts, 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 their location, so they fail tautomatically design

public or private locations with access in milfdhen this happenspeople with disabilities get designed
out.
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LY FTRRAGAZ2YZ 6SQONB adGAftf S@2ft@Ay3a | ghed FNRY f2y3a
ALISOATAOI GA2ya ¢hHeightyfeach)sedgiand ability¢ forydiésigningouildings,

facilities and productsComplicating access thehistoricaltradition which dictateghat important

buildings and facilitiebe designed to imprss or humble those entering their spac&mce Greek and

Roman timesboth public and private buildings needed to have long flights of steddihg togrand

entrancesin order to showto those enteringhe power and importanc€ ¥ (G KS 06 dzA fsRtA y3Qa 2 C
was felt by those in these buildings that they could gaimdvaentage over thosergeringthem by

having peoplal £ 202 36 both their entrances anduthority. This design stylean still be foundn our
buildingstoday. The problenwith this clasial design style is it perpetuat@saccessible desigior

people with disabilitiesThese 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 abot these design traditions, it has been obsertbdt ifA i ¢ SNB y Qile T2 NJ Ay OO¢
buildings, programs ancdegative attitudesaround disabilitiesthe wordRA & 0 A f Ahage thé 2 dzf Ry Qi
negative meaning it has today.

u

In other words, if building and progradesigners would always follow the ideadefinition that the
GISYSNIz € A O¢ | dzii membeisWHO hapder to Haya@itatdryS 440 K Sy 6SQR 0S5 &
our way to full inclusiorior people with disabilities. This principle of design is calletty A S NEF f RSa A
It teachesus that when designinuildingor programswe shoulddesign them for everyone who is par

ofii KS & 3 Sy & miludinglpkelapld witlOed types of disabiliti®o buildings should have ramps

and elevators for people #h mobility disabilitiesBraille signs for people who are blind, and visual cues

for people who are deaPrograms, meanwhile, could include accommodations such as sign language
interpreters.! Y T2 Nlidzy I 4§ Sf &2 6SQNB (igprogirszbuihdve awagtBo. 8 SG d 2 S

This failure to routinelyantl f g+ @ & RSAAIY 2dzNJ 60dzA f RA Yy 3& & KAROKINE I NI
includes all itsmembers(including people with disabilitiegpntinuesto perpetuatean artificial

separation or discriminatiorhiat need not exist. 8ciety has a serioushortcomingwhen it comes to

understanding that people with disabilities are a major portjd6%)of the general public.

We must understand that these negative and illogical attitudes about disability are dagpyned into
a20ASGeQa O2yalOAzdzaySaad ¢KSasS yS3alraAgsS GdAaddzRSa
During earlier times, when societies were rural and based on agricultural or manual occupations, not
0SAY3 LIKeaAOld t SRWH YEKIE & 2dzaFINBSy Qi ot S (2 02y
0SAy3dd , 2dz 6SNBE O2yaARSNBR daaAiole 2N Iy aGaAy@lfAiARE
held back. You were neither expected nor encouraigehove about in the communitgr paticipate in

any of its activities, including work.

LY FTRRAGAZ2YZ Y234l 27F (& BnegdephiedIRabilityals soeheidiBet A I A 2 v &
cured by a miraclegs an object of charity & curseon the familyfor prior sinsNot too long agpone of

GKS 62NIRQA YIFI22NI NBf A3dAaz2ya (K2daAK({G (KThésea SAT dzNB &
myths or misconceptions still hold great power over how people think about disability.
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The historical dragf these longheld practices beliefs and traditions about disability continue to haunt

us today. Thse arepowerful forces to overcome. These longstandinfleS ¥a f Ay 3ISNJ Ay
andexpress themselves in thesentdaybiases, stereotypes and negative attitudes about people with

disabilities.

Thehumancrimeof all this negative thinking, history, and practis¢hatwe 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, hink about the economic losstheseexclusionarypractices represent for the nation whepeople

with disabilities are bload from waking. Many nonworking people with disabilities are forced to seek

disability benefits payments to survividd o thesecosts thefurther economic lossesf unrealized pay
checksandincometaxes and the numbers quickly grow

Curiouslyfi K S @wers@Bneseemingly positive thoughts which presenbre attitudinal barrierson top
of the negativelabelsand traditiors described above

For example, there aré K S eghidand | Y I T A ybbutdnbeReiablSfaatand
accomplishmentsf some people with disabilitiethat we hearaboutfrom time to time. This is when
nondisabled people marvel at the heroic and uninmagi accomplishmets of people with disabilities
who have donesomethingagainstoall the oddsé

LIS

G22¢3x 221 4 6KIFIG GKFG LISNER2Y 6AGK + RAalFOAfAGER

These are tls & A Yy $J4 A& v & (InaNdadai hedr 2t in the medif | Binddnan climbs a
Mount Everes¢  Paxdlyzed man swims the English Charinel { dzNJBae adimitaBla S
accomplishmentsbut why doesthe news only tell theeamazing storiesvhen the important news is
about people with disabilities being averagévingaveragedives asvorkers, parents, home owners,
volunteers, community leadeystc.

As a result oéll thesetoo low andtoo highextremes disability discrimination remains a drag.

Li YI188 y2 &SyasSoilingesd sNRy3Iod LGQa AffSIIEO

All of this can be very discouraging foeople with disabilities as they think about vkinganda career.
It can makat all seem impossible.

We must recognize these harsh realities and conmuiselvedo dealing with them at every turiwe
must knowthat all these labels, negative messages and inaccessitiledes can be surmounted. The
looks, the obstacleshe condescending wordshe pity,and unequal treatmentan be beaten backVe
must constantly remind ourselvemt to allowthese negative forcedragusdown or holdusback.

Thereal danger ofll of thisis that ittends toforce the person with a disability to acceptiaternalize
the negative notions about winthey are.

G8g)
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So, if you are a person with a disability and haggativefeelingsabout yourself understand why this

happens and neveslame yourself ofeel inadequatefor being discouraget ! & ¢S Q@S RA & Odzi a !
Lesson, these are longstanding and deeply held traditionshadrie gradually changing and will

dramatically change forou when you becomdetermined not to give in

5 2 yb@discarraged.
52y Qi fS4G A3AYy2NIyOS sAYyOD

Lesson2? Creating a New Experience

What can we do aboutis negativity and oppression? Can we do anygRilVell, discrimination (and

0KIF GdQa gisnost opfréssiva whendyou let it happen. If left unchallengeegative attitudes

FYR LN} OGAOSa&a &dzNNEP dzy Rabiftfarexcenfihed i @ Qa 02y OSLIG | 6 2 dzi

Negativeattitudes willonly bereversedwhen the oppressd persoror group deales not to accepor to
comply with the stereotypgimpose ornthem. People with disability must teach society a new lesson
about their potential.

Imaginethaté 2 dz 6 SNB | 62Yly Ay (KS mppnQad Shmdawia &KI G
andnot to work; or, ifyou did work your occupational choices were severely limitdokre were many
unhappy and unfulfilled womewho were forced by societinto these stereotyp roles.

Duringthe 19624 > | YR O2 y (i A yddehadd K i & R & &titdes sbauQhyéirole were

wrong andthey have been leadingrmovementto teach society new values. Womdecided to take

control of the conversation ancedefine theirroles¢ KSA NJ A G NUzZ33€f S Aay Qiand2 GSNE 0o
we seestridesforward every day

The sam journey hadveen undertaken by minoritieand other oppressed groups or classes of people.

People with disabilities have begun a similar jourdeglicatedto teacking society the truth abotiwho
they are and whathey cando. Just like the efforts of woen and minority and oppressed groups, the
A0NXz3I3ES AayQlil 20SNE odzi GKSNB Aad LINRPINBLaa G261 NR

As we look at other social movementke lessorio be learneds each person with a disability has a
responsibility, an opportunity, to make a statemeitoaut a new disability realitg, their disability
reality.

Inotherwordg @& 2 dz R 2 Yy Q { existihgde§ativie Attitkd € OrSexdéctations or discriminatory
LIN OGAOSad  2dz R2y Qi KI @S G2 fwénititobecoreSrbiecarRE FAY S 4K
must control your destiny. You can and must educate those around you about your true potential.

Regarding your employment potential, you must buiftlyour seHconfidence havea planand get busy
achieving your plarYou must learn the lessons &ii$ book.You have the power to make it hpgn
whenyolONBE RSUOSNXYAYSR
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¢CKS o0Sldzie Fo2dzi GKA&E &GN} GS3& Aa GKEAG AG y2d 2yt
about you, it often becomes a siilfilling prophesy. In other words, if yauantto become an

engineermanageror a teacher, your determinatioand hard worlkwill likelylead you tosuccess. It you

wish it, it will happer / 2 Yy SNRA St 83X RT T Ndzf BaEQGE AdSd R N2> KA LRIS
youQ M determined & 2 réz@bt likely to succeed.

You have the power to control your destiny beocaysu, not society, shoulcbntrol and define who ya
are and who you want to dorourpersonalpower ishow youdefine yourselto othersthroughyour
wordsand actionsYour persoal power is bw you presenyourselfto others and how you expect them
to perceive you.

By practicing thiselfdetermination orpersonalpower, you can begin to beat back those negative

perceptions and stereotypes about your alislity. You cardwill¢ yourself to succes Be positive and
pushbackthey S3I GAGAGE GKIFIG Yiré 02YS &2dzNJ gled LGQA | Y
determination. They most often embrace it because théynire your zealkenacityand will power to

take control ofyour situation.

With the right zeal, motivation, and presentatiojguwill no longerappearcdisabled to them as they
usually understand the meaning of this labelmrd. It may change the entire perception of disability
as well.

Forexample, if you usa wheelchairchances arevhen you eter a roomother peoplesee the

wheelchair before they see you. Me2 S NE ¢ KAt S &evdzeeiiiir hight bé &l $heyNP 2 Y
see when they look at you. Plus, thwbeelchair, not youestablishes their expectationdaut you. Ad,

you canbet that their expectations are ndbtally 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 competiemted and interesting

personwho happens to use a wheelchaffou have a personality, intiglence, ambition, experience
andsenseohuY 2 NJ» L (G Qa dzLJ par ofycurdelfilfitBe rdors and2 IFSINNK RS a2 OA S & ¢
inability to see beyond the wheelclalou need to (and can) beat back the negativity in the room by

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

(personality determination,and passioh

Attitudes are powerful; both theirs and yourddowever, 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 thathéSorshd G O2y FAYSRé (G2
anddunable to do many thingsln addition to having been taugho think like thisoy society, they

FdadzyS GKFG AF GKS@ 6SNB AAYAL I NI &théirods/ARdy Yy SRE (i 2
more importantly,they assume that they (and by exision you)O 2 dzf Ry Qi R2 (dse&in206 & 2d
with them.

How wrong they are!
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This is a teaching momerh the example abovef we takeadvantage of this teaching momeitte

person in the wheelchaimight fight back by simply saying,|, mynamesJiE 'y R A(GQa a2 yAO!
youé ¢ K& peSon using a wheelchahouldkeep the conversation going in agndly and self

confident mannewuntil the point ismade about the persog not the wheelchairBy transforming

herselfinto a likeable, kowledgeableandfriendly personpeople are more likely to begin to sd#él as a

complete person, rather than justd RA & 6 Aéf A 1& f I 6Sf

Plus, by being proactive and presentimgrselfin a positive and powerful wayill ishelping to further
advance tle equality ofnot onlyherself but alsothe millions of other people withidabilities who will
profit from her example.

Sqifyou have adisabilily & (2 LJ I OOS LJi A dishbilify 2eatkBxpettaians gbSuByoui A & S
Know theywill be coming yar way, especially in the world of work. Develop a personal strategy for
taking the power back through the force of yquersonality Teach your audience and societyew

lesson about disability angho you are. Speakp about your interest, skills, expences, angou will

begin topush away those artificial barriers

And,nevef S 2 (G KSNJ LIS 2 LX rfakedyoudir&id, a8 dndhold yo2bdel. Béievelin
yourself. Develop your personal powara positive way and you widhange theconversaion.

In later lessonsg S @dpl&in more on how to do thigor now,commityourselfto developing your
personal poweto change thenegativeconversation

Lesson 32 A New Perspective for the Workplace
Whenever we start a new activity, sport or jobwié wantto be successfulve mustprepare ourselves.

C2NJ SEF YLX ST adz00S a acidtS FalLB2f NTI(OSa FTRARS/EQRI FaydRa GO 20V LSSl &
preparing and practicing thgport. They fist learn the rules of the game. Thehey get in shape b

proper conditionandpractice thed I YS Q& @ NRA 2 &mallylalid nastimpartsdtiyitiey  t a ©

assess their mental reawkss or toughness to compete.

G A& GKAa fFA0RAUYSYNE 2 RAHNP dzAvéigrEsite mOsBimporanylhds i S ¢
to begin your journey toward becoming a successfuployeeg K 2 K| LJJSy a (2 KIF @S | RA
fundamentally important that you develop your mental toughness to competevaim.

Once you developositive and correct attitudeabout yourselfimental toughness)all the other
preparation and pactical steps will beasier to master

The ideas below are designed to helgld a positiveperspective ordisability while rejectingt 2 OA S & Q&
outdated myths and stereotypes abt disability and employn@. 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 fawothe ahead. And, as you
think about these new perspectives on disabiligt,them become youfoundation forteachngothers
whoyou really are
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With these concepts mind,youwill become a more interestingnd powerfuljob candidate for
employers to considerAnd, in the proces#t,willhelptoda KA Fi a20ASiéeQa YA&aoz2yOSLI
with disabilitiesq one person at a time.

1) Disability is n ormal
Say this short sentence to yourseif5 A & I 0 A f A6 & A& Abli2 NNAHfAYy & { | &c A 2 dzi
G5A&F0Af AGE A& Db2NXI

Let that sentence wash over you for a few thoughtfutl aeflective moment® G5AaloktAte Aa
After you say thistoyoursdlf y dzYo SNJ 2F GAYS&asx K2¢ R2Sa Ad YIS @&:
does it impact how you think about disabilapdl 6 2 dzi & 2 dzNB Sf FK LF @2 dzQNB | 6 f
thaty2 dzZQNBE Yy 2NXIt | yR @l fdzro6tSx 2dzad ftA1S SOSNEB2YyS S
seltconfidence™How might it impact the selfonfidence of people with disabilities/ery?

If you have a disability, this statement might be very hard far tmaccept because so much of your life

experience hast®l @ 2dz (Kl G & & 2 gossibM@rseFbredadpebwhénsgou mgyRee

GKS aAadya GKIFIG areas a¢KS RAAlIOAfAGE SyYyGNlyoOS Aa

Gy 2 N laf2é/ alQS Y G N> y OS A & RA T F S NEntdifor FodlR nfanyiw@ys, a LIS OA | €
Y2al 2F a20ASdeQa YSaal 3 Sadna dcludedinthelmidiBstrearorngt & 2 dz | N
normal.

{2 K2g Oly GRA&AlFIOAfAGE 0SS Yy2NXNIf K

When you were growingp with a disabilitydid yourteachers or relatives ask your friends or brothers

2N AaAa0SNE oK2 oSNB y20 RAAlIOf SRKRIKHEGKSARI NES@ 2z H
not, how did you feel when the A Ry §diu this guistion?

When youwere at school and sports or other class events and activities were happa@Ergthey
open to you?

R

aleoS e2dz SPSy G221 | GalLISOAlIfté¢ odza (G2 a0Kz22f X
2 K | dn@rénak about that?

The fact ighat in many casedlisabilty takes extra time, effort and expense.

As a resultye can sometimes look aisabilityasa cdragé

{25 K2g Oly GRA&IFIOATAGE 0SS Yy2N)NIfEK

Well, in fact, disability is a very commoharacteristic or trait ohumanbeings Did you know that at

least 18 oftl KS ¢ 2 NI RQ& LJ2 LJdzt I ( & gug. Tiis-mieans thaRovex 1 billibfithe (G @ K 2 S
62Nl RQa T O0AftAZ2Y LIS2LX S hrige (3 8meds nany ddodeias thefea® ¢ K i Q
in the United States. So, disability is not rarefact A G Q& ljdzA §S | O2YY2y® L{iQa a2
that it should be considerednormal part of the human conditioh L 4 Qa f A 1S Fye& 20GKSNJ:

44

241 WID

&



segmens of the human conditio®  likél liag tall or short (there are more disabled people in the
world than people over 6 feet tall).

Take any segment of sociatyour class, your school, your community, your state, your coutitey
world. Where groups of human beja exist, you willsureF A Y R LIS2LX S A 0GK RA &
bothanormal YR y I (dzNI f & 200dz2NNAYy3I LIKSYy2YSyYyl Ay &
disabilities as a namal part of the human conditioand, in turn,alwayscount them in andhot out?

If we could begin to thinkhis way to always expecpeople with disabities to be among us, we would
begin to normalize both our expectations and readiness to include them fullytivative do. Such an
attitude (a new attitude) to make disability normal mustdoeene part of our new perspective

AOOS LIG Ay 3 a2 ekiittidBaikty id dffédént fdnOtiie normal range of the huntamdition
or experience not only sendsesiety the wrong message, it takes your power away

Now, how do we turn that negativaround?

Well, this nation, every state, and molstcalities hae passed numerous disability nondiscrimination
laws as well as pursued numerous public education programs designed to change this exclusionary
thinking. However, these laws and efforts nrapt help youwhen you present yourself for employment.

{ 2 Z impoitaBtdor youto believe in yourself asd y 2 Nersbniso thatothers will likely follow
your leadand include you

52y Qi 2dzad o06StAS@PS buak ahohlperdoni @ ¢ KS §NHzi K A&
Disability is a normal part of éhhuman condition.

Lei Qa o0S3AAYy (2 bHldysrsefcénfidancestd seedyoursélf, nbtlagfisabled person
looking fora jobbut, as a job candidate who, like all other job applicants, may be tall or short, male or
female, have a disability or not.

Be prepaed and confident about this fundamentaith.

Not only should you feel this way abogdgurself; but, you shouldlsoact this wayin your life¢ be
normal.

LGiQa y2NX¥IE G2V

Go toschool
Work
Travel andake \acatiors

Exercisdull citizenship-- VOTE
Havefriends, apartner and, maybe afamily

=A =4 =4 4 -8 4
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Make disabilitya normalpart your life.

2. Diversity includes d isability

[ SGQa 0 S 3y rgcodgniingznd prdrhdfing the idea thdiversity in the work place is not
complete until it includes workers with disabiliiversity, bydefinition, must includegpeople with
disabilities

As you know, employers have widely embraced the idea that having a diverkforce gives them a
better workforce and, in turn, a strongeompany. Both practice and research have demonstrated that
when employers include women and minorities, they get a broader perspeciilietheir

organizatiors which results in better performancand productivity. Anore diverse workforcenears

better work teams, more ways of looking @toblems andmore experiences to consider whenlving
problens.

tfdzAx KIGAYy3 || Y2NB RAGSNBS 62N] F2NOS OFly AYyONBl a
to the groups hey represent. In other worderganizations 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. Ky 2 NB | yarkforcé i& [Bnife® & jusbne perspectivet S Qa al &

mostly white males F S6SNJ t ATS SELISNASYyOSa I NB Ayo@d2@0dSR Ay
reach other segments or publicstime marketplace (women and minorities). A monolithic work force,

containing just one persptive or categry of workerstends to reduce the richness of the
2NBIFyATFOA2yQa FoAfAGe (2 GKAY]l Y2NB oNRIRfe IyR

With the awareness and attention currently being paid by employers to the value of diversity, you
should consider prepang yourself to promote the idea that disabjliiincludingyour disability) is an
important addition toemployers'diversity effors. Having workers with disabilities in their organization
can helpthem expandheir diversity capabilitylf you have a diability,you can help themmeachthose
goals.

Giventhataround5: 2F 020K 2dzNJ yI GA2yQa |yR ¢2NI RQa LJ Lz |
remind a potential employer that people with disabilities represent an important market share. If you

can telp an organization more effectively reach dmetter serve this additional 26 of thepublic,that is
anaddedvalueto your job candidacy. And®5 2 F (G KS yIF A2y Q& LR Lz I GA2y NE
market share for any organization, especially if theyaya®@hidught about itbefore. 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 (Bitiople with

disabilities are a part of every other population grotgm ¢ including African Americans @ndispanic

American$. Given these numbersniagine the power of your suggestion that a company sslhtheir

products or serve 1% more people in the marketplace. This canabgreat selling point faround the

idea ofhiring workers with disabilitewhoOl y LI G Sy Al f f & K @rididarketin®@2 Y LI y & Q2
efforts. When an organizationverlooksthis part of the populationd significantmarket share)the

organizationor company wilbe less competitive in the market place.
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L¥ @2dz FNB 2206 FLILX AOFY(d 6AGK || RAAFOAfAGEIT @&2dzNJ
point for why employers should hire yoWith your life experience, understanding, knedte and

insight about people with disabilities, you can h#ipir organization reach out and better relate to the

disability pubic. Yourdisability identityconnection can help the employer develop better products and

services for people with disabil$, engage them, and bring in more tusers and sales.hat can be a

powerful message in an interviegwone that can land you a job and build a career.

Perfecting your messag&ound this aspect of diversity, however, wilke some efforon your part As

you prepare purself to represent the disabilityonstituency and its market shangou must first study

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

S Y LJ 2 ds8blNifk2 diversity capability. Youust prepare yourself for this rol®oyour research. Do

82dzNJ K2YS62N] YR fSIFENY aKz2g G2¢é SYyKFyOS @2dzNJ oA
company or organization.

There are many ways to this.For example, ¢t involved with communitgisability organizations and
learn more about what other people with diséties are feeling and sayingearn about diability
demographics (numbersjlisability culture; disability organizations; how to best be approach or market
to people with disabities; 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
employmert candidacy

More details on this subject can be found irsten 12 below.

3. Having a disability is an a sset
As we discussed edat, disability is ofterviewed by an employer as a limitation, inability or liability.

When people think about disability, they thifikst and sometimes onlgbout relateddfunctional
limitations £ They thirk about the thinggpeople with disabilitie®© I Y QTheyRhihkif somebody isn a
wheelchair, by R 2 NJ R S Ip@rforth i diobOdcatisiieyOl y QG o6+ f 1.2 aSST 2N KS|

Butif you have a disability] K I just®H& cover d your bookP  hotitie&tory inside. And, we all know,
G4e2dz OFyQi 2dR3S | 6221 o6& Ada O02FSN]

{25 £58(G0Qa O2yaAARSNI (KS a0G2NE AYAARS (KS 062210 IO
disability haslikely given youskills and experiences thatay have made you a better person? And,

perhaps, a better job candidate? Or that the experience of handling a disability deg&itgsvhich

might be useful in thevorkplace? And that you might be able to brag abdibse skillsvhen presenting

yourselffor a job?

Often, having a disaliii teaches a person new skillsrmakes certain skills better or more complete. A
disabilitycan challenggou to plan more carefully; to develagher strengths and capabilities more
completely; to problenrsolve in morecomplex ways; and to help others better accept and undarst
disability byeducating them about it.
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For example, managing a disabilifgen forces you to plan your activities of daily living more carefully.

LT @2dz2QNB Ay | ¢ K S §fore ke mohifg alddds QI dfa0Si  sF2idaBdSHIy @0 af ¢
later expect to jump oudbf bed, at the last minute, andish to work. You need to have a disciplined and

well-timed morning routine which cannatary. You must be organized and practice time manesege

skills.

Plus, if you have attendants supporting you, youstrecruit them, interview them, train them,
supervise them, evaluate tine, pay them, and even fire themhen necessary. These skills are similar
to being aworkplace supervisor

When you enounter disability discrimination in its various forms, you have to advocate foisgtfitand

calmly explain to otherthe factsabout wha you can do whichtheR2 y QG &aSSY (2 dzy RSNA G |
are vital communication skildesigned to influenc@ NJ doth& 4. They also translate perfectly to the

workplace.

If you think about it, manylisabilit-related experienceand tacticscan be translated into workplace
skills.

Thesemight be

time management

setting priorities

program or prgect management
supervsion
payrollandbookkeeping
educating angersuading people
determination and hard work

= =4 =4 4 -4 -4 A

b2g> GKA& AayQd G2 al @& @2 dzQNSB kils héwsveraypudiSaRilityl IN2 S & 4 A
experience has taught you some valuable lessons and giveaogre noteworthy experienceghich
can translate to a job and the workplace.

So,having a disability is like havirgob® L (i Q& fdevel§edandindrowed tkeSe and other
skills This way of evaluating your skills im#ar to the wayveteransevaluak their military experience
in terms of civilian jobs. Grow a stayat-home parent mighshare their experiencafter managing a
household and raising the kids.

Think about all thelifferent experiencesnd skillsaroundmanaging your disabilitywhich youhave
developed Categorize them into workplace talents like maturity, discipline, judgment, as well as the
listing alove.

As we will revedater in this bookPart Il) thesejualitiesare thetop skillswhichemployers want5 2 y Q (i
ignore or unerestimate the value of the disability experience as an assgbur candidacyor a job.
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4. Accommodations or adjustment s

Often, having a disability mearismding yourself in situationg especially in the workplacgewhere you

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

OFryQi R2 a2YSGKAYy3a GGKIG GKS 220 thabhudzdeNsBsistaree2 dz (G2 R
new equipmentor a rearrangingf your job dutiesor work timesto performthe job itself

To most employershie subject of an accommodation for a worker with a disabilitynsts rather

specialanddifferent as well agequiringextra effort andexpenseThe reality is that most

accommodations are relatively easy to provide &t tobetter job performance by the employe&or

example, voice dictation software usually costs under $280elatively small expense for most

organizations; and a more flexible scheduleK I & +F f t 26a 62NJ Ay3 FNBY K2YS ¢
all.

ISGQa AYF3IAYyS GKIG @2dz KIFS tFyRSR Si@&aur ' YR y246
employerA & LINPOIlI of & O2O0SNBR 08 | Heledy caefll tairéspoad ta dzo 2SO0 =
your request appropriately. However, you may still f@ekward orsenseuneasiness in the

conversation. You may feelfk & 2 dzZQNB A Y LI2 & AthisTeqaeyt is enakom\jowntayiféel | vy R
vulnerablebecause you ardifferent from the other workersPlus, there is a power differential between

the boss and youosaskingott 0 St t Ay 3¢ G KS oRyauis ofiepa hdRdtondesafiGio K A y 3

have

Sometimes, these feelings are so powerful that they cause people with disabilities not to ask for needed
FOO2YY2RI (A 2y a doupsktither R@bp@ritheibcbgAINJSNAR @ ¢ KS@ R2y Qi ¢
ospeciat and adifferent.€ They want to do their jobwithout the fuss of asking fatisability-related job
accommodatios. They want to be &egulag worker, just like everyone else.

The fact ighat every woker, disabled or notasks or requests accommodatioalé the time. Andhe
2ySa GKIFG FNBYyQlG RANSEBO granted byB supeiviSoRwitkioRt arfy afdhe 0 A f A G & |
negative feelings that can surround a disabili#yated accommodation.

Why?

WSttt 0KIFIGQa 0SOl dzaS G K Sallel digabilky adddmmei@dnstd RIS A 2y a |
thought ofas routine work adjustmentgerformanceimprovements olenhancementsTheseare things
are regularly granted taorkersso they can b@roductive.

For example, in the modern economy margw workers alsoget newchairs (especially if the

organization has worout or uncomfortable ones)They call these special chaiesgonomic chairs.

They fit the individual size of a person d@ngprove their workpace performance by reducingpetitive

injuries andrelatedg 2 NJ @mfer@ationcostt ¢ K (1 Qa | 2 20bherkx@ipesroYtBeRe (A 2 y
normal or typical workplacaccommodations are when workers adjust thewrk hours for chilecare

needs owork romhomeli 2 1 SSLJ I R 2 Oim2diifeipluinbeildlcabie gasdymbre

These are all workplace accommodations, adjustments or performance enhancements.
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In many waysthey arethe same as disability job accomdations

So why is there tension awad a disability workplace accommodation when there is none for these
other similar workplace adjustments?

¢CKS FYyagSNI Aa | yOK2NBR Ay @SIFNR 2F yS3alridAagrade I yR
about disality not being normal anautside the mainstream

Well,A G Q& niokediSability2accommodations into the maiream of work place adjustment¥hink

about it. What are digbility accommodations anywayi?K S&@ QNB gl ea (2 YI1S | 62N
{ 2 = sfarbtd describehe ubject of disability accommodations as one about productivity

improvements.

b2 KAYy3 ¢l Nva (GKS KSINI 2F | o62aa Y2NB (GKIy |y SY
productivityand performancef | could use this device, technique, or work place adjesit.é 5 A &l 0 At A
F O02YY2RI iA2ya aK2dZ R 0S RSAONAOSR a YSGK2Ra ¥2N.
information on this subject, be sure to read the Lesgam GAccommodation{ (G NI 4§ SIARE ¢ 06Sf 24
now, start thinking aboutdisability accommdations 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 nondisdbletkfr

Whenthishapfy aX GKS y2yRAA&l 6f SuRdlobBSaEagsyfo getlavay feomdtee € o6 | O ¢
situation (like not hire you). You need to understand this reaction and devh®pkills needed to
counterit.

¢CKA& aRAALF 0Af A RomseSdraNdacedtBah @indrdmyéith€ PoivbBth) the historical

2NJ NBf A3A2dza GNIRAGAZ2YA YSYGA2ySR Ay [Saazy mod wS
time), disability was feared as either a dnain the community and/oan object & pity or charity. These
longstanding tradions linger in our minds

Another possible source 6FRA & 6 A f A (i@ ToBdeldtEnterediWh¥r2sdide peol@d F A &4 K

encounter people with disabilities, they worry altchow to react and what to sagndnot say. They

G2NNE Fo62dzi o0SAy3 LIt A GRSy thed wrongQEnYNKE @0 @ S¢ ST NNENJI (B K
GKS Slae gFe& FNRBdzyR GKAAa FSIENIAA G2 ftAYALD GKS y2vy
disability. In order words, the lesisne with them, the less opportunity thee isto make a nstake. If this

fear is hauntinghe nondisabled persan &l Bkelx{Iibdthem person anxious anceluctant to engage

in a conversation (like the job interview).

L

r

Athirdsourcefod RA A 6 NEATE@FTS6S o0 AaSR 2 Wsetisk Stheif pbg Rukies | 6 f S
LiQa y2i inmkySeelNatel2@®y @K S@SSy LINBLI NBR 2NJ SRdzOI GS
WithRA & 0 Af AU A S & drulds KeSduiees FahiBechiniguEaSs@ving dedple with disabilities

YR GKS@ R2yQl FSSt fA1S (tkehdndidayled personkrayywbnttoK Sy G K A

R
R
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move you along swiftly (send you on your wéy? @ KS & R A Befor@ thdir indotnpeericyf A O S ¢
shows.

And, lastly, the feaarounddisability rights may be another potential source for a nondisabledpe2 y Q a
reluctance to engager talk with you. This is especially important in work or employment related

situations. If yo@e a job applicant with a disability an employer magnivto move you along quickly

(but legally) to get away from you and the laws that protectybK S& R2y Qi 61 yid G2 3Si
complaint or law suit.

b2yRA&AlFI6f SR LISNER2yaQ FSINAR Fo2dzi AYyGdSNI OGAYy3a 6A0GK
understood and then carefully handled. Learn to recognize these behaviors.efmebared to

respond to them becausgour interess may depend on your ability toalm educate and encourage

these illinformed peopleon how to getpasttheir fears and apprgensions.

Here are some techniques to try.

CANBRGZ GNB G2 dzyRSNRGFIYR (GKIFIG GKSaS y2yRAalof SR LI
person. They feel &k (G KS& QNB I 0 2 digars ar@l neRdN@gétyout &f theateraSsbaddias

possble. So become the lifeguardhrow them a life ring whetthey need your help to work through

theirfearst Y R | LILINBKSyaAizyad 52y Qi :Stiwil Mdstikely bdingy&ir A Y LI G A
best interest to managehe situationin a more positie way While it mayfeel natural or normal to

g yia G2 a&7FA 3Idsirininatiéhlet therdd@wn® NEA @@ NBYSYoSNI GKIG AdGQ
ignorance and seffioubts that generate the behavior, rather than a mespirited dede to put you

down, nsultor to overtly discriminategainst youlnstead of getting defensive or angrgspond to thé

situation in a professional arldgical manner.

Now that you better understand their fears, begin by being pleasant. Try to calm them down by smiling.
Youmay not feel like being nice and friendly, but familiarity and personaitg dizk&hbdity€) can help

to disarm ther negativity. Sobe nice or cordial. Maybe sapmething nice about the weather, about

the other person, about anything. Evémank theother person fortheir willingness to try to help yout

something humorous can be said, make them laugen consider apologizing for bothering themL Q Y

really sorry to botheryotbutL NB I f £ @8 Yy SSR @2 dzNJ KSf LIPE conntiod A y OS NB d
Remembethatd F I YAf Al NA (0 & RESMSE2 USOKYIHNMISa NS fA(1Ste O
begintoseeyou,nokS RAA&AFO0Af AG@d ¢KSNBQa | ISy SNknbw G NHzi K A
each other on the personal or human levitle apparent differences or fears between them begin to

fade away. With such a shitt more positive interact becors@ossibleandeven likely.

Sq when encountering these situations, lead with your humaarmth, personality,and good will. Help
themto get to know youand not your disability. &lp them to get to that place where y6uNLSt two
people talking witheach other.

¢KS NBgFNRa e2dzQff JILAYy FNRY dziAf AT Ay3a GKoa &GN G
these challenge. In addion, 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 disabilig 2 dz FI OS o6 NNASNA YR RAAONRYAYIl GAZ2Y |
encouraged and taght howto ser R@2 OF S F2NJ @2 dzNE St T lagviecate Y2 a il f A
for yourself numerous times in a variety of situations or settjragsl sometime#n anassertiveor
confrontationalmanner.

The point of this topiés to offer you seveidiner points about seladvocacyThese finer pointsvill
seem worthwhile when yopursueyour selfadvocacy improfessional or workplace situations.

Firstof all, whatarewe sdif R@2 OF G Ay 3 T2 NK !éNB2 NI Sa yazSySRyA fCIN RSN yalkl- ( M
the difference?

Well, the principle of equality represés equal opportunity antreatment. If one class of people gets an
opportunity or advantage, another protected class should get an equal opportointtye same
opportunity. For examplein public acommodations (theatres, hotels, restauranshops, etc.)hey

Ol y Qi prdBead Slasses (women, minorities, ettdm entering

But, equal opportunity is not going to help much when the subject is disability access. For example, you
may be welcome to enter a theatre hotel, restaurantpr shopg however, if there is a flightfcestairs at
the entrance 6 dzii @ 2 dz up thgsesieps & B 8zZR NB  dnhtédi afains ByidathNsinass.

The subject of disability rights is more than eqoportunk (i & ® Lnbr@igcriniinat®rdpiiactices.

' YRSNI GKS RA&AFOAfTAGE GY2YRAAONAYAYLF GA2yakeat ST LIN
specific action or makehangesto the waythat a building is built or operated. For exampiee building
owner may need t@reate an accessible entrangmssibly bybuilding a ramr installing a lift

{ 2% abSUDMGR than equalityof treatment¢g SQNB | 6 2 dzli  Sj dzl £ Adh &¢ K2l Fi G300 S ¢
the end goal. However, to reach that goal, the redl lef LINA Y OALX S A4 . S6A dzZRBE &2 ONR Y
understand the difference and learn how to explain it clearly so that othersigdarstand andetter

meet your needs for access.

Selfadvocatingior equal access and servicessatommunity movie theatresione thing. Here you might

simply file a complaint with a city official about the lack of ac¢sag, acessible seating) or even talk

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

advocating for yourséin the work placeFirst this is a professional environment, meaning you have to

g2N] 6AGK GKSasS LIS2LX S yR &2dz R2y Qi g llyouda 2 dzyy S
it might hurtyour employment situation.

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

For starters, try not to makthe subject confrontationab 2 y Qi IS4G @AaArof e dz2JaSa 2N
KFEFNBABK yR GKNBIFGSYAy3a RSYlFIYRaA® 52yieeEqual YYSRALF (St @
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Employment Opportunity CommissioBEOYTor threaten to sue. Sure, you afi&elyto be angry and
disappointed as well as right, but dot openly display that anger the work place. To do so may
reflecthow you feel, but imight negatively affecyour workplace standing.okeep you in good
standing with your fellow workerssavell aghe bossyou mustbringup and pursue the subject in a
professional way.

Think aboushifting your seladvocacytactics When you need something, do yauii S N/t 8¢ &

someone what you need, @o you politelyd 8 1 ¢ &a2YS2ySK 52 &2dz aLMzZAKE (K.
need2 NJ R2 @& 2 dz warddsf 2 sgNJ Gk Sy 21 G KAY 1Ay 3IK | | @S &2dz KSt
Y2NB 6A0K K2y S e?lInokeryords, hawdo ya bothp@demgositive relationships

and getwhat you needat the same tim&

In a professional situatignhe smoother way; the waythat keeps a good workinglationship in place

while still making your point is to be diploméc. Siftyourd& | 6 Af A& | R@20F 08 adGet s
people what they should do to enlightening peoplaout what will work better foeveryone (including

you).

Okay, sppose you use a wheelchair and one glay arrive at work adfind that the hallway to your

deskisgt NIiAlft& o0f201SR 6AGK 02ES& 2NJ &dzLlL) AS&dd hNJ &2
you to perform certain taskahich, due to your disability, you cannot dBuchsituationsmaycreate

barriers to you doing your joBoth examplesnayevenrepreent a disability related discrimination

practice or situation

Howshould youdeal with these chadingesin a professional way? Well, begin by attempting to identify
solutions or fixes tdhe problems Think for a moment, beforgou spealup, and try to devise solutions
or accommodations which seem b@ the most coseffective wayf achieving the desired results.
With regardto the boxes now blocking your path of travel, identifyest else they might be storedf.
AGQa | ySg g2 N peifdmabecaus&df yiour dishhiftientify spetific accommodation
strategies, equipment or techigues thatwill enable you to do youjob. In short, devise solutions to the
problems even before you present them to your bosgoworkers

As we may knoybosses love employees who alert them as soon as possibleork-related issues or
problemsand, at the same time, have developed thoughtful solutions to resolveethmblems. After
allid Kl Q& ¢ Khired o2 tizNSIp atva iorkplacproblems.

This strategy accomplishes several things. First, it shows your maturity (professionalism) by not getting
angry as soon as these challenges arise. Second, it demonstratesgbl@npsolving skillsAnd, thid,

it shows your sense of teamork by not singhg out theinconsiderate persofyour boss or cavorker)

for puttingthe boxesn the hall way or the boss for thoughtlessly givingu a new task which your
disability prevents you from doing. Rathgou choseo focus your energy oareating a better

performance solutioror the organizatiorg which alscsolves your accessibility need$e workemwho

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 ortsategy is stilko selfadvocatein the face of disability discrimination. However, our
tactics are adjusted or fashioned for the workpla¥ée areseeking to achieve our rights both in a more
workplaceappropriate manner as well as in a way which shagseaour skills and professionalism. In
this way, your seladvocacy sk#lare working for you angbu have demonstrated them in a way which
preserves and might even improve your workplace performance.

Of couse, if this strategy failand the disabilitydiscrimination persists, there are always the formal
complaint procedures which are discussed later in Lesson 10.

7. Dignity of risk

GiventheK A A 2NE 2F a20ASGeQa | GiGAEdzRED A WwRhanIE NINE INGK & A
hear it said thatwe must keeghem safe from injung Or, that we must protecpersons with

disabilitiesfrom getting hurt

Thisbecomes aprobles KSy SYLJX 28SNE 2NJ LINPINIY 2LISNI G62NR al @
Ay 0SOFdzaS GKSe YA 3IKK SN abduKsafetyhBugiisSBomsafefy dzblB >

anchored in the principle that should always bé KS FANR G O2yAARSNI GA2yd a{ T
postedoredza i Ffl AaKAy3 2y YR 2FF Ay (GKS LINRPBINIY 2LISNI

b2¢r (KFIIdaaed®Siaséana dzyyAYLRNIFYd Ay (GKS 62NJ] LIX

. dzil = G K S N&@etween n®® WeRrin@yWiB altht in a construction siteersus being told that

@2dz OFyQl 0SS KANBR 0SOIdzASTI aAF (KBNS QKA ST AINGA By
or may not be true, if it were applied wrersallyg for example on airplaneg; allwheelchair passengers

would be barred fromflying. Yet, they ar¢ QWie see people in wheelchairs flyiimgairplanesall the

time.

2 Kl 6 Qaerénke8 RATT

Well, at the construction site, EVERYONE wears athardi @ L G Q& | LINRP OGSy FIF Ol GKI
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 constrimn on tasks they can perforifike being the architectlas long as

they wear their hard hat.

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

working because dfafetyconcerns, we might modify thetsation with enhanced measures facilitate
SYSNESyO& S@IOdzZ 6A2yd ¢KSNBE YI & o0@acsgatifiCatlyr G A2y OKI
designed to get a person with a disability out of a burning buildMgmighthavea a S 1T 2y Saé¢ 2 NJ
shelter in plae locations where people who cannot evacuate the building during &direxample,

because they can walk down the stadicanwait for rescue by the fire department.

2 KSYy | RAAlIOAfAGE Aa Ay (GKS LA OG dzNabiftiesfraneg 2 F G Sy LIS
G Rl y 3 S NP dza Ehis & & foroebf pateEnglisotithe suffocatingthought,ad £ SG  YS G 1S Ol N&
youg  CpHtdrrdalismcan be stifling and against the ideadi$ability rights. People with disabilities
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should have the same hgto assumereasonable riskd@r example a potential fire in an office building
or on an airplaneide) in order to participate more fully in life.

Now, eople with disabilitiehavea right toreasonable accommodatieraround safety consideratican
¢ KIWhE@BEB 6S akK2z2dzZ R F20dza 2ozdekkingolcréaiiliedsoBlleNB ¢ aSyaAro
accommodationsn dangerous situationsin other wordsreduce the riskthrough reasonable
accommodationsas best we cgrwithout unreasonably denying the opportuntty participate. And,

after these reasonable safety considerations or accommodations have been implemented, allow the
LI2adAoAf Ale ATeREG INNFsEBEith BppartiAie’ Reméntber, no one would

be able to fly in an airplane orask 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 le bothsafe andeasonable.

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 discniaté based ora disability.

Not too long ago, before 199@he year that the Americans with Disabilities Act was passedps legal

F2NJ Y240 LINAGIGS aSOG2NI SyL)X 2eSNR G2 t221 4G | 22
hire yourbecaug you have a disabilifgb 2 ¢ = {1 K iSigagaihst th&@law anid they get caught

doingit, they may find themselves in court facing discrimination charges.

CKFGQa LINBlOlGe LIR2gSNFdxZ addzFTo

People with disabilities have only recently gone froaing batantly deniedobs because they have a
disability to being protected frordisabilitydiscrimination by the Equal Employment Opportunity
CommissiofEEOCGh Washington, DC.

Having rights like thas a pretty exciting development. Having the EEB@&labé to back you up can
give you a sense of powesspecially when discrimination and disabiiglated negativit)comeyour
way.

Along with rightshowever, comes responsibility.

Let me tell a storyOne of my heroes was a gentleman named Justin Dartednall a hero to mangnd
instrumental in the fight to get these rightsr people with disabilitiesnade into law. | heard him speak
many timesaboutdisability discrimination and fatisabilityrightslaws. What most impressed me about
his speeches was #¢tfact that whenever he invoked the concept of these rights, he always paired the
g2NR GNRAIK(Ga¢é gAIGK EGKS g2NR aNBalLRyaArAoAftAlGASaE

What did he mean when heoupled these two words togetheérightst and éresponsibilities)?

G8g)



Whathe was telling us 5 & @eSniust have legal rights for people with disabilities; however, people
with disabilities hold an equal responsibility to pursue those rights correctly.

CKIEG A& (2 &I SsaRigWIKGd o3 S2Vi®$ a8 1S RSYIyRa | 02 dzi

without makinga commitmentto do the right thingandto do your besto meet your responsibilities to
perform.

Part of the reasothatK S LJF ANBR GKS 02y OSLJia 2F aNARIKGAE 6AGK

these rights depend on the goadill of the public. If wgpeople with disabilitiesire not responsible in
the way we usghem, or if we abuse them, we could losddzo f A O Q & theigdatdilXHefcreatenJ
them in the first place.

We must always use our disability rights responsibly togmeasthese rights for future generations.

In addition, these rights were foughdr by our disability rights leaders of the time. Many brave and

heroic men and women with disabilities endured hardstaipd discriminatiorio win these rights for
everyone.They helped to draft legislation and held protests across the coumtrg.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 useditber get out of work or to hide your failure to
perform. If you meetyour responsibilities to perforprthenyour rights will be better respected.

Odzi 2F NBALISOG F2N) 6KSaS NARIKGaz Ffegrea R2 (GKS
rights with the dignity and respect they deserve.

As we end this Lesson, there is mucbre to consider about leavirthe old disability attitudes behind
and replacing them with aew disability perspectivd-eel empowered to think furtherral even
disagreeadjust or expand your beliefs around these thoughftsink about thee subjectas you to get
ready for the world of wik. The whole point of this Lesson is to challenge you iirgk who you really
are and how you want to communicate yourself to others

Lesson 42 Key Disability Values

Building onthed y S ¢ LIS Ndi thaSnOriplac $opicsoutlined above f S dofsitler these
additionaldisability value®r waysof thinking These valuesan help make you a more powerful and
confident persorboth in general & well asn 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; ae)puatbility

impaired; learning disabilities; speech impaired; psychiatric survivor; brain injured; stroke; autism; and
more. This list goes on.

tfdas GKSNB FNB R21TSya 27F RSTA yWebsteeDichonafyfiersii K S

N :

g 2 N

thisone:d I LK@ &aAOFtf S YSyidalrfs O023yAGAGBST 2NJ RSOSt 2LIYSy

limits a person's ability to engage in certain tasks or actions or participate in typical daily activities and
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AVOSNI OlA2yadé ¢KS | EENMBIpyia REFAKSEA L BNEEYSHAUE
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 byasthers
KFE@Ay3a &adzOK |y AYLI ANNSyYyGé€

Most, if not all, of these disability names and definitions approach the subject from the perspective of
gKEFEG I LISNE2Y OlFyQli R2X NIUGKSNI GKIFIY FNRY SAGKSNI 2
different way.

Disabiity definitions assume that the way people without disabilities usually do things is the right,
typical or only way.

L¥ @2dz OlFlyQi 61 f] dzLJ adGFANBT 0@ RSTAYAGA2YS &2dz |
there were no stairs in your wajyst ramps, wide entrances and elevators everywhere? What happens
G2 GKS RSTAYAGA2Y 2F RAaAloAfAGEe GKSYyK ! NB é&2dz ada

2KFG AF 22 RAIDNANAISa MEBNBER Y 02y (GKS | dzi A & ohodelJS O G NHzY
aspect of your environment while ignoring or failing to recognize the social cues of the people around

82dzK L& GKFG | RAAlIOAfAGE GKAOK aKz2dZ R 0SS OASHSR
your environment? And can it be further slribed as an enhanced ability to concentrate and observe

things more completely than others might?

2 KFG Fozdi LIS2LX S sAGK Reéeat SEAF K2 SAGKSNI OF yQi
When their books are in electronic format and they cae 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
20aSNWS LI GGSNYya Y2NBE NBFRAf& FYyR aaSSe¢ 2N AYFAAY
easily readlte printed word.

The point is that people with disabilities are individuals with different styles, techniques and capabilities.
¢tKSe aKz2dzZ RyQi 0S O2yFAYSR (2 GKS RSTAYyAGA2Yya &az20

In addition, the disability way ofaing things can even represent a strength or quality like those
suggested in the examples above.

'Y F2NIdzy 6Stex OdzNNByd RAA&AIOAfAGE RSFTAYAlGAZ2YaA KIY
meanings.

{22 AGQa AYLRNIIyYy(G $2aNdsockty i behibtd wifleGtand disaliility /e enbréd A £ A
complete wayg beyond traditional disability terms and definitions. Accepting disakiéitated

differences and styles as normal variations of the human condition and even, sometimes, as stiengths

the greater truth.

This thought process starts with you. Just as we normalized disability and disaitéigd job
accommodations in Lesson 3 above, we might begin to also think and talk about our individual
(disability) differences in these new wayihis is how we do things. We do things in individual ways or



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 (inclagirin.

Learn how to become an effective communicator about your disalrdigted 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, carefaihd at the right time in these more positive
ways.

Define yourself.

2.) Self-determination
Seltdetermination is you (not others) making choices and decisions about your life.

Seltdetermination is believinghat individuak (you) must anadtan controltheir success andestiny.

Seltdetermination is a combinatioaf attitudes and abilities which help peopet goals for
themselves, a well agake the initiative to reach these goals. lisout being ircharge It means
making your own choices, leang to effectively solve problemsndtaking control and responsibility
for your life.

Being seHdeterminedleads tohigher quality of life.

Being seldetermined leads to more positive pesthooloutcomes, including employment,
independent living, ad community inclusin.

Practicing selfletermination also mean8 K | (ire @aylm®accept responsibility ftiie consequences
of yourdecisions or leoices

The development of setfetermination skills is a process that begins in childhood and continues
throughout one's life. Selletermination is important for all people, but it is especially importaand
sometimesmore difficult to learng for young people with disabilities.

Wellmeaning individuks sometimedry to "protect” youth and adultsvith disabilities by making
decisions for themTheybelievethat people with disabilities can't think for themselvasd they need
our help.

Selfdetermination involvedavingselfawarenessassertivenesggesponsibility creativity, pride,
problemsolvingand selfadvocacy skills. To take charge of your ownYiée, must be able to set goals,
evaluate options, make chas and then work to achieve thogeals.

[ SGQa 7T 2stujedtsa®ofiated gvidselt-determination.

The first me is anchored in & part of theseltdeterminationdefinition which statesg { St F
determination is believing you can control your osuccess odestinyé

Have you evenoticed thefact thatpeople with digbilitieswith similar abilitiesoften end up acheving
very diffeent employmentutcome®

3g; WID
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LS (iMaginethat there aretwo peoplewho have theexactsamedisability. They share similar
background, experienceand even attendedhe same scholswhile earning the same grade¥et, they
achievedvery different career radlts. ne has asccessful career and the other dgeQ G ¢ 2.NJ G | f ¢

Whatmade the difference

Of course, there malge many reasonfor their different outcomes however,successnostoften
happensvhen someonembracesthe sdf-determinationsentenceaboveg KA OK al eaz a4, 2dz Ol
your ownsuccess odestiny.é

In our example, e successful persomasmotivatedby this value and clse to think abouit every day.
She used this principte keep goinggrowingand working hard to make it happen. To#her person
may havedecidedthat it wasall just too hardandlet the negativity aroundhe subject ofdisability and
employment become her reality.

As a result, one isoth financidly and occupationally welbff whilethe otherA a y Q (i @

Even though or example is madeip, in real lifeit happens too often. Duringiy many yearsvorking in
disability employmenprograms, wheneverdsled peoplke with disabiliteswho aresuccestully

¢ 2 NJ A oWdlid it Kappen for yold ¢heyalwaystell methe same thiig: & Wwasdetermined to
succeect

Values are important.

The other subjecaround seHdetemination worth noting is associated wigiersonal behavigror
conduct As mentionedabove,selfdeterminationalsomeans,& Qu are ready to accept responsibilfyr
the consequences of your decisions or chaices

How does tlat work when one of theymptomsor limitationsof your disability maynake it more

difficult for you b follow andobey laws, rulesr expected behaviosDoes your disability exaigou

from these requirements L a (KI G 2damilP/ BKSepdpUzzaBREZQNBIQa y20 Yeé
RAalFoAfAGREK

Consider thesé&ey facts of life

If it against the law or a rule to do something, yet youashyway a disabilityis not a good excude
avad the consequences gfour behavior If havingdisability was @ood excuse for disobeyimgles
where would hat end? it wasanexcuse how could you ever besady fora life in society withull and
equal citizenship

A/YR f SiQa NBSBEBERIGdtbgiizedhat part of thereality of having a disabilitis the
necessity of takingxtra time expense and efforound adapting or accommodating ourselves

Think abouit this way--A ¥ & 2 dz , @des/tieaiiexceelydu ffom attendingschool because you
Ol y Qi 3 doesiitteyent/eu from leaving your home to go out to eat or see a maoNig?you
are expected taand should want tdake personal responsibility to getdevice (maybe a walker,
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wheelchair or scootgiin order to be éle to getyourselfto schooland into the communitylt helps you
live a full and integrated life.

Similarly, fia disabilitymakesit harderfor youto obeyrules it is up to you tdind accanmodationsfor
this partof your disability.li Qa @& 2ndithlity MByid fisd waysto manageor controlthese types of
disabilityrelatedbehaviors ofimitations. Onlyin this way can you participata life as youneed and
should

For examplefiyou haved SKI @A 2 NI £  criéathitdaAoBNdhéreyoaroad éhaior will
likely appear, try tadentify andavoidthem whenever possibldf you start tofeel angryor that you
want to lash out,move to aspace where you can takeddme-outé and wait for the feelingto pass. And
always try to find a peson or professionalho can help you build accommodatiatrategies around
this partofyourdis 6 A f A G @ ®@ 5 2 y QTale @eting, expehse arid éfforiededshiyd find a
better way forward.

With that in mind what about the most dramaticxample ofexcusing bad behavior becausesof

RA &I 0AODIAfR Biksaniiydeensg o+t S 3J érénot QNG by @AshdfoSnsanig/in

sucha situation LISNA 2y Q& LJa @uStKavdbeemsh 2vere thatat iheitimd thie§ lcked

the ability toknowwhatthey were doingThe fact is this defense is often the hardest to prove and even

ifyowf I 3@ SNJ OF y LINR @S A dpineithet idZiNoB psichiatric hospital foréfodg (2 Sy
time.Thisis/ 2 1 ¢ K I alkingra®Bddihelse. What we are talkig abouthereis showing bad behavior

which youknow ishappening(or which you know may happen soon), $e2 dzQ @ S noDi& raah=se

it.

While a disabilitymaybe the reason for the bad behavipk (G Q& Y 2 & inh exeusditSafmost 2 (|
alwaysyour responsibility tdry to manageyourselfand find he necessary accommodatiottsfollow
rulesandbehaveyourself as expected

Whilein schoolyou mayencountermore patience andunderstandingabout such disabilityrelated
limitationsor behaviors it will be different in the workplacéelK S&@ QNX y 24 tA1Sfte 42 oS

c2tft2¢ (KS ¢Jl-detdafidationsNakenfidige af FoboiviTlife. ®t goals, evaluate options,
makethe rightchoicesandwork to adieve your goals.

YourAworkaace success or failure will largely be determined by how well you entheagalues eound

a a -"dtefminatione

3.) Disability pride

Being a person with a disability meahste 2 dzZONBE | YSYOSNJ 2F Igroup.lAOA FAO Y
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 individuddy learning from each othePeople with disabilities haviellowed this

same path andrganized themselves into numerous national, state and local groups.

The reason behind the creation of these disability organizations leads to an important point regative t
your professional development. As has beescdss earlier, for manyears nondisabled people have
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held low expectations and negative attitudes about disability and employment. ffwag dzy G A f (G KS
middle of the 20th century that things began to dramaliga@hangeand significant progress bag.

During the early years of the ®@entury, wellintentioned nondisabled people decided it was time for
a20ASGe (G2 0S02YS Y2NB adzZlRNIAGS 2F GKSANI FStft2¢
thetime}p ¢ KSe& glyd (2 KStLI adKS KIFIYRAOILIWLISRE KI @S | O
employment and other basic human experiences. TheseM#lli Sy i A2y SR y2yRA&l 6f SR
0SKIFETFé 2F LIS2LA S 6AGK RA A&l 0 tohchiévd tBededadvanikes baseBiant f 2 ¢ S
public education and awareness programs.

These early efforts made some progress and created many new opportunities. However, the most

important accomplishment of thiseginningmovement was the creation of higher expations 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 thepolicies being daded. They wanted to take the lead in the effort and no longer be
GKStLISRéE o0& UKSANI Yy2yRA&AIO0E SR I RO20FGSad-¢KS ySg

I R@2 0l O&¢ 2N atORY/13tds SANMEBKY RA AL 0Af AGASaesawhdaSl { Ay 3 dz
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 moventieeinselvesThis change in leadership
wasmarkedbyda KA Fd FNBY @ LI (O ONINBE REFY €0 86 RIIAKYSNED! G2y a 02 vy a
of yourself).

And, this taking of control ofour destiny is a point of pride ddisability pride¢

Following this importantvalu& 2 dz a K2dz R I f gl &a aGdNAGBS G2 tbR@P20IGS
R2® a2NB20SNE AUQa @2dz2N) Rdzied b2z 2yS Aa Ay F o6Said
OKIFNBS 2F @&2dzNJ aA(dz icdnfdghEe addAedr@rskip capatzfitibsRAng; doing D dzNJ & S
will make you a stronger and more attraa 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 decisionsli®ing proud of yowsdf asa person with a disability’When people see
your pride, they will admire you for it.

So, haveand showpride in your disability identity.

A ¥ 4 A x

LT @2dz2ONB y20G @SG O02yySOiSandypethink th& might aifér o G & I NP dzLJ
support,consider connecting ta disability group whicimatchesyour interests. It will not only help you

to build your disability pride and sefieterminationg it can also help you to better represent the

disability perspective in yoyob. For example, ging orgnizationally connectwith other people with

disabilities puts you in a better position to help a potential employer understand how they might more
STTSOGAQOSte aaStte 2N a2FFSNE GKSAN [(DhNRideaedii a I+ YR
be covered in more detail in Lesson 12 bejow.

44

411 WID

&



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 organizatiosou can also search online for
disability organizations in your local area (there may be more than you think)!

Lesson 57 Discrimination Threat and Performance

l'a 6SQ@S isabildydidedndiratiRizcarideither subtle or obvious. In its subthe lessobvious

form, it can be much harder to evaluas®d manageFor example, a job interviewer might bmiling

and politewith a job applant with a visible disability; however, thigerviewer may seem todless

engaged or involved ame might want or expectOr, the employemay say something seemingly
AYyy20Syild ¢KAOK Yl & adza3asad + oAl a | 3FAyaiheyl RAALFO
mighta | @&dyouwrealize that there i greatdeal of reading to do in this jé#bés thatdiscrimination?
MaybeitisY 86 S Al AayQio

How you respond to such situations willtdamine your success in either tlgb interview or in other
professional situatios

Being awarehat such negative digdlity related commentgan (and do) happeall the time the
j dzSaGA2y 06S02YSaz capKY (a6 20RS YR 20 2 oRAMzIA (AKiK ¢

There are no hard and fast rules.

Some might immediately challenge such behaviors. Others might chodgeadie them for fear 6
reducingorevelRS&a i NP &Ay3d ye OKIyOS 2F 3ASiGidAy3a GKS 2200
it.

One thing that you want to be aware of in such situasicmthat how you react has a direct impact on
your performance, especially in an intervigdaving a feeling or fedhat someoneis not treating you
fairly can havea significant impact on your ability to perforim most professionadituatiors.

Think about it.

During an ingrview, your attention and concentratioshould be totally committedo focusing on how

to answer the questiond 2 dzQ NB 0 $FHe yhielutelydui bSai degins focus on the possibility

that the job interviewer, enployer or ceworker ismaking comments or asking you questions which
suggest a bias or discrimination agaipsur disability, you will begin to lose focus on the task at hand.
Research shows us that such reactions often diminish your ability torperfend thisfactis important

to know, espeially when you are engaged in the-amliportant job inteview or prdessioal meeting.
During these timesyou willwant to be at your peak performance.

This reaction to potential discrimination threats is calfeé@ ( S NB 2 (1.€Soifetinlegthede |
AAlbdz- A2y a 2N 02 VYYS Wil NOAEEKAGZ yoadive CAINMEEBYR >t fa YWYASTENR

Whenever you feel threatened by discriminatory thoughts, comments, looks, actions or feelings, your
brain goes on high alert. You become hyper vigilanualiois apparent discriminatioand begin to

G8g)
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https://en.wikipedia.org/wiki/List_of_disability_rights_organizations

dedicate much of your attention and brapower on devising strategies to defend yourself. Research
conducted by Dr. Claude M. Steéhétps://www.youtube.com/watch?v=vvwvvbiwRKghows us that
in such situationsyour performance wilsignificantly fall off.

Now thatyou] Y2 ¢ | 62 dzii & & (i S NG 2 dadindfishiysuNdBrfoiimancavhAtiRan you

do to protect yourself from its negative effect€?A NE G2 NBO23Iy AT S 6KSy AdGQa KI L
Al Q& y2 NI fcted. yaRact it hapgers to@etyite, whenever thef B Y feakike ain 2

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 sffecnd your

performance.

Dr. Steele reommends a technique to lesséme negative performancénpacs2 ¥ a a i SNB24 & LIS 1 |
by putting thesesmalldiscrimination signalémicro-aggressionsjsideto try and maintainyour peak

performance. He suggestsing a threestrike rule when faced with these situations. This strategy will

help tokeep calmand, in turn,be at your best

The threestrike rule is simple. The first time someone says something that sugtjisgtmination

based ordisability, & f S3i2 €A (6 & G NA{ SNI2 Iy Chiretivhisk Zhy§iaDil. Put itout of your mind

for the time being, so your performance is not negatively impaciée: second time the same person
sends another seemingly negative signal or says something that mightiofbu againg $ G A G 32 ¢
(strike two).The third time this happens, be prepared to stamg for your®lf as you should (strike

three andé 2 dzZQNB 2 dzii v @

. @ GSYLISNRYy3 e2dz2NJ NBalLkRryaS Ay GKA&a AN Rdzrf gl e&x @
buildinginside ofyou andthe related hypesvigilanceit createswhichreducesyour performance. So,

R2y Qi 3IA DS dzLEsdoRerNd yNissali bdy ifirhaovayt whichhelps you get better

professional results.

Also, by allowng someone two stkes (two @parent wrongsyoumay find the threat naturallynelting

away. In fact, the threstrikerule allows for situations whergoumight be wrong (possifl
GYAANBFRAYIE (KS &SSOV yLIT & KASK (IO &S 70 222\@sbih Ry Qi K
and jeopardize the relationshiflusyour performance was kept higher longer. This is an important

strategy to practice, especially in an employment setting.

You might also considewaluatng the particularrelationship andcircumstancesassometimesit might
be wie to consider avoiding K S GAGGKNWS| SS éaltogethalliniptSer words, the situation is too
AYLRNIEFYyG (G2 OFfft (GKS LISNBR2Y a2dzie¢ 2y aAGNAR{1S G§KNB

This may béhe exception to the rule whilé 2 dzQ NB oukbpeRhatydl caget what you wat

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 geateembe, you can

always go back to thaderson, after he event, and discus your concernsncethe outcome has been

decidedd . S FtSEAO6tS Ay @2dzNJ NBaLkRyasS (2 aaiSNB2iGe LIS
for you.
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https://www.youtube.com/watch?v=vvwvvbiwRkg

Lastly, consider the idea thaome people are morbypervigilart around disaility discrimination than
othersare. Observe yourself and measure ydewel of vigilance or alertness aroudiability

discrimination. Then, consider the impactthishyg®gh 3 A € | YOS | Yy R maihad Nfodthi & LIS
your professional performancas well agn other relationships. Adjust your level of vigilance based on

your preference foeither making a poinin the momentor getting better outcomedgor yourself.

Lesson 62 The Disability Message You Want to Send

la 6SQ@S RA & ordracanfiREup Rsdits ai fedrsibingesreotypes, and
misconceptionsAs we makerogress toward$ull equity and inclusiorfor people with diabilities,
society issteadilymoving along thepath of positive disabilityawareness, eceptance and rgpect While
on thisjourney, different people, in different situations and at different timesill display different
levels of undestanding and support for disabilitights.

This journey igjoing to take time before we akkach the finish line(full acceptancewithout any
reservatiors). As nondisabled people become increasingly aware about disability rights, they find
themselves struggling between tledd myths and misconceptions about disability and the new tuth
aboutdisability equity and inclusiomhink about it half of you mindknows that disability rights
should be honredand the other halhas trouble with thatconcept because you sometim#snk that
people with disabilis areunable to dathings (like workng).

0 K

As mentioned earlier, e of the results of hisconflictedthinkingisa 2 YSG KAy 3 QF £ £t SR & LRt )

O 2 NNB @ oryrdwing that there is a right thing to saygut not knowing exactly what it isor feeling
the opposite.

,2dz2QNB 2dzald y20 GGKSNBéE eSio

This conflictends to make ondisabled people both fearful drreluctant to engage with or talk t@
person with a disabilityThisfearcan be summarizedthisway A ¥ L R2y Qid (y26 o6KI
FFNF AR LQff &beter nbtidy angthdgyallé G KAy 3s L

This readbn is common and widespreaéven inthe world of work.

To see an example of tHear around being politically correctvatch the movement of a person with a

visible disabilityguch asaperson using &heelchair ora blind person with a guide dgghrough a

crowd ofnondisabledbeople. Watch those peoplmove out ofthe way or even turn away from the

person with a disabilitpassingoy,y 2 G S@Sy al @Ay3 aKStft2¢é¢ gKSYy (KSe

Now, they may be just getting out of the way. But, having talketthése folks after observing these
sAldzl GA2yas L O4a3i6 fedr Shhvig o Rteraclion witk Bigeiddn with a visible disability
0SS0l dzaS GKS&QNE S¢ hdycalindhdiBieass Kyt mbvingwyarid lavbiding the whole
subject.

This responsés anchored iriears aroundbeingpolitical correchess or saying the wrong thing
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So,imagine it 2 dzOhhidglisabledob interviewer or supervisor of an applidaor employee with a
disabilityandyou have these feargou mightexpresghem byeither avoidngor limitingyour
interactionswith the person wih a disability

Hencewe need to recognize thesearsand develop a professionsirategy to respond.

Oneway tobeginissimplyli 2 & YA f S o L eff€xtive & shilebmby Silikgsends the
message thatl. QY vy 24t signgItaByowant to be friendly towards the other pers@ndnot
confrontational. So, bsure to smile and that will begin to calm the other person down.

Rememberthey may simply baefraidbecausdi KS& R2y Qi |lyndghtsde dillyar2 | O
dzy NSl a2yl ofSs odzi AGQa 2FGSy (GKS OFaSo

Another strategy to beatbadk KS &L QY | FNI AR LQff alre (G4KS gNBy3d (K
person say the wrong thing. This strategy relates badlegsn5 above2 Yy a5 A & ONeafang G A 2y
Perbrmanceé wS Y S Yo S NIZvigdabtioyiabardnhattSoldiscrimination can affect your

performance. Hergtoo, you mightlet it goandlet people feel comfortablsaying the wrong thing

without being correted by you.

You can correct them by exampleby being friendly and supportive and helping them to see you in that
gred . @& R2AYy3I GKAAIZ &2 doMBAYXROBt A & & S& fnozkl Relyd R azO! {i B
to do so in a way whicWill more positivelypromote your full acceptance.

LGQa | YFTAy3 ydgdiminatadomerandfeataoinddili2a G A OF t O2 NNBOlySa
saying the wrong thing.

Changehis unintendeddiscriminationwith your friendlinesswarmth and personality.

Lesson 72 Accommodation Strategies

In addition tothe idea ofnormalizing the concept dafisability related jotaccommodaibns, as was
discussed in Less@uabove,a job applicant or employewith a disability must beompletelyprepared
around his or hespecific jobaccommodation needs.

Imaginethat you are an employer ana job applicant with a disaliiy enters the interview roomYou

have a number of promising job candidates to consider. You have work that needs to get done back at

the office, so you negtto get the new person hiredsquicklyas possibleAs the employer doingb

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.dzQ NI nkihg aBoit hawdur
2NEFYATFGA2YyQa 0dzRIASG A aeffectivéldBtii tiiKknBePlis wh@yowds@latr y S S R
must fitin well with your othetemployeesan® dzd 1 2 YSNE @ L F { Hniwél, yguSiee KA NB R
going to losesome respetfrom your boss, cavorkers and customerdf & 2 dz R2 y QjobLJA O1 6 S
standingand promotion potentiamay suffer As thejob interviewer or employer, all these thoughts are

racing through your mind ay interview and consider all the job applitagou are interviewing

CI
2
t

{23 AG AayQid 2dz&ad G(KS 2206 FLLIEAOFY(G 6K2Qa ySND2dza

45|W7|D



Then a job gplicant with a disability consnto the interview roomWith all the other pessures facing

the employer how do you think the employer might reewhen yousimplysayz néet a disability

related job accommodatich K a 2B, @S f & Y LI 2 @ S N &ill b€, athikhsia prokdiehs Arid A 2 v

when there is a problem lacking any clear solutipeoplemayget nervousand want to avoid the

subject.If this isgoing to beyour announcementd{ need adisability relatedob accommodatio#), you

need awell-conceivedblanto meet these fears ahnegative reactions immediately 2 > t S Qa LI | y
strategy to respond effectively.

The firstthing to do & torecognize t& S Y LJf p2répé&chiiB én this subject arhkviseyour strategy
to help them through the conversaticas easily as possible.

l'a 6SQ@S W&o THE tgsSapBpralirdy chetexistics of a job candidate or gemployee is
the LIS N& &bijfit@to solve problentis L F @ 2dz G§KA Y] I osdroahy emfilayersihikel G Qa G K
people--to helpthem solveproblems and to get things done.

Employers want to hirgob applicans oremployees who presenproblems along with suggest
solutions inthe samesentence or statement

Knowing thisas soon as you announce your disability accommodatigperformance enhancement
needs,you must be preparetb describe thenwith specificjob accommodatiorsolutions whichare
likely towork in this paticular job settingat areasonablecost Be sure to include the name of the
equipment or describe the technique clearly and in full dethitfou need equipmentnidicate the
manufacture, make, modelwhere it can be found andhatit coss. Answelimmediatelyany and all
possible questiosabout how thiscanwork. When you bring this subject ygou must be ready
confidentandcomplete

In order todo this in aprofessional manneryou must prepare yourself, in advance oty revelation to

the employer, by consulting with others abowtorkableaccommaodation solutionfor this particular

220 52y Q0 2dzald 3IA O &soBsBIytiGNNIDéscribefuipecht M drimadatdn/ A RS
solutionswhich fit wellwith the job in question

One great resowe that you shoul® 2 y (i I OG0  thd JotXccommaBaBoin Netwiork (JAN)

Askthem to help you buildour job specific jobaccommodatiorstatement.Call them on 48800-JAN

7234. When you call them (you can also contact tloline at http://askjan.org/), be ready to describe

two things: 1) your functioal limitations (what does your disability prevent you from dqilike

standing, walking, speaking, hearing, etc.); and 2) what arspkeific or knowmluties of thejob you

are applying for (i.e. computer work, customer service, physical duties, Bbed, tell them which

duties you need help with (reasonable accommodatiowéjh this basic information abouytour

situation, they will help you define your specifimlj accommodation needs. Dbis andyou willbe

preparedto both calmyour possible new bosand showhim or herhow great of a problem solver you

are! ¥ dzQf f NIaRidaOaBouoKsiidring you for the jobecause of youclear and preise

statement. Such a strategy will likefgiinimize the emplog NX& FSF NE | NRPdzy R (KA & & dzo
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http://askjan.org/

So, @&k JANbout anyjob-related needs you might have. K S& QNB (G KS o6Sad o

Also, be sure to updater prepare a newob-specific accommodation statemefdr every jobinterview
you haveOne size may not fit all.

Certainly, there are other resources for developing your job accommodatidensent or answer. Local
rehabilitation, educationanddisabilityagenciescanhelp &8 ¢St t & @2dzNJ | NBI Q&
Living(more on these agencies in Part Il, Lessaon 6)

Practice youjob accommodatiorspeechwithin the context of you wantingp be asproductiveas
possiblein thejob & 2 rézskeking Theyare productivityboosters, I NB y Q (ihat® Bo® pol sheuld
promote them to your possible newemployer.If you describeyour job accommodation needs in this
way, you may find the subject more welcomed.

There arewo additional benefitabout the subject of job accommodations and workers with disabilities
which you might expres

Your dsabilityrelated job accommodationare more than just for you. They aaésofor other possible
employees with disabilities who might follow you (including existingkexs who may become
disabled. The reality is thgpeople inthis nation (ad the world) arenoving in this direction. They are
learning about the need to reshape their understanding andironment to fit everyonejncluding
people with disabilitiesThe experience of proviith for your job accommodationgill helpto further
educate your employer, cavorkers ancevencustorrers about thissubject The result of youeffortsto
become a working member of societjll add one moreexamplemoving us all forwardSo, ina sense,
you ae not just representing yoursetfé 2 dzQ NJB ntingSthiMaéps with disabilities who will
follow you.

The second overall point about job accommodations is that it works both Wdysn you receive

needed job accommodations, youeanot only gainindpetter access to youjob; your new employer, ce
workers and customers a@so3 I A YA Yy 3 & | KnOdedge,ddead;2y R 2LAZNF 2 N Ly OS @
win situationfor both you and youorganization.

And, fnally, understand what is meant by therm & A y (i S NI O (i ihitSis aniipo@ahicanéept
in the disability job accommodatiodiscussion with an employer

¢CKS daLYOGSNIr OGAQGS LINRPOS&aae Aa | 1Seé& €S3FE GSN¥Y |
and resolving disabilityelated barriers or accomodations, the person with disablity should be
consulted and their ideas seriously considered in the resolution of the matter.

Therefore, whenever disabiliselated job accommodations are under consideration, youdheebe
prepared toparticipateeffectivelyin the dinteractive procesé

So, calling JAN or asking another job accommodation specialist to hetjeginie what disability related
job accommodations you will want to ask for vadllp you to bemore fully prepared fothis
conversation.
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Lesson8 2 Disclosure Strategies

Now that we understand more about both the employeiealities around choosing who to hieand

howto bestpreseny2 dzZNJ 2206 | OO2YY2RI A2y ySSR&s K é ye 25dY Lif kk2ed
disclose youdisablity-related job accommodations

This subjetis anchored in a truth ahg what employersare looking for in a prospective job applicant
Sure they wanta problemsolver and productive workebut they also wantan employee who has a
sense oft f 2 &ahdfintegrityé ¢ K S & waskeryhid tellsthe truth and who do so with honand
good character

These values arenot only importantduring ajob interview; i K g &lsbamongthe key skills tgeneral
workplace success.

In the workplaceg 2 dz O y Q iihe Woirkér with he lae§ ideasr be thebest performancebut
@2dz Ol y | f ¢l &andiRdgritylfob éan aiwiays &l youir Bose truth, as you understand
it, anddo so with a sense of duty and honor.

Sq on the subject oflisability disclosure and the need for disability job@nmodations do the right
thingattherighttme52 Al GgAGK afgelrfde FyR AyGSaNande

| SNBQa K26

Generally speaking, there are two ways that disability disclosameunfold.t depends on whether your
disablity is visible (can bseenor observed orinvisible (not apparenor obvious.

LT A @sisodths you eénter$hE interview room the employer or interviewer will see your
wheelchairwhite caneor hearing aids, etdf thisis how you present, know thats soon asgu enter
the interview nom theemployer idikely alreadyasking himselbr herselfmany questionsaboutyour
visibledisability. And, you must realizéhey cannot aslyoumany ofthese questionsut loudbecause it
might be against the law to do so

Here aresome of the unastd questionghe employer or intervieweis quietlyasking themselves

How can this person do this job with that disability?

If | had that disability, R2 y Qi ( KA y Jjob.[CanGreizt R R2 (KA a

LQ@S KSI Niiyactokmadations drd eapimscarSy Qi G KSe@ K

If I hire this person, what will my boss, fellow workers or customers say?

If I hire this persorwould| be able to fire themif necessary Would | bestuckwith them?

Oh, a person with a disabiliyR2 Say Qi G KIF G Y SI s myi@dddentidl I 64> Y2 NB
liabilities (law suits)?

7. | have other job candidasavithout disabilitieswaiting for an interviek ¢ K& R2y Q4 L 2dza
the next applicant?

o g s wWNPRE
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These argootentially job-killing interview questions whicou will never hear asked an intervew. The
reasorsyou will never hear them is the job interviewanderstands that they are, at leagtolitically
incorrect; and, more than that, against the lgasee Lesson lifelow).

E5SYy (K2dzZaK @ 2 dzquedibnyapsiveslwil lkSyRmei«is theSnind of the employer.
Unfortunately, though the person thinking thee questionsvill imaginethe answers without your input
This will probably result ianswerswhich are likely not going to be in your fawpor at least, probably
not accurate

Hence if you enter the interview room with a visibtlisability, you havenb f G SNy G A @S odzi G 2
bull by the horng ¢ K I (i ba sure to2eavdansivars to theS Y LI 2 un&keéRduestions above

into your answers tdhe generainterview questionsasked So, if you hava visible disabilityyou must

begin your disclosure strategy immediatelyd in this way

Thebestway to startanswering hese unasked questionstsbe friendly and likeableAsmentioned

earlier, tKk SNB Q& I yiruth sbuSdsBimitiafiof e moreyold SG G2 1y26 GKS LISNE
discriminating against, the quicker you will back away from these neghtghts andobehaviors.

t S2LX S R2y QG RAAONAYAYIFGS 03SySNrffeo F3FrAyald LIS2

Then,in a fiendly way, begin teespond to those unanswered questions by disclosing facts about your
abilities whichtend to reject the negativelisabilitythoughts generated by tse unasked questions
listedabove.

[FGSNI AY (GKA& 02212 tbBeStNBpard®driayjolinténgew.iMoré Willbe 6 2 dzi K2 &
revealed about how to prepare your answeo the unasked disability questions listed aboker now,

if you havea visible disabilitpr when you might reveal an invisible gmaake note of the importancef

responding taheseunasked questionen your own.

On the other handfiyou have an invisible disabilifhat is, the employer cameither seenor knows
about it, unless you mentioiit), yourstrategy will bedifferent. Thedifference will be arouneither
timing ordecidingif there really is a need tmention it at all.

The timing question stands on one key principle or revelafltrat is iffand wher) you see the need for

a disalility-related job accommodatiorif you have an invisible disabdlit I YR @2 dz R2y Qid LISND
disabilityrelated jobaccommodations are needed the job you are interviewing fothen there seems

to be noneed to disclose or bring it uiyou night skip the subject for now.

However, the momeninayarrive when youecogrizethe need for a disabilityelated job

F O02YY2RIGAZ2Y ® ¢KI ( Grie tanferfiion®ia SUNRO K AY3 Y S Y@ dBINIGKS
YR AY (S 3wikchiadeso impdrtantSan employeif you realizehat disability-related job

accommodabns are needed, you must ndelay the discussiowith the employer. If you do, you might
tarnishyour reputationaround honesty in their eyes. You may lose theifglou wait too longo bring

up thesubjectd SOl dz&a S (G KS SYLX 2 & S NénioitheomiNgorsoniethisy véng dzQ @S y 2 i
important.
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¥ & shaizuNeByou will need a job accommodatidnyt the questionstill enters your mindthat may
be a signal twonsider addressinte subjecimmediately.Again, i you delay and the employer later
learns about your needs and senses you delagdking about ittheir opinion of you mg go down.

Again,be guided by the values dibyalty and integrity€

These arghe general strategiearound disability disosurein employment. While thesare broadrules

to follow, each person or situation is different. WesreryouQ NJB suyé vitat to do, ask soroee yau

trustF2NJ | RGAOSd 2 KSy A (i Qrelated jobydcorrgodaficn & @ri epldyer,l RA &l 0 A
remember to follow the guidelinesf being ablgo describe specific accommodation strategiesl

doing it withasenseofi f 2 &8 f 1 & d#éyR AYyGSINRGE

Lesson 92 A Brief Disability History

People with disaltities are an importantJ- NIi 2 ¥ 2 dzNJ ForleXamgeyaparsol with ( 2 NEB
cerebral palsy sitpd the Declaration of Independem¢Stephen Hopkins of Delawarahotherwas

elected to four terms as President of the United States (FrabkliRooseveltand millionsmore made
both big and small contributions to our country in evéigld and occupgon.

While this type of history is importanf, K I (i Q3K V22 NdK S¢ SQNB 3Tlkdsghd (12 NB DA €

Rather, in prearation for the next twodssong11 and 12% S QNB Ba&rsgrakthiagboutthe
social andegal rights historpf disabilityas it relatespublic policy We should understand that various
disabilityrelatedlaws and policieR A Ry Qi 2dza d F LIJISIF NJ 2dzi 2F y26KSNB®

Formost ofhumanhistory, progresdn this areahas been slow

h@SNJ 6KS OSyiGdzZNASaszr (KS taptiret B &ix (6) Sife@@tagagafy S (1 KNP dz3a K
development Each one buila foundation for the next oneEven today, some parts of the world are at

different stages than other®lus, sometimes we go backwards as well as forwardsttAsgrogression

orjourne® A & yyetiiweztili BaMdnore to accomplistvefore we cross the finish line. SNE Qa 2y S

way to capture this history in very broad terms. These are my sph@es ostagesof OA GAf AT I 1A 2 y Q2
disability sociatlevelopment.

1. Discardedand Ignored Aperiodwhensocieties lived or died based on the ability oégy
memberto contribute to their survival. Communitieseeded warriors to defend the group
hunters and farmers to provide food, aidilders to create shelters. If you could not contribute
to these basic needs, you wews@able to contribute td O 2 Y Y dnyfvival Bhi@ deant
people with disabilities were seen as a drain or drag on the community. They were ignored and
excluded. Tie most damatic examples of thimclude ancient Sparta (400 B&hen babies born
with physical disabilities were thrown into the sea because they had no vabrmemore
recentexamples of this are the Nazi regirfi®3345) when certairpeople with disabilities were
eliminated from socity because they were inferido ad Y I & G S dNdtunlagdiSidcal city
Gdate tlrgaég Syl Ol SRhtthsyeniwkifedid.ofowikiBIBY vl I 6§ Sa 0aSSyY
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https://en.wikipedia.org/wiki/Ugly_law

2. Htied. As communities moved beydmere survival, they were imetter and more
understanding placéo care for their individuals with disabilities. The mods#lging this stage
were based oiboth social and religious primlies of showingpity for the less fortunateand
doing the right thing through volunteend chariy efforts

3. Given Equality The next phaswas based on encouraging nondisabled people tgodworks
and open their businesses and places of employment to people with disabiliteeaskpeople
to voluntarilychange both dsign principles and prograpracticesto givepeople with
disabilitiesaccessln employmentemployers areasked toO 2 y & A R Sthed handidappiédy” 3
but cansay no if theydidnQ i & I'Egfualitylis nice thing to do but not a legght.

4. Demanckd Equality This period or phasedas marked by laws and regulations which made it a
matter of public policy to desiglbuildings and pgrams in an accessible manpas well asot
to discriminate againgteople with disabilities in employment, public accommodations,
transportation and ommunications. The hallmai&gislationof this era in the United States is
G§KS da! YSNR Olitigedctaf 090K 5 A & 0 A f

5. EarredEqualityp 2 AGK NAIKGA O2YS NBaLRYyaAo glitshWer Sad L ¢
canandmusttake up our responsiltities to fully participate in societyr{cludingindependent
living, sefdetermination, and competitive employmen®Ridts are protectios from unfair or
unjust actionsbut success still needs tme earned.

6. Normalzed Equality In the future, the wortl will arrive at thenaturalconclusion that disability
is a normal parbf the human conditionand, therefore,people with disabilitiesnust be
logically andoutinely indudediy (G KS 02y OSLJi 2&WithitKiSoutinaf@ly S N> £  LJdzo
inclusion ofpeople with disabilitiesn everythingthe word ddisabilitye will cover fewer and
fewer people As science and technology advances, a time may come alhgeople with
disabilities can fully participate in all that society has to offer. Thenworddisability may lose
its historicalmeaning and equality will naturaltyr normallyhappen for all.

The value of understanding disability history in thieadway isthat we can better understanénd
F LILINBOALF GS 6KSNB ¢ Sionas whefaBefded to goInNie futarE | NB

With such a broad historical frame work in place, we should now famre precisely on thdisability
related social and legal histony the United States

Didyou know thatbefore 1975it was legal for local public schoolst@l students with disabilities and

GKSANI LI NBydaszs aLQY a2 NNE 3 berdtiseOflyguiisabdt@BMNGG, 8lid & 2 dz Ay
you realize that bfore 1978, it was legal for private secemployerswho weregovernment

contractorsii 2 & IQ¥> A2 RN¥ y 2 G KA NB @& 2 dz dARddidgziu Sndétstande 2 dzNJ RA &
that before 1990Qit was legal for other private sector employment to say the same thing Q& KIF NR (2
imaginethat just 20 to 40 years ago these rigimseducation and emplymentdid not exist.

How did webreak these longstanding discriminatory practiceshe U.S?

The journey began & the American Civil War, whehousands of permanently injad soldiers
returned home to findho public programs to help theontinue their livesas persons with disabilities
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or disabled veterans. In response to thigisd challenge, numerous local charitakléorts were begun
to assistsome of these disabled soldiers. It was thenble beginningof a civic sense of respondity
to address thedisability needs of thisategoryof people (civil war veterans) with disabilities

The next advance wdsty years later during the tim&orld War | This war producethousands of
military service memberwith disabilitiesThis time, and fothe first time,the federal government
stepped in and passed a law authorizing rehabilitation services for these disabled veterans.

{22y FTFGSNI GKAA LINRPINIY (221 SFFSOGI GKSE!' d{d [/ 2V
which established théeginning of our statdederal vocational rehabilitation program for citizens with
disabilities. This firstivilianrehabilitationprogram only served people with physical disabilities.

YSENBE | FGSNI GKS LI &aal3sS 2F AKEKAAABNRANY YWS K Eo BEALT
people with mental illnesses or psychiatric survivors.

During these early years, the only way (there were no laws) tometayers to consider hiring

individuals with disabilities K 2 ¢ S N3BA  GANGRKiD rivdrage,education or promote the idea

GKFG aAlG ¢l a I22R 0d2A4 ySa@2Vi@S KA NBI i KSRKd ¥ KA OO LAIS.
advanced. Under this principlthe person with a disabilitghould be placed in a job whetieeir

disability did not affectheir ability to performthat job.

Next in 1948, after World War Il, tHest disabiliy-related nondiscriminatiomulesadvancing the
employment of disabled vetans in federal government jolvgere madeinto law.

5 dzNA y 3 (jtKirfys staded fnidde more quickly The vocational rehabilitation program was
expanded to serve people with intellectual disabilitiesdthe Social Security Act was amended to
create disability payments.

LY MdpcyZ GKS a! of & ! NOKA G S Oréqiehetl dertain fedeMgulSicNeE ! Ol ¢ 4|
buildingsto include accessible design features for people with disabilfiesnal accessible design
standards werdirst devised tosupportthe lamR & A Y LI SYSy G A2y

Ly ( K$themdurtsérlared that treatinindegartenthrough 12" gradestudents with
disabilities differently (not letting them fo public schoolswas a denial of the equal protection and due
processprovisions of the U.Lonstitution.

And, in 1973Section 503 and Section 504 of the Rehabibitathct of 1973vere enacted Thisaw (503
& 504)took the next step (a giant leap forward) establishing bgrthateremployment and acce#slity
rights for people with disabilities.

In 1975, the U.S. Congress implemented Public Law 844 = & ¢ KrSof tBeRidnitapipad2Children

Acté¢  @hKinally requiredocal public schools (K2 only)to provide afree and accessible publgchool

educationto students with disabilitiesThe six major requiremenss¥ G KA & 1 ¢ o6y2g GAGE S
dndividualswil K 5A &1 0Af AGA StapréviRedzOl GA2Y | OG¢é 0 | NB
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Individualized Education Program (IEP),

Free and Appropriate Public Education (FAPE),
Least Restrictive Environment (LRE),
Appropriate Evaluation,

Parent and Teacher Participation, and
Procedural Safeguds (Due process).

€ g egegege¢e

Theadvance8 ¥ (1 KS wm dpwere@ren bythé e\@&dand hard work opeople with
disabilities themselves.

During thistime frame, people with disabilities started to organize a consu@srovemnent taking
charge otheir programs and policiedt wasa time ofracerelatedciviird Kia | YR 62YSy Qa N&:
campaignsPeople with disabilities were soon to follalaese exampleand join the action.

There a wonderful PBS documentary which tells the story of the birth andyesmty of the disability
rightsmovementO £ £ SR G [ A &S &L T6 28NdK [ AYAA yiR £ ST NY M2 NB | 62
suretowat A G ® {SS {KS:hp@inwd8siorglintiEbehde|dhk/IKevbid-living/

This disability rights or consulid a Y 2 @S Y S y (i follndig priccipl & Rhich ferSain
important to us today

Call usipeople with disabilitieg, not cthe disabled (peoplefirst language).

End paternalis (being taken care oBnd enbraceempowerment(taking care of ourselves)

People with disabilities promotd KS LINAY OALX S ay2@EAy 3 | 62dz0i dza ¢

Disability is not an aberration, a problem to be solved, or an illness to be fixed orchrédQ a |

human identity that needs to backnowledgednd accepted

9 Having a Disability is cultural experience. We have a disability culture to define, document and
embrace We promote disability pride.

9 Disability limitations only exist because of negative attitsidaaccessible places and programs

1 Negative attitudes need to change, not us.

f Ourgoalisnotequalith (0 Qa VY 2y R E§ualiyBugdesfsisitnilaltrgatment.
Nondiscrimination means accessibility or #laminatedof these artificial barrierg¢steps with no
ramps; printed matter with no electronic or Braille copy, etc.)

1 With rights(access) comeesponsibilitiego exercise full citizenship (including working when

possible)

= =4 =4 =

These strategies continué be relevantoday.
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http://www.pbs.org/independentlens/lives-worth-living/

Lesson 107 Disability Employment Laws
b2¢g3 f Snioeabodttielkéydetails oundour currentdisability rightslaws We will reviewust
the key or relevant employment laws that are important to our quest fesuacessful career. Theaee:

1) the Rehabilitation Actfl973; and,
2) the Americans with Disabilities Act (ADA) of 1990.

Before we beginthere isone important cautiorto consider. It iIALWAY 8nportant for you toread or

aldzRe GKSaS flga yR NBIdA I GA2ya @&2didsSay.Mdst 52y Qi

often, what you hear will bénaccurate incomplete out-of-date,or selfserving! Yy R G KSNBQa y2 il
Y2NB FNHzZ OGN GAy3 GKIFy GNBAY3 G2 LzZNEdAZzS @2dzNJ RAal o

are or how they really work. $Sstudy them yourself. Do your own research and go to the federal

governmenf) @nforcement agencies directly, as they are your best sources for accurate information.

. The Rehab Act of 1973, as Amended
Title V, of the U.S. Rehabilitation Act of 1973, filbdk discrimination on the basis of disability in:

programs conducted by Federal agencies;
programs receiving Federal financial assistance;
Federal employment; and,

Federal contactors employment practices.

=A =4 =4 =

The standards for determining employment disgnation under Title V of the Rehabilitation Act are the
same as those used in Title | of the Americans with Disabilities Act.

¢CKSNBE NP GKNBS (1Seé aSOiAzya 2F (GKS ¢AdtS £ 2F (K
These are: Sections, 50503, and 504.

Section 501:
Section 501 prohibits discrimination and requires affirmative action and nondiscrimination in
employnent by Federal agencies of th&exutive branctof our U.S. Government

This means thall ourFederal government agenciase required, under Section 501, to actively recruit,
hire and advance people with disabilitiestheir recruitmentand hiring efforts In other words, they

must take affirmative action to both reach out to and encourage people with disabilities to fapply
their jobs; and, in turn, give time every consideration.iey must not discriminate against a disability, if
the job applicant with a disability is otherwigealifiedfor the job. And, to this endhe agency2 a
employersmust be prepared to provideeasonable accommodatiorie enableeither that job applicant

or employeewith a disability to perform th@ssential functionsf the jobwhichthey areotherwise
qualifiedto perform.

This law is enforced by the Equal Employment Opportunity Commission)(EEOC

The key legal terms that have beenderlinedin this Lessore further definedbelowin the
G5STAYAlARZ2YyasE aSOGAzyo
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LGQa ¢ 2 NIi,&s ayeddlt af Bettion 301, ihe Federal government represents a great career
possibility for people with disalties. In addition to having this extra responsibility to engamge

affirmative action to hire people with disabilities, the Federal government offers thousands of

interesting job possibilitieand special hiring authorities like &R dzf S ! ® Ib&NERQa Y2 NB |
ScheduleA hiring authority for people with disabilities:
https://www.eeoc.gov/eeoc/publications/abc_applicants _with_disabilities.cfm

For moreabout the pbs our Federal governmentasirrently offeringseewww.USAJobs.gov/

Section 503:

Section 503 of the Rehabilitation Act of 1973 prohibits discrimination and requires employers with
federal contracts or subcontess that exceed $10,000 to take affirmative action to hire, retaimd
promote gualifiedindividuals with disabilities.

This law is enforced by the Office of Federal Contract Compliance Programs (OFCCP) within the U.S.
Department of Labor.

Over recent yars, ederal contracting has beconteA 3 06 dzAAy Saa o LadBErgcalled 02 YS a2
2dzNJ aF2dz2NIK ONI yOKé 2F I2@0SNYYSyds FFGSNI GKS GNIFR
(executive, judicial, & legaive).

There are more that millionprivate employer®r companiesvith Federal contracts or subcontracts
covered by Section 503.

Section 504

Section®n A @ 43X & hualifiedldissbfdlddividudl in the United States, shall, solely by reason
of a disability, be excluded from the pigipation in, be denied the benefits afr be subjected to
discrimination under any program or activity receiving federal financial assistenceler any program

or activity conducted by any Executive agermmnby the United States Postaérvice. Fedal financial
assistance includes afgderalmoney, resources or benefiteceivedp ¢

{SOGA2Y pnn RSTFAYySa | O20SNBR SYLX 28SNJFa alye {1
state or its political subdivision, any public or privateragge institution, organization, or other entity or
Fye LISNER2Y (2 6KAOK FTSRSNIf FAYIFYyOALft laaraadlyos

Examples might include public and private educational organizations, housing, transportation, and much
more.

Eachindividual Federal agency has its own set eE&on 504 regulations whichpply to its own
programs.

Requirements common to these regulations include reasonable accommodétioemployees with
disabilities; program accessibility; effective communication webgde who have hearing or vision
disabilities; and accessibb®nstruction and alterationsf their buildings and facilities

G8g)
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Each agency is responsible for enforcing its own regulations. Section 504 may also be enforced through
private lawsuits. It is necessary to file a complaint with a Federal agency or to receive a-taght
sue" letter before going to court.

Title | of the Americans with Disabilities Act (ADA)

Title | of the Americans with Disabilities Act (ADA) of 1990 prohibits private emgp|ayate and local
governments, employment agencies and labor unions from discriminating agaiaigiedindividuals

with disabilitiesin job application procedures, hiring, firing, advancement, compensation, job training,
and other terms, conditions, ahprivileges of employment. The law also requires an employer to
providereasonable accommodatidio an employee or job applicant with a disability, unless doing so
would cause significant difficulty or expen&andue hardship) for the employer.

The ADAovers employers with 15 or more employees

As noted earlier inthisesso@ (G KS | 5! Qa stAnddrds al0 hidplyamplbyéra dwered
under Section 501503 and 504.

Also, as noted earliernagployers may not ask job applicants about the eise, 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 emplgees in similar jobs. Medical examinations of employees must be job related and
O2yaraiSyid s6A0GK (GKS. SYLX 28SNNna odzaAySaa ySSRa

Definitions (some ofthe keyterms undelinedin this Lessoare further explained hefe

Person with a disabilityan individualvith a disability is a person who:

1 has a physical or mental impairment that substantially limits one or more major life
activities;or,

1 has a record of such an impairmeant;

9 is regarded as having such an impairment.

Qualified: a qualified employee ormplicant with a disability is an individual who, with or without
reasonable accommodatiencan perform the essential functions of the job in question.

Essential functionsconsideration shall be given to the employer's judgment as tizlflanctions of a
job are essentialand, if an employer has prepared a writtgob description before advertising or
interviewing applicants for the job, this description shall be considered evidence of the essential
functions of the job.

Accommodationsreasonable accomadation may include, but is not limited to:

1Y
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1 Making existing facilities used by employees readily accessible to and usable by persons
with disabilities.

9 Job restructuring, modifying work schedules, reassignment to a vacant position;

9 Acquiring or modifyinggquipment 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 erployee if it would not impose amndue hardshi y G KS 2LISNI GA2y 2F (KS
business. Reasonable accommodations are adjustments or modifications provided by an employer to

enable people with disabilities to enjoy equal employment opportunities. woeodations 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:

1 A deaf applicant may need a sign languagderpreter during the job interview.

1 An employee with diabetes may need regularly scheduled breaks during the workday to
eat properly and monitor blood sugar and insulin levels.

1 A blind employee may need someone to read information posted on a bulletirdbo

1 An employee with cancer may need leave to have radiation or chemotherapy
treatments.

Undue Hardshipan employer does not have to provide a reasonable accommodation if it imposes an

Gdzy RdzS KIF NRaKALIDPE ! yRdzS KI NRswrfitand dificulty BrefpéngeS R a | y
gKSYy O2yaARSNBR Ay fAIKG 2F FFLOG2NA adzOK +Fa +y Sy
structure of its operation. An employer is not required to lower quality or production standards to make

an accommaodabn; nor is an employer obligated to provide pay forpersonal 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, whemployer 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 emplayand the individual should discuss the individual's needs and

identify the appropriate reasonable accommodatigthe interactive processWhere more than one
accommodation would work, the employer may choose the one that is less costly or that isteasier

provide.

1Y
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Key Features of Disability Employment Protectiomsder Federal Laws

Law Section 501, Rehall Section 503, Rehab | Section 504, Rehab| Title I, ADA
Act Act Act
Who is Federal employers | Federal Contractors | Received Federal | All Employers with
covered $10,000 Financial Assistance| 15 or more
employees
Requires | Affirmative Action | Affirmative Action & | Nondiscrimination | Nondiscrimination
& Nondiscrimination only only
Nondiscrimination
What is Employment Employment Program access & | Employment
covered employment
How to Reasonable Reasonable Reasonable Reasonable
obey accommodations | Accommodations Accommodations | Accommodations
Not Undue hardship Undue hardship Undue hardship Undue hardship
required
when
Who EEOE OFCCP/DGL ***|ndividual EEOE
enforces federal agency

*EEQOC, sedttps://www.eeoc.qgov/laws/types/disability.cfm

** OFCCP/DOL, sekttps://www.dol.gov/ofccp/regs/compliance/pdf/pdfstart.htm

***|ndividual federal agencies @A & A U

I 38y Oe Q4

adBabilihcHnsplaints” R

ast

In summary, these two law®ehab Act of 1973 and Title | of the ABstablish the framework for
disability rightsn employment.

LYy
g2

F RRAGAZY
STFSOGAGSTE &

02

1y26Ay3
LJdzNAB dzS

appropriateon how to pursughem, especially in an employment situation.

2 dasdtoRdngidetbelsdibjedd &f whddaBdkhiva = A G Q

I & wé 8ifussed in earlier Lesspdisabilityrelated employmentdiscrimination is often the result of
fear, misconception and a lack of knowledge. Fear about working with people with disahliitik$gay

or do the wrong thing); misconceptions about their potehtit
RAaloAfAGEX

G2

LIS NJF 2 NMheik y |
L£); dDb@ dficR of KhdwleBg@ onthéWAtdipro@ide deasonable

accommodationsol. gt sure how to do it or how much thisilvcost my comparg). Thus, disability

44

s3; WID

NOK T2


https://www.eeoc.gov/laws/types/disability.cfm
https://www.dol.gov/ofccp/regs/compliance/pdf/pdfstart.htm

discrimination in employment often caand shouldbe correctedearly and artfully by addressing
directlythesefear factorsg rather thangoing immediatelyo court.

Remember that employers are vesiyvare of these diability laws andre generallyfearful of getting

sued So,f 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. Inratleeds, instead of letting lne get

drawn irto the sand, where thoughts about confrontation and lawsuits are entering the situation, help
them to solve this problerby adding more positive informaticabout your capabilitiesRemember,
employers want to hire people whwave communicatin skills, marketing skills am@nsolve problems

By showing these so$killsin this situation, rather than getting upset, yaill impress them

And heNBddéimore goodeason forbeing prepared, friendly and ready to ugeur 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 reasomhy isthatA 1 Q&4 @S NE K[| NRionlagaindt nRragpyeR Eniployed Y A Y
know these laws and how to protect themselves. They are likely to defend themselves by @aglhg,

found another job candidate who had more skilér® 2 dz RARY Qi KI @S Fff (GKS afia
looking foré

LY FRRAGAZ2YS 2y 0SS @2dz2Q@S &dzSR |y SYLX 28SNJ F2NJ RA &
another employer to consider you for employment. The other employers you approach next may learn
about your prior legal action and, as a resulint to stay as far away from you as possible.

Sq you can win the battle against discriminatiby filing a complaint. However, be careful notése
the war. After all, what you want i® get a good job antdave a successfabreer.

Lesson 117 Socid Security Work Incentives
This Lessois about how to manage your Social Security disabititgted 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 disalsiléigerience a poverty rate of 49.7%.
¢tKA&a YSIyas AT @2dz2QNB |y | RdAZ 0 6AGK | RA&aloAtAGE
overall poverty rate for all adults (nondisabled) in the United States is 18.3%:- 1 Qa | 6A3 RAFTTFS

Social Sagity benefits are important and necessdor many people with disabilities, especially those
living in poverty however, they may come at a price.

First, the pagnents are low and mayltimately mean a life of poverty.
Plus, in order to ggbaymentsyouhaveto ¢proveé & 2 dzQNB dzy S Y Lt édsesd e L ¥ G KI @

LF AG Aay QiG> 2 Nefihangid dnd offeribensfi& Biorking.y &8 A RS NJ
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Social Sectty disabilityrelated benefitscan be dife-savingresourceto help youthrough a timem your
life where you need theupport however,if you can workyou will always be better off financiallyith
a joh

[ SG§Qa 0S3IAYy 08 NBOASoAYy3ad GKS ol arada lo2dz2i 020K {{

SSI(Supplemental Security Income)
SSl is authorized under Title XVI of 8ueial Security Act.

SSlis a needsased program. That is to say, you must be seen as @nalbbork because of disability

and you have little money or financial resources in the bank to support youfsgliL Qa4 NB & 2 dzZND S
limitations are $2,000 for an inddual; 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 saategsintsyou are likely to be

determined not financially eligible for the program.

If you get in, SSI provides a ntioly payment which varies from state to state (tfegleralmonthly

payment is currently $750 per mon#nd there are sometate variations, e.g. California is higher

because the State adds to that amouwmhich in 2018 raises thmonthly amount for an indidual to

$91072). This monthly payment is designed to help you pay for all your living expenses (food, clothing

FYR &AaKSfOISNE SiOd0d LYy (2RI & QdvebligtesheyYe>s (KAa f S@S

SSI automatically qualifies you for MedicaidGadiforniaA G Q& O kCal} iSiRanee SaRnkdical
insurance program, which will give you access to medical care.

SSDI (SocialSecurity Disability Insurance)
SSDI is authorized under Title Il of the Social Security Act.

SSDI is an entirely separate gram from SSI. Even so, sopeople may be eligible for botit the same
time. In order to be eligible for SSDI, applicants must demonstrgtealifyingprior work history. And,
that work history must have paid Social Security taxes (FICA) for a cermabenof years (generally
five to ten years).

If enrolled in SSDyou 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 uponSSDénroliment, you may also be eligible to receive Medicare Part A (to pay hospitals)
and Part B (to pay doctoral your medical insurance

These descriptions of both SSI and SSDI are general because actual benefits are based on individual
factorsand State variationshence, for more details about your situation ALWAYS call or visit your
nearest Social Security Office.

¢ KSNBE Aa | se®aciklBécEity pragyamgivkiéh you may wish to refdemwore details on
both SSland SSDI, asfvel & G KS 62N] AyOSyidA@S LINPINXYa fAAGSR
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2 2 NJ LyééyG;\QSa 2N) awSR . 221¢€ 00S0OFdzasS Al KIF&a | N.
http://ssa.gov/redbook/

You should also keep ugtivthe news around the future of these progranThey may change
AAAYATAOlI yif e d ¢hisk Sobial Secddity grogranis&re defebdentzan$he U.S.

/ 2yaANBaaQ gAftAyaySaa G2 1SSLI (K elighlityaddberkfits2 ¢ A y 3
And, thereality is these progams are spending momoneywhile supporting an evegrowing number

of individuals. @er the last 10 years, both SSI and $@éseen a sharp rise in the numbers of people

using the programm These upward treats are expectetb continue. As the financial casof these

programs risemounting pressures are building in the U.S. Congreds tmmething. And, that may

mean less money anaore difficulteligibility in the future.

[atN

Now,we couldcount on the U.S.dhgress to keep the programs going as taeycurrently designedoy
raising Social Securignd 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 thesgrams ma

significantly changeMany people believe that significant changes are needed to these programs in
order to control ther everincreasing costs.

2 KA f Guitellikel thatsignificantchanges will occuwluringthe next several years, duringyr life
time, (the next 20 to 30 to 40 yearmore dramatic change® these programs are a real postiy.

Thequestiond 2 dz Ydza il | &1 @& 2 dzNA Swahtmjfanke KGLU YR KEK B2S erRldy Rpd yRi2
economic securityn the hands of politician®r do you want itin yourown handsA ¥ G KI Q& LJ2 a & A

So, when or if you come to that fork in the road between SSI/SSDI enrollment and working, think long

FYR KIFENR Fo62dzi ¢KIGQa LIaaAotsS F2N &2dmlfyoR ¢ KA OK
believe working is possible, consider the merits of developing your gsifieal or workplace skills as

soon as possiblehereby takingpersonal control over your economic future.

If you must enter either SSI or SSDI, well you meseheadanR f SG Q& 0SS GKIFy | FdzA GKI
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 insentive
below will become important employment resources.

SSI/SSDI Work Incentives
As a SSI or SSkHcipient, here are some importamiork incentivetools available to yoin orderto
help you make the smoothest transition possibiem benefits to work.

As roted above, in order to received SSISBDlyou must be unemployable oot able to work at all.
So, when you start working both benefit levels and eligibility can be impacted.

1Y
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The Social Security Administration offers you the work incentive tstésl below to bothencourage
you and protect you for a timgsothat you can testyour ability to work. Having these work incentive
tools allowsyou toboth test and better understand your employment potential

Herethey are.

General Income Exclusion and Earned Income Exclusion

Remembethat we noted that the national average payment in 2018 for SSI w&6 @ach State may

be different) ® LF¥ @2dz RSOARS (2 GNB 62NJAy3IX ¢KSYy @&2dz NJ
earn income, you can expect ydsir50monthly payment to be adjusted or reduced slightly.

2 KSy @2dz 0S3IAYy G2 SIENYy AyO02YSI dzyRSNJI {{! Q& 62NJ] A
F LILJX ASRE @2dz OFy Fdzi2YFGAOFIftf& RSRdzOG az2ySakKAay3a O
G9FNYySR LyO2YS 9EOQOfdzaA2yé O6bPcplO FNRBY @2dzNJ Y2y (Kt @
you get to immediately deduct the combined general and earned income exclusions ($2EB% $65 =

$85, then $400 $85 = $315)eaving $315 to reportaearned income.

From this amount, the Social Security Administration will reduce your monthly check by $1 for every $2
82dz2Q@3S SINYySRO® {23 Ay (oKW30woblEHe hedutes By orbalfdaNEBI%2 v i K f &
or by $157.50.

{GAf S oPe@@&thamESEK o6& 62 NJ Ay 3 B0in 2red0oBdSSShpayREt b p dH
(reduced from $50, s0$750- $157.50 =$592.50).

t f dzad > @& 2 &0WASvork, folNaf&umRI total of $3050($592.50+ $400= $992.50)
But, more deductions from your eaat incomeare possible.

Impairment Related Work Expenses (IRWES)

Under this additional earned income deduction or incentive, you alsgbe able to deduct more from

your employment earningsny disabilityrelatedworkingexpenses that you incurreduchas medicine

needed in order to allow youtowolk OF'y 06S O2yaARSNBR aLYLI ANXYSyd wsS
You can only deduct these and other disabitélated work expenses if you are not reimbursed for

them @for example by your healthinsurance) There is no comprehensive list of disability work related

expenses, so follow the idea that because of your disakitigse additional expenses were necessary in

orderto enableyoutowork YR Yl & 06S RSRdzOGSR Ia Lw29Qa

Be sure tacollect and be pregred to submiteach monthall your receipts for these IRV&penses to
the Social Security AdministratioB$A

So, if you spen8200a month on IRWES, you malsodeduct thatamount from the$3150f countable
incomeabove.

Ly GKA& SE lwYdwh t6 $11508e0rneB inopri@315- $200= $115) of which one halbr
$57.5Q is to be deducted fronyour monthly SSI check.
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So, in this example, utilizing the IWREsombiration with the other deductionsyou will get areduced
SSI check forg®2.5Q plus you $400 of eaned income for a combined $10%D.

| SNBEQa GKS O02YLX SGS OFfOdA | GA2Yy

EXAMPLE ith DEDUCTIONS

Your SSI Monthly Check $750.00
Your Monthly Paxheck $400.00
Subtract Both Automatic Deductions ($20 +$65) $85.00
SubtractYour MonthlyiIRWE Deductions -$200.00
Your BenefitBaseAmount $115.00

(Job Check = $400 minus both $85 and $200 = $115)
SSBenefitReductionAmount ishalf of$115Base $57.50

(SSisreduce$l for every $f $115Baseor a $57.5@Reduction

*kkkkkkkkkkkkkkkkkkkkkkkkkkkk kkkkkkkkkkkkkkkkkkkkkkhkkkkkkx

SSI Monthly Check 75000 $
Actual Benefit ReductiofCalculated Above) -$57.50
Actual Monthly SSI Check $69250

($750 minus $57.50 equals $69Qor YourAdjusted SSI Payment)

kkkkkkhkkkkkkkhkkhkkkkkkkkhkkhkhkkkkhkkhkkkkkhkhkkhkkkkkkrkhkkkkkkkkkkk

Actual Monthly SSI Check $69250
I OQlidzZhf 22N} / KSO] Xo +$400.00
ActualTotal Monthlylncome $1092.9
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Blind Work Expenses (BWE)

lfyourdda  6Af A& A& o0fAYRYSaas &2dz KI@S +y FEGSNYIFGAB-
(BWES) option. If you are blind, you should use this option (not the $Ra%E offers more things to

deduct.If you are not blindyou cannot use BWEssead use IRWEs abov&xpenses that can qualify

include: a service animal, including they’ A Ycost d2fdod 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; andther workrelated 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 kgither insurance oanother entity.

Both the IRWEs and BWEs must be approved by your Social Security office liieferdaductions can
apply. B sure to work closely with them.

Student Earned Income Exclusion

If you are under the age of 2fhd a fulltime student in school, youcan utiliS G KS & { G dzRSy G 9| |
LyO2YS 9EOftdzaAzyé 62N] AyOSydGAodsS (G2 KStLI LINRPGSOI
can make up to $820per month (ot to exceedh total of &,350for the year)and not have any of that
earnedincome affect or reducgour SSI paymenfThese amounts were for January 2018 and go up

each year)This is an especiallyteactive program designed to encourafidl-time studens who are

under 22 years of age seek out those alimportant summer (or school year) jobs aimdernships.

Plan to Achieve Self-Support (PASS)

Okay, now that yotnave arearned incomdrom working and in view of the SSI asset limitation of
$2,000 in your checking and savings accounts, you may be wongdirivg do | remain eligible for the
SSI prgram with the extra money pilingp in my checking angavings accounéAWell, consider
2LISYAYy3 | at f-f ¢gzliiiaabrdKSS plgusth theSSocill Security Administration.
PASS is a special savings account that you can use to depasityeitin earned income or SSDI monies
(if you are doubly eligible for both SSI & SSDI) for eitherglatted or careefrelated expenses (e.g.
going to additional school, starting a business, etc.).

Please understand thédt T & 2 8gyiEcandof put tat SSmoneyinto your PASS accoufytou can
only put inyour earned incomer SSDIBut, when you put earningato your PASS account, these
monies will not be counted as incomichwould otherwisdlower your SSI monthly check. Plus, your
new PASS sangs account can protect you from being disqualified fronf28&sic requirement to have

no more than $2,000 (individual) or $3,0@®uple) in your savings amtiecking accoust You must ask
Social Security if you can agh a PASS account and you mushplete 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 paymentsezven w
their earned income (gross wages and/or net earnings fromesalbloyment) is at the level which

would otherwise stop those payments (that means §s@earning more money than is usually allowed).
This threshold is called SGAGubstantial Gainfuldivity.€ Section 1619(a) eliminates the need for the

64|%D
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trial work period or extended period of eligibility under SSI. If you are blind, this section does not apply
G2 &2dz 60SOFdzaS OdzNNByd ¢ R2SayQid | LlL)Xe GKS {D!

Toqualify, you must:

w Have been eligible for an SSI payment for at least 1 month before you begin working at the SGA
level;

w Still be disabled; and

w Meet all other SSI eligibility rules, including the income and resources tests.

Under Section 1619(ayour 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 indilgau SSI, you will

continue to be eligible for Medicaid.

Section 1619(b)

If you have a disability and return to work, you can malkggnificant amount of money and still keep

your SSlinkedMedicaid without additional expendgven if you earn enoughmoney that your SSl is
reducedtozera)t KS SEIF OG | Y2dzyd 2F Y2ySe cMedlidudwWhiley S| Ny dzy R
G2NJ Ay 3E LRt AOE @I NARSA& RSLISyY Raryirgsheesholdsrin§ed aliitHe G S & 2 dz
wayfrom $27,322 in Alabama up ®66,812 in Connecticltlf you make moregmany states also have

Ge2NJ Ay3a RAALl 6 Wican KedpBtill kedp yaur Medcaidiiomeamount of

premium payments requiretly you. Note thatizy RS NJ 4§ KS dGLYRAGARdzZ f ¢KNBaK2f
approved, you might be able to make more thar2 dzNJ & G | @asn@d limhskimiezfl a1 ).

Ticket to Work

{20AFf {SOdNAGe&dYa a¢AO1ISO (2 22NJ ¢ tNRBIAINXY Aa | 7
through 64 who are blind or have a didi#tly and who receive Social Security Disability Insurance (SSDI)

or Supplemental Security Income (SSI) benefits. The goals of the Ticket to Work Program are to:

w Offer beneficiaries with disabilities expanded choices when seeking sandcgupports to
enter, re-enter and/or maintain employment;
w Increase the financial independence and-seifficiency of beneficiaries with disabilities; and
w Reduce and, whenever possible, eliminate reliance on disability benefits.
The beneficiary does not neea actualpaper Ticket to participate. Under this program, eligible
beneficiaries with disabilities who are receiving montB§l/SSlash benefit payments are entitled to
participate by signing up with an approved service provider of their choice. This can bekmyfent
Network (EN) or a State Vocational Rehabilitation (VR) agéskthe VR or caonmunity employment
agencyyou might want to help you get to work if thegceptthe Ticketto Work offeed by SSA. If so,
theywill coordinate and provide appropriatervices to help yotind and maintairthe employment
you seek and at no cost to yolihese services may be training, career counseling, vocational
rehabilitation, job placement, and ongoing suppservices necessary to achieve employment.
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Trial Work Perio d

TheTrial 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 thisltwork period you will continue to receive full SSDI
benefits.

Reinstating Eligibility without a New Application

If you lave been made ineligible f&SI paymestdue to working, you may be able to restart your SSI
cash payment agaiwithout starting dl over with a new application.skSSAabout how you can restart
your SSI benefits and/or Medicafdyour work has endedf your cash payment and Medicaid benefits
ended because of yowork and earningand you stop work within 5 years of when your béits
ceased, the SSA may be abledestart your benefits

Medicaid Buy -in

Many states also offer a programeferred to as the Medicaid buy program. Earning limits differ from

state to state, but as an example, in California, participants with a disaloan earn up to $56,000 per

year and still remain eligible for Medicaid. Participants pay a premium based on their earnings and
receive fulscope Medicaid coverage. In California, the Medicaid buy in also provides an additional
savings vehicle. Pattpants 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 Meaticai

Finally, one othe biggest challenges of using any of these work incentive programs is understanding

them and following the ruleslhis lesson is designed to get you started understanding the work

incentive associated with SSI and SSDI. At least nownmw there are several important work

incentive programs that you miglbnsider usingAs always, consult the Social Security Administration

office for the aktails about how these miglapplyil 2 @2 dzd 52y Qi KSaAaAdldS G2 Ozy

And, if you live imstate whichhasod Ay S LISNER2Y It o0SySTAdGa OFft Odz I G2 NJ
all these factg you just need to go to and use these websites to determine the potential impact

working might have on your bentdi They are called Disability Benefli81 or DB101 websiteblere

are the states with DB104&ebsites AK, AZ, CA, KY, MI, MN, MO, NJ andr@iHcan find thesstate@

website linkshere: http://www.db101.org/

ABLE Act

Lastly, there is selatedprogram &F ¥ S NA& y Hhe Arfii@&/Bd\d Bétter Life Experience (ABLE) Act
which may be helpful. This law alloywsoplewith disabiliiesto put privateor personafunds into a
special taxadvantaged savings accouytlled an ABLE Accoufd) future approveddisability-related
expenses.

ABLE Accountdlow 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 theare added costs to living with a disability.

G8g)


http://www.db101.org/

ABLE Accounts are operated at the state level, although many states also alloesidents to open
accounts through their program. Investments in the accounts growtHree and the accounts
themselves caneach a maximum of $300,000 or more, depending on the state they are basHtese
funds are NOT counted as assets for the purposes of SSI unless they reach more than $4062000
funds in an ABLE account are not counted as assets for Medica@tl@ardneanstested programs
(check current program rules in your State).

Qualified ABLE expenses include:

Education including tuition for preschool thru postecondary education, books, supplies, and
educational materials related to such education, ttgtoand 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.

Transportationr Expenses fotransportation, including the use of mass transit, the purchase or
modification of vehicles, and moving expenses.

Employment Supporexpenses related to obtaining and maintaining employment, including job
related training, assistive technology, and gemal assistance supports.

Health Prevention and Wellnes&xpenses for health and wellness, including premiums for health
insurance, mental health, medical, vision, and dental expenses, habilitation and rehabilitation services,
durable medical equipmentherapy, respite care, long term services and supports, nutritional
management, communication services and devices, adaptive equipment, assistive technology, and
personal assistance.

Other Approved Expense#\ny other expenses which are approved by teer8tary under regulations
and consistent with the purposes of this section.

Assistive Technology and Personal SuppBrpenses for assistive technology and personal support
with respect to any item described in clauses (i) through (vi).

Miscellaneous Benses 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 ABI&€tand ABLE Accoung® to: http://ablenrc.org/about/what-are-
able-accounts
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Lesson 12?7 How to Represent the Disability Community
In Lesson 2 (aboven GANew Disability Perspectiyie  #ffered the ideahatd RA OSNB A G& Ay Of dzR
disability.€

Given the value employers are placing on investing in a diverse workforce, hiring people with disabilities
should beome an increasingart of theirstrategy. The reason whemployers are interesteih hiring a

Y2NBE RAOGSNRES 62NJ] F2NOS Aa GKIFIG dKS2Q@S 02YS G2 dzy
different genders, ethnicities and religis backgroundmeans their organizatidda ¢ 2 NJ SNA KI @S
different life experiencesandvarious perspectiv@&which canimprove problem solvingand planning
wSaSkNOK akKz2ga GKIG GKS Y2NB RASSthNERNAH W Ad MHE A2 NIQKA G
performance and, in turn, the higher their profits.

Think about the richness of having these different exgreces ad backgrounds on &am.

Also,adiverse workforcebetter matches the mke-up of the customer marketompanies and
orgarizations are designei serve.

In the spirit of diversity, employers are increasingly understanding thatdmsideratiomeeds 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 participantswith disabilities care found.

Therefore,youas aperson with a disabilitynight be able tdell your employetthat, if they hireyou, you
can help then to broaden thér diversityto includemore people withdisabilities.

A word of cautiorabou this possibility.
52y Qi FSStUGERESORREz NBAS 2y TFT2NJ e2dz2NBRSEFo LIQa O2

L¥ A0 R2Say Qitorapssent yodselthihis way2riflyod éhdase not taj K I périecily
FAYS® LG Q&o aysanighis/ir@ehDrder o betome a competitive professionali Q& S E (i N
credit.

Alsq R 2 yegeiimention thispossibilityunlessyou are both ready andprepared to performthis role

If at this point you want to skip this idea, just remember the potential of thistewtdil 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 capabilityist Lessomill help you toprepare yourselfto
represent the disability perspectiv

Whenand if you argeady, 5§ NB Q&  dnightdp todpemhre yourself for suchrale:

First, know soméasic facts.

1Y
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1 Asyou learned earlier, data tells us thabat 15% of the population in the USA re st
disability. Learn morabout these numbes here: http://www.disabilitystatistics.org

1 The total aftertax annual disposable income for workiage people with disabilities is about
$490 billion, which is similar to that of other significant ketrsegments, such as African
Americans ($501 billion) and Hispanics ($582 billion). Disposable income is what people have
left to spend after they pay their taxes.

1 Discretionary income for workirage people with disabilities is about $21 billion, whih
greater than that of both the AfricaAmerican 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.).

1 And, when you add in the spending povedrtheir families all these numbers double.
For more information visithttps://www.air.org/system/files/downloads/reprt/Hidden-
Market-SpendingPowerof-Peoplewith-DisabilitiesApril-2018.pdf

1 CGompanies 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)tondwget
population (target to and include people with disabilities in advertisiagyl 3) hire people with
disabilities (like you) for this added element of diversity and for internal advice on this subject.

Next, studyi KS O2 YLJ y & Qa Kpprdact2titBis stibjedlyousHoNIiNS8ek & better
understanding as to what extent the organization already understands, embtésmplements a
full-service model which includes hiring and outreach to people with disabilt@squestions about
this part of their operations. Gather current information before yaddress the subject. dverything is
working fine, the@ your approach should be tbmpiment them about what they are doing arndfer
your support around what ifappening. Be a good team p&x. Be a smart employee.

Once yothavestudied theorgariz- G A 2 y Qa O daNdegbthye (polittdl dodsidraiigiaround how
best to pursue thaédea (always in a positiweay). Be a source of ideas on how this might happen.
Remember, bosses like empkes who identifyproblems along with suggestesblutions.

Be sure to suggest the economic, social, and public relations value of such anRiffegositive action
inthisareecand6 S @A SGSR Fa | RSY2YyAaGNI A2y #&nséickKS O2Y LI ye&
corporatecivic responsibility.

Remind everyone thahe need for @ organizationaéffort to improve its service to customers with

disabilities isiot just a compamgped FA O OK I f f Shrchdemshitt it gudlic atttudes abgufF |

the equity and inclusion of its citizens (and customers) with disabilitiesen@ded ideas and limited

expectations about the potential of people with disabilities to actively participate in all actisites

fading awayMore positive attitudes are emergidg L 0 Q& { A Y-Binkodr Wtitudies arldf £ G2 NB
efforts to include people with disabilities more completely.
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In fact, to misghis opportunitymay beto fall behindyour competitors.

In addtion, suggesttemsfrom the following listvhich may besé dzA i @ 2 dzZNJ O2 YLI ye@ Q& &aA i

alertto addother suggestions, ideas aopnsideratios not specifically mentioned below.

Study of your operations T In order to make sure they are accessilfilesst conduct a preliminary
survey or review your compaflyd LIK & & A ®dtH emploPe@Saqadustoin@rs with disabilitiesas
well as look at their accessibilipplicies and proceduresgasonable disability job accommodations and
program access)nclude a review of the organizati@web presence or sit® people with different
disabilities to see how accessible it might(ler example, tdblind people who use screen readerstor
people with learning disabilitigs

Identify disabilityresources which cahelpyou answer youtechnical assistancguestians on physical,
program and web accessibility standartisarn something about the basics regardiwpat physical as
well as programmatic access means by reviewing accessibility consideratiohfifjsé® ww.access
board.gov/gs.htmand http://www.ada.gov/civiccommonprobs.htrnfor guidelines.

With regargsto digital or internet accessthJS2 L S gAGK RAAIFIO0AfAGASAZT AGQa
important because so much business happens this Wak. people with disabilities (especially those

who are blind and visually impaired) to test your webs@adgive youfeedbackon what might be

improved

Develop a plan T Think about who should be consulted invdved inthis overall effort.Suggest

which parts of the orgamation should be included in®S 'Y (2 aiddzRé GKAA& &adzZa3sSaida

a design tcconsider as you sketch out your initidan.

1 Seek Top Level Commitmenthe first positive step iauch an efforis to getthe
02 Y LJ yadefxaé makeSa clear written apoken commitment supporting betterccess
for customersand employeesvith disabilities. This can best be accomplished by thelltda
your organization makinthis objectivean organizational priority.Can it become part of
the organizatio® & a (0 NJ (rE8rge\pin22 Nd € 2iy@AS f S RSNB KA LIQ& oI
more likely to follow.

1 Beqin withYour Organization Given the prevalence of disability inlasegments of society
(@out190)A G Q& FFANI (G2 alteé GKFEG LIS2LXS 6AGK RAALl
Many may have invisible disabilities and may feel compelled to hide their disabilities from
the organization, for fear of not being understood or even discriminaigainst. A good
LX FOS G2 &A0GFINI Aa SAGKAY @2 dzNhbitNEikusehy | GA2Yy O
welcoming these employees witloth astatement andoositive supports. Make your office
or workplacedisability-friendly as an example in support the broader effort

91 Display a Welcoming Plagé’eople with disabilities look for signals and signs indicating
whether or not they are welcomed by an organizatidmaddition to thepositive and
welcoming attitudethat needsto be learned and practiceldy employees, company
advertising should show people with disabilities as part of its customer base. This can be
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done by including a person with a disability in your advertisingraaking statements
aroundtheir full inclusionSee:https://www.oath.com/2018/05/17/oath-nationatdisability
leadershipallianceand-getty-imagesl/

1 Use Peopldirst Language- People with disabilities are peopliest. Whenever referring to
them, place the noun before the adjective. Forexampi S G KS G SN¥Y aLIS2LX S
with disabilitiest  y6tRe(disableck Still, be flexible with languagé you are interacting
with an individual with a disabilitypflow theirlead onhow they prefer to be identified

1 Meet the Disability Community Identify key local groups of people with disabilities to meet
with and get their input for your efforts. Considealling oré 2 dzNJ | NBF Q& / Sy dSNJ T
Independent Livingpkal disability rehabilitation organizations, and other community
disabilitygroupsto learn theirdisability perspective. In addition to building bridges with
these organizations, they may be able to offer you additional recruiting sources fophew
cardidates with disabilities to consider.

1 Create a New PerspectigeHelp your organization to consider a new perspective about
disability, one which is more dp-date witha 2 OA S (i @ Q & wd can@inbfaOeSttie
ideas and practices outlindgd Lesson 3awveX (1 K Sy @& rfbétterlplack to make
meaningful progress.

The presentation 1 Before youdecide tobring this subject up, outline what you might say about it to
@2dzNJ 624a FyR 2G0KSNAR Ay @&2dzNJ 2 NiBdsspiedentatidndevelop L G Qa 2
your taking points before yomake 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 demographinumbersHow mary people does your organizatigerve each yearRo

they know how many mightave disabilitie® Consider the legal risks that may exist if the organization is
not meeting its nondiscrimination requirements under applicable disability (bssl, state and federal
laws). If the company or organization is not responding as they should, point out the legalirigkis (i Q &
Ol t tis& Ran@gemern) and the value of being proactibefore someone sues them. Understand

that being proactive or hamg a plan to make things accessibleligays agreat legabnd public
relationsdefense. Make your presentation a business casejustta social cause. And be prepared to
enlighten or education you company on some of the new thinking or perspsabivdisability which are
becoming thenew reaity. These relevant concepts ag@plainedfurther in Lesson 3 abov®{sability is
Normal Diversitylncludes Disabty, Having a Disability is an Ass&tcommaodations or Adjustment

and Familiarity Overcomesehr).

If you can help your fellow employeesuaderstand and embrace these new ways of thinkamwell
as offera specificplani KS yS3l GAO®S f+ro0Sfa FyR aGSNB20G&at)lSa GNIFF
interfere with your efforts to successfulrepresent the disability demographic.

Both you and your organizatiaare likely to profit from such an effart
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Lesson 132 The Emotional Response Why Choose Work?

This book was originally written for a course on job readiness for students withldieablr he most
important lesson | learned ven | began teaching gcoursewas the high level of anxiety and fear tha
the subject of employmentrings upfor most students with disabilitiegs well as persons with newly
acquired disabilities

The firsttime | taughtthis competitivejob readinesgourse after mud of the contenthad already been

discwesed, one of my best studentsthe back of the room leaned back in her and flipped pen up

into the air and saido herself (I happened to be ableread herlipg oL Qf f yS@SNI 6S | o6fS
0KA&HE

0Whoaé | thought, dwere theother students in the class also feeling this frustration?

| had to remind myself it | had a long work history aml |- & ii-@rie with their fears on this subject
becausel both knew and was comfortable with what it takes to make the schmelork and returnto-
work transitiors. | was projecting mgonfidence in this subject émthe gudents, imaginindhey shared
it.

.dziiz GKS@ RARyQi®
Also, | began to realize thafter more than a dozewof our priorclassesall the material | had shared
(andis contained in this bookyvas pilingonto their shoulders

Pressure!

Added to all of this was the buah of breaking the chains tie old disabilitynodelaroundlow
expecttionsand disabilityemployment

More pressure!!

[ SGQa dzha& SdsiEyduhgyoRdisabledpeople who have never worked befovéll be fearful
about leaving the safety of school and goomgto find a good job.

Whereveryou approach a n& task you dways wonder if you can do it. Whethgerii Q&  Gpdron¥ 2 @S
grade schoolo high school and thento collegle A 4 Q& y |  dzNJ-dbubt& gboukybuPadilitg 2 YS & S
to succedin your new environment.

Your career represents one of the mostimportantactivA S& 2F 22dzNJ f ATSY a2 gKe
RSSLI SY20A2y I f NBALRYASKealytinking abB@iScaff i~ YI&06S @& 2dz
Thisnaturalemotional response, howevehas the potentiatlanger ofseriouslydelaying and deterring

youfrom taking any neededactiors.

ISG Q& &0 Nlingahat antyiplo$niedit quesyigoing to produce &evel of anxietywhether
we have a disability or not. The trick to thisavoidable fears to recognize iand learn to how to
manageit.
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{ 232 f Soy<yng thatd NI yaRddbe elkpectedo be afraid of it allAnd, therefore, these
fears needo be respected andealt withor else they maghutusdown.

Another exampleof how thiscorefear playedout when | offered this course to our studewasthe
course registration grcess. During each semester, whiie course was open for registratiphbegan
wonderingwhy & (i dzR S y (it &ignindgaNds i, Dhey should be signing, | thought After all, they
needed itand it willtotally help them

Thecoreemotional fearsshowedthemselvesiuringthe course registratioprocess & a+ @2 AR y OS
behaviorss Ly 2 (i KSNJ ¢ 2 NGRdapJor theKGilseadthRyRjoMdi &

Once | began to understand what was happeningad topersonally encouragthem to registerfor the
class. During my sales pitch it was clear that it was needed in ordeetaide the effects of the basic
emotional fearsandthe resulting avoidance behavidso, it takes more than a greaburse of study or
program to maketiwork. We mustfind ways to helpur studentsto confront andmanage tkesefears

One of the mospredictable emotional responsé ga from studentswith disabiliteswhen the subject
of their careerarose was these basiears and everears.Often thestudentsbegan to cry when we
discussed this subject.

| kepta box of tissues omy desk.

When this happenedhe most comforting thing | coulsaywass & L { Q & . 120ld m@studets. O NB
Sometimes/ou need to cngo ado getthose fears out of youtQ @n important step in the right
direction.

One more thingo realize about the emotional responsetligt thesefearsare really anchored in the
fear offailure. What if no one likes m¢ 2 KIFG AF 12 KR2iyadFE ANIORAAQISKESG |

When failre is possiblethe mind and bodyeady themselvefor action. In a state of feaof failure, our
body releasesdrenalineinto the blood stream andaur instinck give us twagorimal choices

Theseared FIAKG 2NJ Ff AIKGE

Do we run from the thinghat isscaring us (flightpr do westandup to it andfight it? If we run, we

reasonthats S Qf t  HoEniwhat igftightening uandit will go away. While tis might be trueif we

werefacing a bear in the woods a lioninthejungle A G Qa y éhdiced KSy o0/SHToNd KS & dzo
this book

Ye§ 6S ySSR (2 LAO] (firdDurselVes arkidiand axdidindite\subjgcKdBolr & S
work futures. And, in thiscas& & F A 3 Kalfight thisSdanfedad-on and tale positive steps oactions

to meet the challenge. If y@ @S  NIdolRo tliskpaird you shaild be very proud of yourself for
choosing the better option.
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SaSY20GA2ya | Nieh€ylio bé demedThey Arblio be expected and embea. Use your
emotional energiesin aconstructive way. They camelp to motivate youdrive you to action and
encourage you alonthe way.

Another pointas we consider the emotional response around wisrthe allimportant questiond 2 K &
OK223&8S hiNENJAR&KE Aa 62NJ] AYLRNIFyd (42 YSKE

It would seemlike, given all the negativity that extssaround disability and employmentou hae a
good excuse not to seekjob and careerMaybe nobody & pushing you. In fact, sonpeople in your
life might be signaling or evesuggestinghat A i Q dossjbiafar yolJ

[ Ssistért by outlininghe value and importance of woitkg.

1 Workingcanbringgreatermeaning ad purpose toyour life. This is especially true if you have a
cause or passion that can be best followed by having a job or career.

 Workingha Y2NB fA1Sfe (G2 3IAGS @2dz I ANBIGSNI aSyas
feeling of accomplishment araljob well done.

1 Working gives you extranoney to buy things yowant, maybeevenown a home andupporta
family.

1 Workingcanmake you groud andcontributing member of society.

1 Working carexpand yourircle of friends and improve yospciallife.

1 Workingdemonstratesto family, friendsand evernthe generalpublic, both yourabilitiesas well
asthe abilities ofother people with disattities.

1 Working carmake you feel better about yourself.

1 Workingoften leads toa healthier lifestylethan not working

1 Working can giveyou better control over your economic securitigan being on public support
programs

1 Workingis the fulest expressin of disability quity, inclusionindependent livingnd
empowerment.

Certainly, workingisworka 2> A0 Qa fA]Ste (2 0SS KIFENRSN GKIFy y2i
or wellness regires exercise and a good dieandthat also takes workSo, in the short rumot
working (or not exercising and not eating wellayseanm easier butit may notbe easierover time

Working or notworkingwill always be your decision to make. And, at times, working may not be

possible. Wur health and personiaircumstancesnayLINS @Sy (i 22 dz TNRHécage2 NJ Ay 3o L
always be thinkingboutand looking for a chance to reconsidae working question shoulthings

change olimprove.

Hopefully, these¢houghtsabout the value of workingrethings to thnk about as you manageur
SY2GA2y It NBaLRyaS (2 (KAA&toWOHIDNI I yi ljdzSadArAzys ac¢
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Lesson 14? Voices of Experience

LGiQa 2yS GKAYy3I F2NJ G6SIFOKSNARI O2dzyaSt2NRBRZI LI NByida
inordertobel 4§ SNJ LINBLI NB @2dz2NESE T F2NJ I 220 yR Ol NBSNW
you ¢ former students with disabilities who have made it work.

Sof SGQ&a SYyR Gt NI L ¢ soth&advicK ffom donaristuderds withdigabilktiéhs NA y 3
have already successfully made their transitions from school to work.

l'd GKS SYyR 2F 2dz2NJ aSYSaGSNI 2y 3lassweNdBkFdsndedl A 2y £ 5SS @
students who are now working successfully, to come back and tell us their advige peepare for our

transition to employment. We ask them to tell us what they recommend wekthbout or prepare for

aswe begin our employment journey.

This book splits thecomments oradvice into twosections Below is the firspart of their advice Thes
bits of advice focus on itemslated 1 2 G KS GRA&lIo0Af Ale&é aARS 27F
two key elements. These&rY MO G ¢ KS T all ywhEsdiahd Dégdlogeit kg © !
SYyR 27T t I Ndithelektof ek deRideln prdkessional skills

KS dz
l.j

a
KS

| S NB€radvice to you on the disabilifiactor.

O) OEI OI A EAOA AAOOAO DPOADPAOAA T UOGAI &£ AiTOGEITAIITU
These former students with disabilities tell us that they would havedrditicused 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
whentheyleft® dzOF A2y X (KS& gSNBYy QiU | 4 eenidédmorisinaie tlitirNS R | &
potential and capabilities as individuals. Sure, the disability is a relevant factor in theiblivés

aK2dz RyQi 06S02YS (KS f SI Rxwhatefiplogeis daniio talkivitnlyéud o6 S O dz
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 knowtige, skills and abilites with sélf2 Yy FA RSY OS® ¢ Kdza>x (GKS T2 N
to you is that you develop a better understanding of your capabiliied how to describe them clearly

02 SYLX 28SNRER® 52y Qi 0SS YSS] @ iliy éxgeflaince arfl the riega/ild &€ RA &
that it sometimes creates. Be strong, saffsured and project your personal power.

O) xEOE ) E A A-coAfilehtiabolit m@dif &OA1 £

Now that these former students with disabilities are working successfully, they bome to realize that

they had the potential to make it all along. Looking back, they now know that their lack-of self
O2yFARSYOS gFa I YAadadrk(1S | 0o2dzi ( Ka8YiéhSeriadSdowbts ¢ KS& O
about themselves.

They also reassured us that selfloubts always arise whenever ygo 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. Andsdahee may have happened when you
moved up from high school to pesecondary education. If your family moved from one city to another,

75|WID
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you may have had setfoubts that you would make new friends;, gou may have had other related
doubtswhen you started amew sport hobby or even class. Selbubts, seHdoubts,and yet moreself
doubts areoften a matter of routine in life.

{22 R2Yy Qi 0SS I FNIAR® ¢KAY] lo0o2dzi K2g¢g &2dz KI @S | £ N
subjects, or with friendg how you pushed forward, even if you had some sifibts So, why not into
employment?

Theformer studentsalso warned us that when you lahy naturally-occurring laclof selfconfidence
show, others see it clearly and, in turmnmoteasilydevelop confidepein@ 2 dzd LG Q& fA1S | Oz
disease. If you show a lack of satinfidence, others catch it from yapabout you.

So, be alert and manage your lack eff-€onfidence when you heat the world of work

| 2¢ R2 @& 2dz YiusthoBHereé2Whemadkedithis@uestion, our experienced former

students, now workingd I A R & ¢ Sf3f B d& i Q & I § SdAififakeit. Prefeadyoulhdv&S & G 2 €
selfO2 Yy FARSYOS® {K2¢g Al SOSYy 6KSy AlQa omkadaAydad ¢KI
contagious with others (employers will be more likdevelop confidence in you) atloe act of faking it

will hasten its arivall

O) TAAAAA PAIT PI A 061 OAITE xEOE xEI EAIT A Al AgobpAAOA
Negativity is a real drag.Hff £ &2dz I NBE KSINAYy3I FNRY (K2aS | NRPdzyR ¢
g2N) ey eerizQf £ A0F NI o0StASGAY3I (GKFG Fo2dzi @2dz2NBSE T
employed and draw your energy from their encouragement. When we asked tbeser students with

disabilities who are now workinghat was the single ost important influence in theisuccess, they

told us it was when a family member, friend, teacher or other significant person told them they

expected them to go work. When thegéird that from someone they trusted, they began to really

believe it about themselve&Vhen they heard it from multiple people, it was even better. ydQ G S
0KS yS3araAgAGe ad2L) e2dzd LT GKIF 0Q& ¢ Klolthatthey O2 YA Y 3
believe youwcang andshould¢ go to work.

A needed to better understand how to translate my education accommodations to the

xI OEDPI AAA8DO

Our returning working students admitted that when they left scheolne of theaccommodd#ionsthey
hadfor the classroom didot work in the workplace. For example, some of the former students talked
about their classroom nottaking accommodation®thers took notef class lecturefor them

0 SOl dza S ( X\8hen tiie8edeinter/sdents arrideat 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 workplaegpropriate accommodation strategy. Many fouwnarious

technology devices whiclhorked perfectly and gave them an accomuduation that ndody noticed.

So, plan ahead. Study your current classroom accommodations and think about how practical they
YAIKG 0SS Ay GKS 62NJ LX I OSWroladsistvetedmbdldBpxpedfer & dzZNB X G |
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advice. Or, call the Job Accommodation Network (JAN) for free adv8#){JAN7234 or
http://askjan.org/).

O0) xEOE ) EAA £ OT A OIiT ATTA O OAITE xEOE AAI 60 OE
AOl OA80o

As you can tell from the size of this book, this subject has much to be considered. This book gives you a

great start A (la®@o@d map to find your way forwarttowever, each situation will have complexities that

even this long book may have not explain&w, the advicthat these former students had on this

reality was to find an experienced worker, in your field, who gancall to ask about the questions and

concerns that will arisdt might be a bonus to find a persevho also has a disabilitput A ¥ & 2,dz O y Qi
anyqualitya S 82y SR ¢2N]J SNJ gAff 0SS A22RDP CKAZALUBIKSANF 4&c
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.

O) ish® had prepared and practice d my disability capabilities and accommodations

speeches before | went to talk with employers .0

Discussing key disabilignd-employmentsubjectsg like describing how you, as a person with a

disability, can add the disabiliperspective to an organizatipar exploringyour accommaodation needs

¢ is tricky.Ourworking former student© | dzi A 2y SR dza G2 | OlGdzrffe& SgNRGS R2
subjects and ask others to listen to our presentatiqfsstto be surethe message is precise and easy to

dzy RSNRBRGFYR® LT 22dzQNB y20 ¢Sttt LINBLI NBR 2y 020K a
OF yRARFO&8 (KFYy KSf LId b9itDRS QIKMFY 58 GRKKSY LA (iQray G0AF Y S
GAYSZI &2 dpessure andnednidasdNid not well rehearsed, y@uflop. Be prepared!

This is the end of Part I.

The next section (Part 1) will cover what you need to know and practice in order to become both a
successful competitive job applicant and employearizoneheading for the world of work can benefit
from these tips for succescluding people with disabilitieg\s you learn them, your setbnfidence
will continue to growg andyou will be getting ahead of your competition for jobs and careers.

END OF PART |



http://askjan.org/

Part |

ProfessionalSkills
How to Become a @npetitive Job Seeker and Employee

Inthispart (Partl))g S oAttt 0SS NBGASgAY3I (GKS 1 S& GLINRBFSaarzyl
mastr in order to be successfin finding and holding job.

As we begin, 1€ @efine what it means to be professional. Most people think it just means ggigid)
for doing work. But imeans muchmuchmore.

| SNB QA 2 doedniGoS8 AR yYRINETFSaaA2y | € &

V It meansbeingappropriate and mature in the workplace.

V It means being aerious and engagedorker at all times.

V It means paying attention to youresponsibilities

V It means doing youjob ontime, doing it well, and in theright way.

V It means demonstrating @ommitmentto your organization and itgnission.

V It means not letting youremotionsover ride your sense of what should be done ibusiness
like mannet

V It means beingpolite, proper, respectful and nict all you meet.

V It means beindikeable.

V It means beingclear and specifiin your conmunications.

V It means never losing youemper, even when the circumstances may seem unbearable.

V It means keeping @jood attitude and positive outlook

V It means being and stayingroperly dressedind presentableall day long.

V It meanssharinginformation and credit with others, even when you might not want to.

V It means beindoyal and having integrity

V  And moreX

With thisdefinition in mind, the rest of thibookwill further explain theseelementsand more.

What followsin this Part Part 1) is asummary ofthed 6 S & (i [SINJF@@nkedHBigueswhich will

help youdistinguish youself in the world of work. Remember, both getting and advancing in a job

YSIya GKFIG &2dz KI @S G2 02YLISGS 6A0K 20 K®SNdEbe T 2N SA
able to do thegb well. You must knovhow to behaveand actin the workplace andbe liked.The truth

ismost peoplewho fail in getting and advancing in the jotissouty 2 G 06 SOl dzaS GKS@& | NBy ¢
NI 6§ KSNJ 0 SOl dzad S KK SNE RAR ¥ QliprRdidBilyesbbpatidapdésoftdrNJ

workplace rules.

¢KSaS g2N] L FOS 2NJ LINPFSaarazylt aijAatfta NS (GKS Ay
navigatethe world of work.Theser N5 (G KS a1 fobdcdine othpttivé. t y SSR



(0p))
O
(0p))
QX

Being professionallsomeansthat® 2 dz K+ @S |t f GKS ol aAo0 aljAftta y
G STTFSOU A DS éeffidieyitmeanstidt yodknowShaw/tdget things done with little wasted

motion, time or effort. Beingeffectivemeans hat you know how to successfully complete your work
tasks in a logical, organized, pleasant, and timely manner.

Learning abouthese key professional skills wilsa improve your workplacitelligenceg andthe
smarter you are about the workplace cul&yrthe more successful you will dmme

LGQa AYLRNIFyd G2 y20S8S GKFG GKA& LI NG 2F GKS 06221
various topics. Nor is it intended to present a complete listing of every professional skill that may be
neededLyaidSIFRXZ AdQa AYiSYyRSR G2 06S Iy AY(iNRRdzO(G2NE F
understand, learn and begin to practice.

The truthis, no matter how long you workou should never stop improving your professional skills.
Improving and advancing tBe professional skills is a Hieng task.flyou work at it you wil get better
and betteras time goesy. The good news about the reality of thisdiéeg learningprocesss that you
should not allow yourself to become overwhelmed or discourageelittyer the number or complexity
of these skills. The important goal for this part of the book is for you to bedmtreaware and familiar
with them. With this introductionyou can then begin your lifilong learning on how to continuously
improveyour skils. This part of the book & & 2 dzNJ & 6 | esderfliawidriidladebripsoiassional y
skills. Wth this basictraining, or knowledge € 2 da€yinto gain an edge on yoaompetitionfor the job
and career you want.

This part of the book divides thepeofesgonal skills into seven subjeateas or categories. They are:

1) Workplacepresence? NJ & & 2 Férketing yodisélfi ¢ 6

2) Workplacepractices2 NJ a YSRAdzy alAftfaégd o0g2N] LI I OS Nz Sa 27
3) Workplacejob skills2 NJ & KIF NR a1 A f faispecifigaébp dzNJ | 6 Af A& (2 R?2

4) Workplacepatterns(understandingndividual and grouglifferences)

5) Workplaceiob seekingstrategies(howto go aboutfindingand wiminga job)
6) Workplacepathways(resources to assist you with yoemployment)

7) Workplaceplanning(developirg and advancing your career plan)

Ly GKAa LI NI 2 Ftodgoh&ondiKB| RAASONME AF2A I OG2ND 2 KFG L
going to discuss those workplace realities and skillsglatyoneneeds to learn, understand and

master¢ disabled omot. The ideas and information in this part of the book represent proven workplace
techniques and advice for everyone entermgalready irthe world of work.

LdQa A YL} NIsomg peopleavithadisabilitiéis Kokcause of their funcéibimitations, may
experience challenges or difficulties practicing some of these professikifialortechniques. When you
read about a professional skill dissed in this part of the bogkoumightfind yourself reacting by

al @Ay 33 a4 that Bedzus of Oy digabilityé Bef@re you giveup on a particulaskill, try to
approach the subject with an open mind and consider these three posséysor accommodations to
attempt to demonstrate the skill
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When you face a professional skill that you think @l y Qi R23X GKS FANRG &0GNI (GS3¢
(calm yourself) and consider the merits of trying to get as close as possible to thelawe expectation

or practicethat isbeingRS & ONRA 0 SR ® C2NJ SEIF YLX S gKSEyedlboe pAyT |
encouragel to gesture or move your hands and armsuimison with your speaking voige LT &2dz Ol y ¢
move yourhands or arms because of a disabjlitgu mayworry: dis all lost with regard to this skifiNo,

A G Qualgsyiu give up right away

Ly 23GKSNJ ¢ 2nRghtawdylasyeariry tHeAthZestep stratey below whernyou feel you
cannotdo the professiondbeingskill described.

1. Trythe skill orpractice being described. Who knows, with practice you may be able to even
accompish the skill or maybget closer to it than you thought possible. If after reasonable
attempts or practiceA (1 Qa 2dza i y20 YRR aadasdzSEy 2 &I (i Réel 28 2 82Q0
ready to moveon to the next two steps.

2. The next steps to consider éher 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. £NJ SEF YLX S AT &2dzONB (NBAY3I (2 AYLNROS @
hands as you talk) and your disability makes it impossiiolesider the possibility of moving
your electric wheelchajior even just your eyes or facial expressidnsvays that mimic the idea
of gesturing

3. If neither $ep #1nor #2work, the third sep (or strategy to considerisan artful way of letting
others know that you value the skill; however, due to a disabilgydg OF y QG LISNF 2 N¥Y A
strategy does two impaant things. First, it tells the other person that you know about the skKill
(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 tiatiit
understandable, expected and normal.

Here are a few more examplesaflisability limitation in your ability to master the skillgain, when
this might happen, follow théhree-step processbove

[ SGQa avishal\Birgpared olliEd and ypu know that in a business meeting with several people
intheroomi KS a06Sad LINRPFSaaAzylf LINFOGAOSE 2N O2y @Sy A
people in the room wheeither you or they arespeaking. You understand thateventz@ K & 2 dz Ol y Q
see themthey are accustomed to a speaker glancing at them when talking. This executive presknce ski
SYLKI &aAl Sa G2 | ylisterizg da@MidS theisikdaker. IBydudate KB and this skill

seems difficult ormpossible consider thevalue of attempting to master it for the impact it has thre

LISNR2Y 6A0K ¢ K2HRollow theldxdédep prackss dodve/and practice ways of getting as

close to the professional practice as possible. Perhaps you might practice your abiiigctoydur eyes

towards the location of each person in the room as revealgthe sound of them speakingerhaps

you might ask each person in your meeting to introduce themselves, so you can study where each one is

sm%%D



using the direction of their voicendthen moveyour eyes to theirlocations whereither they oryou

speakAndA ¥ G KSasS GelLiSa 2F GFOiA0a R2y Qi 62NJ] F2N &2dz
IANRdzLIE &a. SOl dzaS 2F Y& @AadzZ £ A YLI AN Syhbwelker, Y y2i
be assured of my commitment to this conversation

[ SGQa ale @&2dz KIS | RAal 0 AdormdiotthegekomdéndeddkiBsg Sy (1 a @& 2
aroundbeingan effective communicatorSuch skills includgpeaking clearly with good volume and

vocal variation(changes in tone and styldeople areusuallymore 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 tihe eitherwell or at all For example, stutteringr 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
disabilityrelated limitation as you begin, so thegnknow the factof the situation and adapt their
SELISOGFGAZ2YE | O0O2NRAy3Ité@d LGQa FYFT AYy3 K2g dzy RSNA
FNBE y2G 06SAy3 RAA&LX I &S Rdumerfionigds &kill R#l yodritisagiByi (G KS 05
NBfFTGSR fAYAGEFEGA2Y Ay LISNF2NXYAy3d AGT (KS& Yl & 2dza
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 giveup when you hear about some of the workplace skills
discussed iPart Il Follow the threestep strategy mentioned above in order to achieve the best
performanceoutcomespossible for you. Again, tretepsare:

1. Try and practice the skifou may not be good ah order to get either closer to or better with it.

2. Seek to identify and develop atcommodation oanalternative techniquevhich might assist
you.

3. Practice a statement which explains whyuyare 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 mainstréa 02 YYdzy A (& Q& SE LIS Ol lwiéfed tfiat thedeNJ LINI O A
practices are beyond our capabilities. While it may be thet we encounter barrierswe must not shy

away from attempting to acquire knowledge and some capamitlgccommodatioraround each skill.

When we approach this subject in this way, will we increase our chances of reaching our full
professionapotential? Approach tle topics of those expectations and practiceshis spirit of learning.

Before we begin our review of theorkplaceor professionaskills, there is one more subject to
consider.

Sometimes people, especially young people, rebel against the idea that they need to alter how they act

2NJ 0SKIOPS Ay OSNIIFAY &aAddz GA2ya 0SSOI tatbe GKFGQa y2
expected behaviors or ways of acting at work, for example, are for&gigY (2 06S02YS | & LIK?2
person orto becomesomeone 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 reatly and pretend to be someone else? Are these
GLINRFSaaArzylfé O0SKIFE@A2NR 2dzad a20ASGeQa ohoe 2F 0N
you are?

[ SGQad 0SS NBIftAaAaGAOZI GKSNB IINB Ylye SYy@ANRYyYSyGa ¢
unaccept 6f S® LF &2dz  NE a2YS2yS K2 Aa FASNODSte& AyRSI
rules, do you have the right to act that way no matter where you find yourself? How about when you

enter the Departmentof Motor Vehicles (DMV) to apply fora WX & f A O Sdéfam8 teébelad | NIzt ¢
good candidate for 8 NA @ S NXdéherd keyDBeg dréSspeed limits and using turn sigddspbably

not.

If youinsiston beingt (i B2 6K2 &2dz I NB Ay GKA& SEF YL S$SDH &2dz LN
whenat 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
youreallyare because whg | y (i (0 KIidensRNAdZSWIE dS AYRSLISYRSYyGI A YL
to follow rules, like stop sigrsbut in order to be successful in this situation you need to conform to the
5a+Qa NMzZ S&a 2NJ StasS @&2dz gAtt FILAf GKSANI GSado

Is the DMMnaking you become someone yolearot? Orareyou realizing thatin order to be
successful in a particular situation, ymayneed to behave or act in a way which will help you to get
what you want (to become a legal driye Sq in order to get what you wanyou must be prepared to
adapt yourselfto the expected behaviors of the DMV; amglmany ways, the same is trirethe
workplace.

h¥ O2dzZNESZ AT @&2dz R2y Qi g4l yid G2 FRIFILIW G2tué KS&asS Sy
to yourselfand not letting society or socialgift G A 2y a4 OKLl y3IS 4 K 2towhd gadbare 2 dz Ol vy
by justgivinglzLd | y& (K2dzZaKG& @2dz YAIK(G likengdBworkingirdan IS GG Ay =
organization or copany. So, you do have choicbst the trade-off isthat & 2 dzQ t © givkup ¢e&ainii
opportunities andperhaps get less out of life.

C2N) GK2asS 2F @&2dz 6K2 | NS aldNHAItAYy3I gAGK GKA&A ARS
have to entirely alter your bag. Both before and after worlandon weelendsand holidag, you carbe

a rebel andollow your bliss. Go cliff jumpingff a mountain hike in the deep wilderness ride a

motorcycleoff-road. At the righ times and in the right placegou can still be the rebel inside of you.

Buteven in theseexamplesyouQ Be smart to still conform to socieya Yy @ikéMearing a

parachute when cliff jumpingyilderness geain the deep woods oa helmet when oftroading

So, if you want to be successful in a car@ed life in generaljt will be necessary for you tearnand
practice theskills and behaviors digssedaround being professional in the world of work.

Lessonl? Workplace Presence goft skills? marketing yourself)

Getting a job or promotion depends on making a good impression on the person whaoalaIthre
RSOA&A2Y (2 KANB 2N I ROIyOS &2dzd ! a1 &2dNBESE TS alL
LISNERE2Y LQY (GKAY(1Ay3 Fo2dzi KANRY3I 2N LINRPY2(dAy3aKE
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Over my caree  in@diéved over 600 youth with disabilities froatross the coumy, as wel as
another 100adults with disabilitiesfor jobs withvarious organizations. As a result of these experiences,
LQ@S f SI NJverRimpgorant Shiou¢ the/value oharketing yourself to an employer.

The first thind noticedduring thestart of eahjob interview, in the first 30 seconds or so of our

meeting,wasthat | hadalreadyformed a general opinion about the person | was interviewing. It came

from a pleasant or comfortablirst impressiorabout tK S & foMf S (1 @ ¢  Pafso riotieSthatJS NR 2 y ©
my likeability and comfort levehbout themwasset by them Did they come into the interview room

with a smile? Did they give me a wahmllo andintroduction? Did they say something which showed

me they were confident about themselve$fese hman signals set my emotiomsound either liking

them or not feelingcomfortable with them.

If | instantly liked the person entering the interview roorajdonoticed that | was listening better to
what they were saying. As a result of liking the peranod listening better, | was scoring them higher in
the interview. In fact, | found myself actuallyoting for those | liked. | even noticed that | was helping
them to complete their answers with prompts, so | could score them even higher!

Conversely, fRARY Qi fA1S GKSAYIBNESQPI HzaBringctivBpiie B NGB i Q &
prone to beless attentive | was even more stiff aistant(matching their energyand, as a result, more
critical of their answers anscored them lower.

Eventually, hoticed that some of the@eople | liked S NJ& dzd § K 2 & Sying estehtRly dl = 6 SNB 2
same thing, yet | scored those | liked bette¥When | realize what | was doing | felt quitgprofessional
andinadequate as a job interviewer.

Was | flawed? Wasking unfair?
No, | washeing human.

[ SGQ& dzy RSNA G I y R-reiat&d ralationsyiip, especialy didny Sjgb interview, depends a
IANBFG RSIE 2y @2d2N) I oAxDAlaié&Z2Z PREIDRAGNEGS Ya ¥y @ENR G &
of RFSd® LF &2dz GKAY]l Fo2dzi AdGZI IHy@ArAflRUSyY GRANK OG0 NI & 31N
from the start. Splearning howto enhance and quickly demonstratieat youared f X P& S¢ A &

important not only in the workplacéut in life as w#. In the workplacethis means you must learn and

practice a strategy designedbelplLJS2 LJX S G2 € A1S &2dzd ! y2GKSNI gl & 27F
presencet

2 2NJ] LX I OS LINBaSyOS -dbidityéd 2502NJ LUSNZRLFE SSA aAgAdspdtivie 20dz AAySi S NEB 3
attentive, funny, warm, nice, thoughtful, well N2 2 YSRX | LILINBLINRA | St & RNBaaSR:
begin to like younore than if you were not these things.h&h thisbegins to happerg 2 dzZQNB 2y @& 2 dzN.
way toconvincing them that they wa to work with you.

In the disability worldthere 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 actuattgnvince 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 presenceliie-ability as the first step in convincirtgem to hire
you.

WSYSYOSNE 6KSYy (GKS R22N) Ot 2aSa 2y GKS AyGSNIBASSH N
power of your workplace presenceds important first stegeitherto makeor kill thesale

Studies have shown that amotige most importan consideratiosS Y LJ 28 SNBA NBf-& 2y A& @
ability,é which in more professional terms@l f f SR & @¢® Ak ol a g6 fit Trkolir

organization? Sudiesalsosuggest that you have ontje first 10 to 30 seconds @hinterviewto

presert a positiveresponse to this basic human question.

So, the most imgrtant item a potential employer isonsidering as they meet yasl very personal. Itis

¢édo | like this persoornotk ¢ L ¥ @& 2 dz Ryxghfeit with Yh¥ iSt&iekveinG likealke,

interesting, and personal way, you may lose the intervien the job. Your interviewer cdonsetheir

enthusiasm andhterest in you very earlgn in your meeting, no matter how wedjualifiedyou might

0Sd LT (KSe& R2yQi 3 &yorliReaSliNEIMItHE Barkd 8A B 2¥0Nd LSNER I ¥ S
just as the game begins.

Think about it-- would youwantto spend 40 burs a week with someoneyoud@rii f A 1S G KI & Y dz
Well, they(the employer or interviewer 2 dzf Ry Qi S A (i KS NI

The followingared 2 YS GA LA F2NJ YIF1Ay3 | 3INBFG FANRG AYLINBAa
interviewer begin to like you, listen more closely to yand seriously consider you for their job.

Framing y ourself

Does a picture look better with or without a frame? Baenew 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
Gesa{2sx O2YyaARSNI GKS AYLRNIIYOS 2F K2g &2dz FNI YS:
potential enployer.

| SNBQa |y SELISNARYSyid GKFG GStfta || adGg2NR lo2dzi GKS
properly framing or presenting yourself.

Imaginethaté 2 dz F N 2y S 2F GKS ¢2NI RQAa 3 N&tlpdo@ewillingdt | 3aA Ol
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 timebut you play your beautiful music on an antique violin that is revered as the

best ever made (&tradivariusviolin). Yo@ @S 06 SSy OtoftlieSi®inéd (NGO 2LNBRSS R 2 @S NJ
albums CD»), won several Grammy awards, ahdve been listed amonig S 2 LI S ad5@MobtA y S Qa
Beautiful People&

Your name is Joshua Bell.

1Y
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Now, you (Joshua Bell) go out into the streets of Wagtbim, DC, in blue jeans and a sweatshirt, and set
up in a subway station to play for small chanlgpmations How much attention and money will your
talent demand in this situation?

This experiment actually happened and was reported bydtashington Postnewspapera few yeas
ago. The result of thisxperiment was that only a dozen or so people, out of tens of thousands of
commuters, stoppedor a moment to listen to the famous Joshua Bell playinghiadivarius violin
Subtracting a $20 bill one ladgwe him because she recognized him, Mr. Bell earned a total2o1 $ih
coinsfor his eighthour work day.

The purpose of the experiment was to see if people would stop to recobgeeaty in a common or
unexpected placeWell, evidentlyil KS& R2y Qi @

Buti KSNB Q& Fy2GKSNJI AYLRNIFyYy(d fSaazy G2 tSIFNYy KSNB
GKS GNHzZGK GKFG y2 YFGGSNIK2g GFfSyGSR &2dz YIé 0S=
the way you present yourself, few people wike time away from their busy schedule to stop to notice

you.

Evidently, only when Joshua Bell wears his tuxedo to perform on digigéd stage of a glorious
concert hall with an expectant audience who paid $80 or more to see him play his Stradii@nis v
will people marvel at his talent. Wheme strip away his usual framingimost nobody pays attention to
him.

So,in order to get noticedind taken seriously, what is the best way for us to show or frame our talents
in the workplace?

Here are a fevtips.

Dress and appearance
When it comes to successfigfinding or advancing in a job, thimbout yourself as a product for sale.

b2g> L Y 2anoies dafjusibeay V@t mefor the sake of this examplén order to capture

the buyingpub®Qa F G GSy GA2y S LINE R dauallgappédirgiR ¢ik2S &f egR$ES RI 2022R 4z
theadza G 2 YSNID & S @& S dor arénotipidedy placddn|the ¥t&ep iatter how great the

products may bethey might not make that critically importafirst impressionGood @ckagingyets

the saleprocessstarted® L (0 Qa 2 d&ASIG KRyWwiH SIERIATE SR Ay  SENYyAy3a Y2NB
picture frame or box.

Also, studies show that when someone meat®ther personfor the first time, it takes abous-10

seconds for the person to formulate their first ingmsion about thatnewJSNE 2y ® h o @A 2dzaf & =
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 groomingll ecome tke primary basis for their first and oftdasting
AYLINSB&AA2Y D {2z £S0GQa O2YYAlU 2dzNESt @Sa (2, t221AY
because one without the other is an incomplete package.
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How do we dress and groomoursgléd Ay | gl & gKAOK 3ISia LIS2LI SQa L2
the stage for success in the workplace?

The answersary.

Li RSLISYR& 2y GKS RNBX&aa yR IAINRP2YAy3d LI GGSNya 27F
in this process is to lea more about what is expected by tloecupation2 NJ 2 NBIF YAT F GA2Yy 6KS
interested in finding employment.

P Y

LT AGQa (GKS Oteha RNBO(A2¢ BAFRAAENBIKI NR KIFdG FyR Of
a computerrelated company, cleabusines Ol adzr f Yl & 6S 6KI G Aa Odzaid2 Yl NE
financial company, a clean suit and tie for men, and clean businessatresitfor women may be the

way to go.

5AR @2dz y2iA0S (KS NBLISIFISR dzas8 2F GKS g2NR aOf St

Agreat 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®r ¢ S| NAy 3 d LT @& 2 dit olddidg @ ie bAiIitig oA y & 2 dz
worksite and observe how the employees whe aoming and going dress. And sometinmstures or
LIK23G23aNF LKA 2y (GKS 2NBRIFIYyATIFGA2yQa ¢6So6aAriasS oAttt 27
workplace.

hyOS @2dz2Q0S RSGUSNX¥YAYSR 6KIFi{G GKS SELS@iseur RNSaa 02
clothes to the workplace you have in mind. If you begin to look like you belong there (dress like them)
GKSeQft 6S 60SUGSNIFO6fS (G2 AYFAAYS &2dz NBLRNIAYy3a ¥
have this vision of you. Remembexren 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, @dnsider it as one of the best
AYy@SaiayYSyida ®oeydmdcdnonicdufined Y I 1 S

And when it comes tdressing for an actual job interview, it may be wise to take the baseline dress code
F2N) GKS 220 @& 2 dzQ NS ra&eStdph hojtHn okdgr B loSkydut vgrpidest. A his gna
mean getting a bit more dressapi K y (G KS ¢ 2 Nay Hiess cdodeQfzhe Svergidlidred?

code is business casual, maybe add a nice sport coat or jacket over your sieeskcasual clotls.

Also, pay attention to what otheginterviewing for thesamekind of job arewvearing. You can do this by
watching otlers attending similar job interviews or job fairs.

When considering the subject of appropriate dress, also consider the subject of body tattoos and
LIASNOAY3IaDd 2KAES AGQa FAYS (G2 KFE@GS GKSY Ay- &2dzNJ LI
than-favorable impression on a potential employer, especially if oth@r jol LILIX A OF y i & F NBy Qi
their tattoos and piercings/Vhen it appears to be in your best interest to do so, consider covering up

the tattoosand not wearing the piercinga either the interview or the workplace.

Also, be welgroomed. God gooming means always being fresh and cléaith showering, clotles,
shoeshair, teethand breath) Consider this standard as a mandatory requirement for employment
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success anywhere you want tmwk, even in the physical or sweaty occupations A { S YSOKI yA OQa
or construction) Always start the day clean and wegtbomed and always look at yourself in a mirror

just beforeaninterview to make sure you still look great. Oh, when you lookririreor, smile to be sure

0§ KSNB Qa fyom yoar WiAck sal@idyour teeth.

Speaking of being clean, if you have a disability and use a disedddityd devices, appliances or a
sel@A OS | YAYLl f 3 swethadzéyfare didoyldan 12 0 S

| one met an orair television personality who happened to use a wheelchair. | firstesbtiow well

dressed she looked arntien | notical something even more impressive. The front cas{ersallwheelg

of her wheethair were the same color as herblazekg® L | 81 SR KSNE a2l a4 GKAA& (
AYyiSyiliArzyltKeé {KS a¥AtBRSIYRSYIDREOBSRBER d& @S&f
different colored wheelchair casters to match her various clothing colors.

I know this is a dramatic examgbut it makes a very important point. While few may expect you to go

to this length,matchingyour disability device color with your dress color scheme makes the point that

your disabilityrelated device area part of your overall professional look. Ddti G KAy 1 GKF G LIS21
notice a dirty wheelchair or service anidK S& gAf f ® 2 KSy | LISNhg23h@a o KSSH
cobwebs in its framing, or the wheels are mud encrustedheir support animal is Hkept, thentheir

professional preseras or look is diminished.

{2 R2yQl 2dzAalG O2yaARSNI KS &dzo02S00 mdudegue R INR 2 Y
RAAIOAfAGRE SldZALIYSYiE I3 ARIEINIE KSY &2 ddNIFdp2hd2NI dfy2 Ay i
wheelchair bumper stickemsr other sporty adebns which may reduce your overall professional

appearance

Personality

After you learn how to frame yourself (dressing and groomiting) next step in creating your workplace

presence is to learn how tcelst to present yourselfAs sal several timedefore, every good interaction

starts with a simplyet sincere sme.Wdza G | &1 @2dz2NASf ¥ a2 KSy L YSSi &z
R2Say Qi GKFIdG YIS GKSY Y2NBE ¢St O35 \A0ib NRR KT a SNB a
face, if i @@orting a smile, tend téft your feelings about having a positive encounteith them? So, a

nice smile can get thingsff to a great starteven inprofessional meeting

And smiles are contagioud/hen you smilgit helps otherssmile back at youA smile opens the heart

which in turn fuels the mind to lien better to the persorsmiling. 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
impressionsabout youare being formedy them

As a result, a smile is the best waybegin the process of bringirspmeone closer to you anéh turn,

getting themto likeyou. And if you can get that feeg startel NA A K G | ¢ &8 X &2 dzQNBE 4SSt €
successful conveation (interviewor meeting. Remember, if the interviewer starts to like you, they will

hear you better they will naturallypay better attentionto you) and may even start to hope for you to
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be successful inthe inteavd® L 0 Q& |y | dhdeNdnd to hely g@bphe yhey iike. By likehlde
and gain thaimportant advantage or edge.

Along with having a warm smile on your face, a good first impression gets even bgttarcién find

something nic NJ KdzY2 NRdza G2 al & 1 2ingiBEi® pledSaiEardyising Bude®@ NB  F A N
correctly can be a positiierce. Work is serious business amgmans need this kind of relief in their

jobs. So, if you find the right opportunity to deliver a complement or makeanaorous observationgo

for it. Orce youget the other person to laugihNB G dzNy (G KS KdzY2NJ 2NJ 2dza i &aYAf S
have their full attention beause they have already startdidlingyou.

t S2LX S 2FGSy are GKIFIG GKS oA33Sald | dpidsoniedne i KSe QNS
K2 YI1Sa GKSY fldzZ3K 2N &a2YS2yréabduhasénselofhan®y aS 2 F K
later, but for nowjust remember the power it holds for making a great first impression.

The core value of smiling, being pleasant and appropsidtemorous, is that it emphasizes your
KdzYlFyAdGeod LGIQA 6SAy3d NBFHf® LGQa 0SAy3I 6 N¥e LiGQaA
FILOG2N) o& RSY2yailiNIGAy3d &2dzNJ LISNE 2sfiffoirgiR® 3y akSas
digant or aloof. Be vino you are, for surgbut getyour personalityoff to a fast starwith a smile, good

cheer and humor.

[ Si0a O2yaARSNI GKS YSLYRDAIGAISIKK a2 BR OKS NBAFR i/ A &
has a slightly differentp&r2 y I f Aieéd 2 KSy |y SYLX 28SNJ FANRG YSSia
GKIEG GKEG FLILIX AOH G @a NBENE Iyl ANDE AY LRNLSY G (2 dzy

To this end, try tdetter understand what your individual personalifgpe islike. Here some questions
to think about as you analyze your individual personality.

Whatmakes you happy?

What do you avoid doing?

What is your perspective omarious subjects (life, work, relationships, success, failure?etc.)
How do you moslike to interact with other people?

How do you like to express yourself?

How do you make decisions?

=A =4 =4 4 -4 4

The answers to these and other questions aghdto your personality typeBegin to better understand
what yours isandhow to express it

With regardsto the lastthree questionsabove, hereare some general personality tendencies or types
to consider as yotry to answer these questions aboyburself. Thesegeneralpersonalitytendencies
were developed by the MyeiBriggs Type Indicator (MBPBrsonaliy test These tendencies or
differences will be discussed more fully in Lesson 4 below (Workpédterns).

In summarythere are four scales or general typafspersonalitiego consider as you think about how
you might bebuilt or wired. See which typssoundmostlike you Anrd REMEMBER, these améividual
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differences preferences or tendencie3 here is no right way or wrong waybe. None arebetter or
worse than anotherThey are ALL good ardch tas a value téeamsor at work. Plus, mixing time
either on teams or in the workplace makegeryone smarter andtronger.

The MBTI offers four areas or preferences to measure. These are:

1. Extrovert orintrovert (E or I)
2. Sensing ontuition (S or N)
3. Thinking orFeelin(T or F)

4. Judging oPerceivindJ or P)

¢ KS & SE i NHMS NARghetipidids yoir 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 adeas and impressions.

¢ KS & &S yyalhdgrdiEdgeeypdras four 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 ae the oppositeasthey take in information from patterns and focus on the big
picture and the future.

¢t KS aiKAZS A lafyfsxpoiéd youF differences the way you tend to make decisions.
Thinking people prefer to make decisions primarégdd on logic and on objective analysis. Feeling
LIS2LX S G4SYR G2 YI 1S RSOAaA2ya 2y gKFG FSSta NARIKIDG

¢ KS &2 dzRINY S kandegigicies.how you deal with the world outside of you. Judging
people prefer to planorganize 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 A y R pegsanRligaerideddesandis not
intendedto document which of theseendenciedully representyou. This can only be ae by actually
taking the MBTI personality tesstill, this listingmay help you to begin to understand how you think
and tend to make decisionégain, nore on this subjegtincluding how to take the MBTdst, is
reviewedin Lessord below.

Remember, no matter what youndividualpersonality typeisy S@SNE SGSNJ G KAYy 1 AdQ&
way. And nevethink of yourself as inadequate. Simiigmever think less of someone else who

demonstrates a different or opposite personality tendency. All personality types are interesting and
powerful = S & LIS OA I fuhderstand &hy utilizel Badp&rdiBsadvantage And people can
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freely move fronone personalitytype to the other both intentionally and naturallfhese 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 resumeplnd nothing says lbetter than your personality. Therefore, it will
benefit you to better understanthe various aspectsf your personalityPlus, getting yourself in this

mode of being confident aboutvhom you are will enable you tgoresentto the employer your best and
authentic self. This will help torelax yoy and by being more relaxedouwill inaease your potential to

be effective.

h¥ O02dz2NES>S ¢6SQNB GFf1Ay3 I 02dzi SeiRtdeMlarelegativie A S (1 NI A
things about your personaliwhiOK LIJIS2 LJX S Yl & y20G tA1ST R2y Qi SY0o NI C
you focus on these negative itemdich might needmprovement inLesson 7 (Career Plan) below.

Study yourself. Ask others for feedbakkiowwho your best and authentic sei.
When you have prepared yoweff in theseways you will,no doubt, shine.

Self-confidence
Selfconfidence is théoundation ofLINE FS&a a4 A2y | f theRe@ybHbRdedsSy i@ LiQA

As mentionedn the dntroductiorg section ofthis book, | was amazed to find dubw many
tremendously talented collegstudents with disabilities had severe lack of #econfidence about their
employmentpotential.

As | thought about it, | realized that everyone, from time to time, lacksceeifidence about thie ability
to maser a new skillEven the greatest and most accomplished people amorspoeetimeswonder if
they canlearna new skill or master a neghallengeThe realityisthat just about everybody is lacking
some degree seffonfidenceg this fact alone ought to geyou a degree of comfodboutanylack of
selfconfidenceyou might have

C2NJ GKS NBO2MNIBS faKI NS dK Sa #ENB'S dzy RSNEGI YyRAY3I Fo2d
confidences

Selfconfidence is a belief or trust in your ability to learn new skilltake2 y yS¢ OKIF f f Sy3aSa o
L2 AAGA DS | O-RA DA 42 NJ GFQ &d @hiat Yo BSchrip8rBrm ag/pecdle akpekt Foli T

G2 LISNF2NYO auearOKIlyNIZOGSENIIE 66X S | 02dzi &2dNESE T S KA
core belef in your potentiato succeed

SelfO2y FARSYOS A& y2i4 + FlLrftasS OftFAY Foz2dzi 6KIFG @&2dz |
SEIIISNI GA2YS YAANBLNBASYGFGA2Y 2NJEAS Fo2dxi &2 daN
your potential, vhat you are reasonapi dzZNB & 2dz Oy R2® ! yRY Y2ad AYLRNI
attractivemeasure of humilip @K Ay { L OF y R2 i Kl (G yO RNR dzdK | aihHKE 03 dzNX
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Since we all have experienced a lack of ey FA RSY OS | (i OF NRI2AzA3 GAX SHyE2 & (@
normal and we must not allow it to stop us in our tracks. Having a lack efa@lflence should never

0S FSINBR Fa | Ftlg Ay 2ySQa OKI NI Osssliddniidelices 6 A £ A &
is used properlyit canbecome the fuel we need to get us going or started on meeting the new

challenge that has created oselfdoubts.

LGiQa tA1S 0SAy3a ySNB2dzAd® ¢KSNB Aa VY 2ioWe ghdistop NEYy 3T &
you. Both of these feelirgfbeing nervous and lacking some sahfidence)are natural and closely
O2yySOUGSR® . 20K ¢KSY YI Yyl 3ISR-dOENNROIGEIX GIKSYyo ® 2T
confidence or become anxious and nervous, your heart beats faster and youstaitglgetting more

active. Spwhen either seldoubt or nervousnesss present in youif youaccept them andR 2 yfe@ri

them, you can actually channel this enetgyards a constructive response

e

{22 A0 QacERPAIAK (IGK2DRRHFS HRSKI SN dizy RSNE G F YR &2 dzNJ 2 LJG A 2
get busy meeting the challengetot fleeing from them.

How do we do that? Well, one way to manage your nerves is to bpijbur sef02 Yy FA RSy OS o 2 SQf
RAaOdzaa 23GKSNJ g1 8a HBKIy LES SESINIDIsEDBONEBCitINAVEANI (i A &
to counteract dack of seliconfidence igo simplyLINB (i Sy R -2oafdedtNS & St ¥F

&Faking i (or pretending that yu are sefO 2 Y T A R Sy (re raallySotf cai Beoigebd temporary

bridge respnseduringtimes of serious doubts about being able to do something. Now, there are limits

G2 GKAZ AGNIGS3ed 52yQd LINBGSYR 2N FFE1S Al AT &2dz
challenge. Only pretend when you are ableto saytoyo#irdel a Y @6S L OlFy R2 GKAA&A &
practiceandcouragé al €6S | ff @&2dz YSSR A draiethigkdrteh2 NI A G | YR

yourself | can do this. Isthat fakingi2 & NXBI f f @ ® L { Qdan@rdaidnablé tisk th yicte I OI f

yourself to action and keep getting better.

This strategy also can headphers to gainconfidence in you. When people first meet you, after looking at

your visuapresentation(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 selfonfidence you demonsdte to them. If you appear to be uncertain or silent

Fo2dzi €2dzNJ oAt AGASAYT AT @&2dz aSSY itabtMhgamisdfy R g A (K
confidentway, then others will have no reason to develop their own initial sense of confidengeu. 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-selfifidencepretendor¥ I { S A G dzy GAf A G | NNJ
fake it, you may quickly end any c¢iwe you may have had to get the job.

¢tKSNBEQa Y2NB O

Often, by being brave and pretending or faking-selfifidence (within a reasonable ranggdu begin to
realize just how oveblown and irational that feeling oho confidence in yourself was in thiest place.
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This is true because in order to fakgdit2 dzQf t KI @S (G2 ylI GdzNI ff& o6S3IAy G2
yourself into positive thoughts about doing or accomplishing the task or skill.

Do you ever remember a task you thought you could nqgtodi instead ofbeing discouraged and

quitting,@ 2dz A AR (2 @2dz2NASt T GAGK INRG PRHORexdplEhd NY A y I G 7
first time youasked someone to go out on a date with yaWhen yodinally decidel to ask the person

out,someK Ay 3 KILIISYSR O0K2LISFdA te (KS LISNE2Y &l AR aéSa
and a degree of setfonfidence for the next timaNell, the power of gur grit anddetermination

propelled you to make it happen. Sure, it may have tajkaum pracice and effort and you may have

failed a few times along the way. However, determinatioiNd & LINBG Sy RA KifSyiodt Sften

pull youthough yourfears or lack of seleonfidence. Therefol® ¢ FF { Ay 3 AdGé Aa NBIf e
sayingdf S good ité

You havea play to win!

For those of you whavonder iffaking seliconfidence might be dishonest, let me try and explain why it
AAYREY ¢S alesxs acCchk|1S AGzZé gKFG gSQOSIBtdNBI & Al Ay
whatever the ballenge iswittd 2 YS 0 S sekognfideneRthat you can eventually accomplish

whateve it is you wish to accomplish. 1 Qa (St t Ay 3 @& 2 dzNHEfSdnfidengekéep yogd € S ¢
fromeveni NEAY 3 G(GKI(G 6KAOK &2dAR2lYNGE &iSKid SHiSB&u N ALF Bt S
probablyNB I £ AT SR i 2yS LRAYyGEZ GKFG dzyGAf @2dz | OGdz £
ability to succeed So, take the leap into thghallow end of thgpool and splash around fakireg
swimmingmotiondzy G Af @2 dzZOQNB | Oldzr f t & &agAYYAYyId {22Yy3 &A6AY
S@Sy y20A0S (KS Y2YSyl -canfidenteiawabt swirkndng beinéseal sef | | SR¢ A
confidenceand you be@m swimming around

Here are somenore thoughtson the art of buildingup your sekO2 Yy FARSY OS 6KSyYy A G Qa YA

/| KFEyld LRAAGAGS (K2dzZa3Kda lo2dzi &2dz2NERSETFT o6aL &
CKAY]l lFo2dzi GKS GAYS& @&2dz adz0O0SaafdzZfte | OKAS
Envision yourself dog it.

5 2 y Qthe fdarSfifailure causgouto fail.

Seek and gairelatedexperiences which will help build the skillsed to succeed at what it

is you fear you cannot do.

wSYSYOSN) GKS 2fR aleéay3azr a! 2206 adlNISR Aa K
Keep makingorrectionsand improvementslong the way

Know thateven if you might faiffailureis the fuel forsuccess.

And, try,G NB 3 Ay X

€ e egegeg

€ g ¢g¢g
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Here are some specific tips on the art of developing yourcsrifidence in the workplace.

w Prepare before a meeting or professiosaly O2 dzy § SNJ 6 D223t S SOSNRBUKAY!

might need to know).
() tlre Otz2asS GGSyilAz2y G2 SOSNRWKAY3I GKFGQa at

w {ONX S3aIAOrtte YR (K2dAK{GFdzA t& a1l 3I22R I dzS

w Before you speak, say quietlydo2 dzZNR St ¥ ¢ KI (i éutlamaNGanalyzehalli G 2
it sounds.

W When you have good idea, get it out clearly and quickigfore others do.

W Identify the key points and try to discover the themepatttern of it all.

W In your own words, be readp summarize the majopointsor themesof what has been
discussed.

w Be an important part of the team and always offer to help in team tasks as keeping

notes orfollow-up actions.

Effective communications skills

Note: The ideas and recommendations inM& Y A YRSNJ 2F (KA&a fSaazy 2y a2
from theteachings of one of our gueiststructors, Peggy Klaus. For more information on these topics, be
dadz2NB 2 NBIFIR KSNIo6221az a¢KS | F NR .& NOKKS Garod@uai| { 2
found here www.peggyklaus.com

Research shows that ondgven percen{7%9 of what a speaker actually says to an audience is

remembered by them. Ninetthree percent (93%) of what people remember froneir encounter with

a speaker are the general impressions of the presentation, not actuallywadssgaid. In other words,

LIS2LX S GaNBYSYOSNE Yzaufte | &LISThpySiédyremedidddhadf + OS 2
the speaker acted toward them (friendllikeable, positive, setfonfident, authentic, humorous, and
STFSOGADS O2YYdzyAOFGA2y &alAfftaox a ¢Sttt a (GKS
vocal variation, movements, and body language y OS> | & LISt 1 SN antaged7BR & |

of the professionatommunication experience.

This realitysuggests that in order for us to beme effective communicatoyboth in a job interview and
workplace, we need to learn and practice these added effective communication skills.

So,@ y Qi 2t wihat Yo ay it all that countgvhat you say isnly 7% of an effective
communication strategy. The majority of your impact (93%) will come from the suirte skills
addressed in this Lesson

Commit to becoming an effective commuator by learning and practicing these important and often
underappreciated communication skills.

Eye contact ¢ We talked about this already, but it cannot be overstated. People assumed that where
your eyes are focused is where your attention is focu§sd.whenever talking to someone or a group of
people, always be sure ttave eye contact.

44

o3; WID

&

A
a
a

2

T

N.


http://www.peggyklaus.com/

Looking intca person'syes isa sign of respeand attentionin our culture (not always true in other
cultureg so be sure to learn about different traditions wiepeaking to those from otheultures or

countriesfp b 263 @2dz R2y Qi KI @S (G2 O6y2N) aKz2dzZ R &2dz0 adl
even spookyand as a result, would not help you with your communication style. A general rule is to
makeeyecg i Ol S6AGK GKS LISNE2Y 2NJ LISNE2Yya @&2dz | NB aLls

look elsewhere the other 20% of the time.

LGiQa SalLlSOoArtte STFFSOGAGS (2 t221 Aydz2z GKS 20KSNJ
something importantThistechnique will not only help you to appear more professiobat,you may
actualyFAYR GKFG Ad KSfLA AYLINRGS | LISNRE2TWhQ&trudzy RSNEA G |
0S50l dzaS 6KSy @&2dz FAE & 2lkdaywih st &ads B<yS f (LK Fi KLSS NES2WA 28/20080
concentrationby avoidingunrelatedvisual and mental distractions. Remembegatir disability

prevents you fronperformingthis or any other of the skills offered in this book, be sure to follow the

strategies suggested at the begingiof Part Il, above.

Gesturing ¢ This is moving your hands, head, andfegf a dzLJLI2 NI 2FX 2NJ Ay dzyAazy
sayingFor examplejfé 2 dzZQNB G F f {Ay3 | 62dzi a2YSGKAYy3a &2dzQNB LIN
using your hands or leamgind 2 aSNJ (12 (GKS LISNBR2Y @€2dzQNB Gl f1{Ay3a 4.
LGiQa + @SNE STFFSOGABS GSOKyYyAldzS F'yR Al OFry RAAGAY
I RRa LR oSN IYyR STFTFSOGABSYySaa G menbergohbete anddoyeAr OF ( A 2
favorally (remember the 7% versus 93% ralmove). Watch actors and public speakdiwy are usually

quite good at gestzNA y 3 &  pdopleiae avatahikKgithem with interest. Study them and try and

integrate these skills intgour verbal communication strategy.

Prectice gesturing tehniquesoften and it will soon become second nature to you. By learning how to
gesture when you speaigtou will add more drama and impact to yonords and thoughts. Plus, this

type of communicatia skillalsohelps the listener to keep their focus on you and, in turn, become more
impressed with your workplace or executive presence.

Gesturingcan help@ 2 dz (2 & 2 & whicki vidIiBuildNiB i seliconfidence andhelp you to
become more succeful inyourpe FSaaA 2yt O2 YYdzylkadllalehvergah @ t f dza > | &
communication skills are among THE most important skills an employer is looking for in a job applicant.

Posture and body position ¢ Did you ever talk with someone who was slomchin their chair? What
was your reaction? M@e you thought they were lazy arK I G G KS @ thaBindegstein NB I f f &
talking with you

Body posture is a 9igl promotingattention, interest and respect. So, body posture becomes lzgrot
key indicat@ in communication skillsAs a result, always be aware of your body pastvhen
participating in an interview or engaging in professional conversation. Be sure to sit ougtata@ight,
shoulders backwith yourhead held high.

Also, before an impdant business event, consider the physical and emotional poweettihg or
posing your body ithe posture or position that best matchéise situation.C2 NJ SEIl YLX ST AT &2
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to give a speech to an audiencetmvel y Ay G SNIIA S g (itXit dr gy dEW jusft B NE R2 Yy Q
the event. Assumthe correct body posturbefore 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 bef@d A G Q& { A of SpeakcAn heliSyNFgat M6 the right franed

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) ¢ Have you ever listened to a speaker and became
bored? When this happens, yomind naturally begins to wonder. You begin to think about other things
that seem more interesting to you at the timkké where to go fordnch or what to do over the

weekend) andnot on what the speaker is saying. Well, we all hawtéimdencyfor our minds to
wanderwhen we get bored or distracted during a conversation or presentation.

[N

What keeps usaying attention to a speaketeacher2 NJ a2 YS2y S ¢SQNB adzZlJJ2 &SR
when they begin to deliver their message through sttaling. When they tell us a story, our listening

skills improve because we like to hear stories. Stories are more interesting and memorable than facts.
al20S GKIFIGQa (NXzS 0SOldzaS 6S tA1EKERQBBUDK € +aagA.
OdzNJ YAYyRa (GSyR G2 aidle o0SGGSNI F20dzaSR gKaBYy 6SQNB ¢
betterthan adry serie8 ¥ FI OG0 & | yprobably ayczNtBafiydur atténtdaf $harpens when the

2 (0 KSNJ LIS NifitRayremindstme Bf adtory 2 KSy GKA A& KIF LISy as GKS &LISEH
SFaASNI 2 aKSIFNE NFGKSNJ OKtaadigea®gy. 6 KSe8 2FFSNI GKSY

As a resultwhat youhave to say in an interview or in a professional setting will be more menwifabl

& 2 dzQNBéspiceifuE s A K | LISNAZ2YIf aG2NEBs | ySOR2:GS 2NJ SEI
trying to make. This technique (stetglling) is more memorable becdza S A 1 Qa Y2 NB Sy i SNI |
@2dzONB LINBLI NAyYy3I F2NI I 220 AYUiSNWASGsS F2N) SEF YLX S
wayswhich include stories about your workplace skills and experiences. You might talk about your
leadershipskil§ @ (St fAy3a + ai2NE gKAOK YI | Sénetnkedads L2 A Y G ®
asked to cover for the boss while gone @business trip antk éoNJwhea | was in college, | led our

a20AFf Of dzoQa O2 YarmdtA & K2YSf Saa SFT2NI

Language ¢ How you use language, grammar, syntax, and vocabula®/f f & G KS f A& 0 Sy SNJ A7
thoughtful, welS RdzOl 6t SRZ Ay iSNBadAy3d YR oAy (GKS SyYyRO LINE-

fA1S I aO0OK2fF NI 2N IANF YYI NR I ngdn prafessidod defingsiaidity fo I 6 2 dzi
be more careful about your grammar, syntax and vocabulary. This may tim&tarou need to review
these subjects. Thank goodness for the interimgcause nowk SNBE A ay Qi | ljdzSadAiazy 2

(including these) thtacannot be answered in a matter of seconds. Take the time to get it right. Check it
out before you say it or send i\lways use your spetind grammaicheck features. Such extefforts

are agreat investment in building your future earning potentiahdAplease, be sure to ask a trusted
person if you need to review these subjects before you go looking for Wwoilk€Xtér tochear 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 sured avoid currerdday jargoror popular ways of speaking which makau sound trite
and superficial. Here are some examples of-poofessional expressions to be avoided.

T a4l KZ KX FKZ yR | KE
T aftA1ST tA1ST tA1S FYR fA1S¢
f adz 1y2¢6 o6KIUG LQYKEIHeAYyYSTE yZNI ddz (Y26 6

/Ly @2dz GKAY]l 2F lFyeé 20KSNAK ¢ KSasS LI Liz I NJ SELINB
not so welcomed or impressive in the workplace. They tend to show immaturity and a limited ability to
communicate effectively. And researshows us that your ability to communicate effectively is very

fA1Ste G2 6S Y2NB AYLERNIFyYyd Ay 3ISGaGAy3 | 220 GKIY
NAR 2F (G4KS afA1Saé¢ 002dzyiAy3d G4KSY Ingithewditrad LIS 1 KS
ONBIFGKZ LI dzaS 2NJ aAfSyOS Aa ONRGAOITf @ t fdzaz SYLIX
2N aft A1S¢ 3IAPSa é2dz GKIFG SEGNY aSO2yR é2dz YlLe ySS§
or a pause also gives thettner a chance to remember what you just said. Practice these skills and

@2dzQf f ANBIGf & AYLINRGDS @2dzNJ 62N LI I OS LINBaSyOS I N

Voice or vocal variation ¢ Have you ever listexd to someone whosvocal tones ar¢he same

Y2y 20G2yS0 y2 YFGGSNI gKIG GKS@ theds@bsring peaking Shilles G K I
causeyour attention to drift away from the speaker® K I 1 Qa ¢ KI i KI LISy ad @sKSy @2c
YR @2tdzyYS 2F e2dNAYBISSORND BEY YeR GONBFAIERIz A5 NBy (i1
I Y2y2G2yS @2A0Ss KIFfF GKS LIS2LIX S Ay (GKS o0dzAf RAy3
AYTF2NXIEGA2Y 22dRAF Z0BAF@HALRI OaN@PeDinad arKS &RaZA
2y FANBzZ¢ aleé AlG 6AGK GKS @20F f ¢&INRYaG A2 yR NiFGY | RISKaCS
2T P2A0S 2N @201t QGINRARFGA2Yy D [/ 2y @OSNBFGAZ2YEa | NB T
R2Say Qi YL A yogdl tang or uokiBe tBrdugh ®verything 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 communtio® in a professional situation in vocal patterns or fads such as

GOt f SeBm+altIPISE aLSE1¢é¢ A& | gl é& 2F SELINBaaAy3a 2N Sy
2y I KAIKSNI y2iSz ¥F2 NI Deéckysurkpéaking SteSorctuizriddncias and | § S F S N.
work on correcting them for the workplace.

Be conversational cLY | RRAGAZ2Y (2 aiSft f Aéyrdthel goddidaiSta speak Y R d @2
in a conversatioal manner(or to express yourself in a friendly and personal y&pr 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 perstmperson conversation.

Speaking in conversational manner means your intervéemore 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 cowersationally in an interview makes you appear more like thevorker you want to
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become. You want to sound likene of thenZ even before you areagain,the power of positive
thinking).

Humor ¢ Before we discuss why humor can help you become abe®ter& dzy A OF G2 NE f SGQa
professionally about this seemingly nprnofessional subject. Humor in the workplace is a valuable
O2YY2RA0ed LGQA &2 AYLRNIIYyd GKIFIG a2YS O2YLI yASa
workplace. Research has shown thdtere humor exists in the workplageroductivity or results are

2FT0SY KAIKSNY 126 Oly (KAa 0SK | SNBPQa K2gd | dzyY2 NJ
new ideas, to feel freer to spealp about what they see happening in the workplace.

Think about it.

.SAY3 KdzY2NRdza A& GF{Ay3a I NRa]l o Sailedgyeord2nzaQNE Lldz
laugh. If humor is welcomed in the workplace, this act of bravery plays out in other ways. Spgaking

and sharing appropriate jokests the stage for speakingp with new ideas for better productivitypr

feeling free to speakup about problemghat employeesmay have noticedSq humor can help an

organization perform better by encouraging its workers to spaakvith new ideas andetl freer to

report problems.

Plus, humor energizes workers. It gives them a lawiich relaxes them by releasing the natural
tensions of workli Q & takingalsi®rt break in the seriousness of work and helpsrkers to continue
on productively

Also, humorin the workplacemakes for better teams. People who can feel safe aad fo laugh
together canwork and perfornmbetter together. Sphaving a sense of humor is a good quality for a
potential worker to demonstrate to a potential employer.

With regardsto its value to improve communications, humor makes the listener ppratndbecome
more interested and attentive to what you are saying. If you can find something funny,tb sapa f A 1 St &
G2 0SUGSNI YIS (KS LR2Aeghl lik®img&NSoryi NEAYy I (2 O2YYdzyA

Now, a word of caution about the subject of humtitere are some jokes that are not welcomed in the
workplace. There are some jokes that may be offensive and even #ledahay get you firedJokes

that make fun of other peopleragroups of other people (i.e. minorities, ethnic groups, women or even
co-workers or the loss) are likelyo get you in troublefired or even suedlokes about sex or politics are

also probably out of bound&o always think about the appropriatenesdie humorous comment

@2dzQNB | 62dzi (2 YI 1S P Q¥nyitatigns. MifeR in doyitRoS N & jok& Y R £a§( @ ¥ 2 NJ
it.

Content z be specific ¢ Remember, we began this Lesson by noting that listeners or audiencagppick

93% of their information frona speaker through thaonverbal and verbal communication techniques

discussed in this Lessdrhat leaves us with the last 7% of an effective commuioica strategy to

consider. Thig% is the content of the remarks or spegghNJ ¢ K| (G Qa | dfodzlKi fiddao S&YE &l
best advice about the content of your comments or remarks?
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2 Sffx A(GQBBESRECIEIE S® L GQa

That sounds eagputA G Q& | QldzZl f £ & ljdzAGS KIFENR F2NJ yz2ad LIS2LX S
wrote atthe endof averylong @S NJ G2 | FNASYRZ d¢KAA fSGGSNI g2dz R
tomakeits¢ LG G 1Sa SOSNB2YyS o0S@Sy | IANBFG FdziK2ND Y2
f2y3ASNI 2ySad LiGQa ,dpéciicResmelthanat isZolradbleh with hackgréuyidO A & S
information and semtrelated points.

l'YR FT2NJ &2dzy3d LIS2LX S S @Ay3a aOKz22tg adzQ& BT. & DdzR
educational experience has been to tell the teacher the background or process you follewed

arrived atyour answers, conclusions evensolval 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 mayused to this academic method of effective communications.

LT @2dz  NBX AdGQ& A Y-EemethodbKebnyilicatiore | Y2 NB o0dza Ay Sa

hileés LQft 6S Y2NB &ALISOATAO® ,2dz gAff 0SS o0SGGSNI &
LJS 2 LJt 8 spéaRimg@ith theoint of your story first, thenell them key back story or relevant facts.

Give them the headline first.

52y Q0 o0dz2NE @2dzNJ {S& LRAYyUG dzy RSNI I Y2dzydalt Ay 2F 62N
interest. The general rulef professional speaking: itell them exactly what you want them to know (be
specific) then tell them the back story, as necessary and as time permits

Assumeghati KS LINPFSaaAiz2yl t 2NJ odzAy S@thingsdd M@iranyad & 2 dzQNB
0KS @SNE Y2YSyiith thandZheyBavailittinte foAyglzand your new information.

So, you might have 10 seconds to get and hold their attention. Hence, you must learn to be specific with

your communicationsOnce you get the headlineouty R @ 2 dz KIF @S (GKS fAa0GSySNDa
can follow as might be required.

Enough said.

Well, thereis one lastthingt KSNBE A& a2YSaKAy3 .£mhi§i§ & Bffedtivé a St SO G2 1
O2YYdzy AOIF GA2Yy &aAUGNI GS3e { ke bidss and Y& dereFididg Aonelikah |j dzSa G A
St SOFG2N) F2NJ 2dzad || FS¢ FE22NBI ¢KIFG ¢WitthR &82dz al
short time-frame (about 30 secondsh mind, craft and practice a clear and concise elevator speech,

should thischance meeting (in an elevator or elsewhere) happén need to learn to be specific
because 30 seconds isti6dzOK GAYS® 52y Qi o6f2¢ GKS 2LIIRNIdzyAde
Under this principle, professionals are advised to develop an elegptmch about something they

ghyiad G2 GStf (GKS o02aa 2N I 1Seée O2yidkobLdily @&®td o
GgKIFEG 282dz2Q@8S R2ySs 1y2¢6 2N GKAY] AtinedffSctivelNII I y G F2 NJ
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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 listenimgyigy?

The skill seems simple enough. Someone says something to you and you listemamber. 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.

2 KSYy @2dzQNBE Ay | O2y@SNERIGA2Y 6AGK az2yS2ySs>s RAR @
muOK 2y gKIG GKS 20KSNJ LISNE2Y A& al&@Ay3aT NI GKSNE A
what is being said? In other words, yate not completely listeningr NB & 2 dzK |, 2 dzZONB T2 Odza
GKS GAYSSE 2y 6KIG e2dYYARKEALKSIE KNS WSALRY Rab2 deNE (i dz
f2aAy3 &2dzNJ 02y OSy idbdd beyignifg t@ tiink Aot so@ething sk ghirelya |
OGKIGQa OFftSR y20 LIe&@Ay3a FGdSydGaAz2yowichtng& FI OG 2F
stops talking to useven 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

FNRBY gKI G ¢6SQNB 4tbai lRtenBdreffdctelyo S R2 A y 3

Listeningg really ligening, carefully and completelgA & | &a{Aftf GKIFIG R2SayQi O2Y
LIN} OG4AOS Al Oz2yadlyidafte oe (Spdndigids 20Ny 08 6 SNB Iyt
stopourinnervda OS FNRBY GFf1Ay3IsT S ySSR G2 GNIAYy Al G2 N
distracting us(for examplepy preparing our responses titinking about lunclor our summer

vacatior). The reason why this skill is so importarthist we really need taain 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 knawd the more we know and understand, the
better our job performance will be.

Sudy your listening skills and determinesither your concentration oinner voice is getting in the ay

of hearing compdtely all that is being sai®Practiceby repeatingsilently to yourselfvhat 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 timgtepare your reply while improving your

listening skills:

ask the speaker a question about what they just said;

a1 GKS aLISF1SNI G2 NBLISIFG 2N aal e Y2NBé | o62dzi
repeat back to the speaker a short summary of what you heagthtbay; or,

simply tell themthaté 2 dz Y SSR a2YS (GAYS (G2 GKAYy] Foz2dzi @2dz
as possible.

=A =4 =4 =

In addition, listening skills can help you better manage conflict. With regarcbnflict, if a sulgct has
made the speaker visibBngry at yowor your company, begin these uncomfortable situations by

99'VVID



NEYAYRAY3 @2dz2NBSEF GKFEG A0Qa LI NG 2F @2dzNJ 220 G2
or as planned. People and organizations make mistakes. Not having them happen is not ansoptio
how you handle them is the key to your success.

7 A~

[ SGQa FTANRG FRYAG GKFEG O2yFEtAO0OG Aa adNBaaftdZ o LGIQ
82dzNJ 62N) 2NJ 2NBIyAT FdA2y o 2K GQa GKS oSad sl e G2

LYy AYLRNIOFYG FANBG AGSLI Aa£iwdAB8GtABS8SYYBNE SYENDS
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 theyabe 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 thén2 dzZQNBE ¢St f 2y @2dzNJ gl & (2
02 y OS NY a Takdy stdp in&divinditie@blem. A good rule to follow is to not respond or say
Fy@aGKAY3 F2NIFd €tSFHaAd p G2 mn YAydziSaod [AadaSy O N
Give them a reasonable amount of time to tell you whatever it is they desperately need to saywMh

Y2al 2FGSy KIFLIWISYy Aa (KS Oz wteding th tfiedNhdgey Willlikely 2 G A OS
appreciate this fact and see it as a sign of respect or an acknowledgement about their cofating.

the beginning of a complaink, (i @& best Just to let them say anything and everything they feel

compelled to get out. Let them even say things that pelieve arenot to be true. By listening to them

OF NBFfdz t ez &2dzQff 2FGSy KSI N I ydz yaddhelgywiaoy Sg RSG T
understand something thatyoR A Ry Qi 1y 26 | 02dzi 0STF2NBd LYy 20GKSNJ ¢
This is a hard skill to practice because when most people listen to a complaining person, they naturally

want to rebut or disagree withthem KSy (1 KSe& (y2¢ (KS@QNB gNRy3Id ¢KSe
GKSYZ GKAAa YAIKEG az2t @S GKS LINRPof S¥spcom@dntsare (G KI (1 Qa
nearly impossible to solve until the angry person has had their say. Wherethldike K S& Q@S KI R K¢
sayandthat® 2 dzZQ@S t AaGSySR NBalLISOGTFdzZ tezr AG gAfft 06S YdzO
rebuttal, as appropriate.

Solisten quietly to complaintd. S GKSY KI @S G(KSAN) aleéd 2KSy &2dz &S

themselves or are beginning to calm dowwou can begin to try to solve the problem rationally (there
will be more orhandling conflict in the nextdsson).

Listening is an important professional skill in so many ways.

The art of bragging

LAy Qi oNIEFXIRSNBYNH ¢S GFdzAKG y2ad 2 &#§N&8S ¥KIKIsS
have beenand this virtueoften serves us well when building personal relationships. Howevieen it

comes to the workplace and being professioma need to redefine our uneérstanding about

GO0ONJ A3AY 3

CANRG 2F FftfxX £S0Qa aidl NI o0& RSTAYAY3I oOoNIIITAy3I Ay
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In a professional contexk 1 Q& S RdzOF Ay 3 20 KS&dicahdo2Bdaggingas{ & & 2dz KI
awkward word for communicating or advertising our accostptients and abilities to the® who matter
to us in our professional or work situatign

As a jobapplicant youmustlearn how to become your best advocate regarding your talents. And when

doing this, you need to develop a sophisticated or professiogafs6 2 F f SGGAy 3 LIS2LX S |
done or can do. In one sense this is bragging; however, in the world ofiierdffective marketing or
FROSNIAAAY I 062dzi €2dzNJ |y 2 ¢ t,Bsebt3ealy BragairigfThis YR | 0 A f
attribute or skill isaform of selfadvocacy & Keypart of better representing your work skills to

others as well as demonstrating an-athportant seltconfidence.

Most workers think that if they do a good job or accomplish an important, thelir bos®s will let
20KSNB (y2¢ Fo2dzi AlG® yleWwR eXay ol akrl R2yKQS & DA ya?z
words?

Well, in the world of workneither of these points is always true.

In the workplacepeople are very busy, plus they can be competitiver these reasong 2 dz OF y Qi 02 dz
on others, including thedss, to tell your story foryouar2 o NJ 3 | 62dzi 6KI G @2dzQ@S
sadtruthishatY2 4G 02aa4Sa KI @S gK2tS 20KSNJ 2204 Ff2y3aArRe
pressed ér time and are likely to be too distracted to promote your accomplishments to others.

In addition, in the competive workplace environmentyorkerstend to bemore worried about

braggingabout their accomplishments tharlling others what a great joboy did. Plus, they may be

competitors for bonuses, recognition and promotions. So, the responsibility to get the word out about

GKI G 82dz2Q@S I 002YLX AAKSR FlLffa 2y &2dzp LT &2dz R2Y
accomplished or are capable ofXly 3> & 2 dzQf t fyrfizedSahdour yitRafion indy susfS. B8NS O 2

alert and begin to understanithaty’ 2 2y S Sf aS Aa f ASIFf & 2(d2 R&YNIIT & LISH 7
about youraccomplishments andapabilities, they may go unnoticed.

Therefore you may needo 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
GKAY1AY3 02dzi 6KI G @2dzQ@S dtindtdbthidk dbolR ang iiteldgvR OF y 0
or list your accomplishments. Then, practice ways of talking about them in a professional way. Do this
factually and with a measure of humiljiigndnot in a boastful way.

C2NJ SEI YL ST AT @& 2ads@yhiient o Nam@eling drever Blannel, yo@ might tell NJ

key people, whenthetimeisrigni 2 KSy L @g2NJ SR G Y& AYyUSNyakaALl fl a
having the opportunity to organize and produce a special community event for our custowigighe

KSEt LI FyR adzLJL2 NI 2F Y& adzLJSNIA &2 NE Idetaildodspefio f S (0 2
accomplishments like wedhad over 200 people attend and | organized the registration, conference

room arrangements and invited the key speaké@stO2 YS | yRKLINB & Sz éd o NI 3IAy I €
RSaA3IySR (G2 R2 Aa G2 aleész alSeész L Oy R2 T§SGAyYy3
is advertising your accomplishments, ambitions and skills in a professional way.
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One way to develop youskill to promote your career potentigbfofessionabragging is by answering

some basic questions about your accomplishments. This listing will help you tapaildet of facts

Fo2dzi @2dzNJ I OO02Y LY AAKYSY (142 Al B ¥dkred tfed@cast NiizABS I+ y
guestions, 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 ke aldave

these marketing messages about yourself into your conversations with people who may be able to help
you with your careerThese questions are offerdztlow with permission from Peggy Klaus. She calls
@2dzNJ ' yagSNE (2 (aiitess) dBRAIQAR YRS OFRiNG 1852 ddbaga{oBNa- (i3
monologue or elevator speech about your3elfor more insight into her methodse sure to read her
02212 G¢KS & NI BtBRww.pedigfkEBUs.yom/books/brag

| SNBQa t-BIBERIQAJZEARS TRSaAAIY SR (2¢ K&briickadh@edzpdBsibleR & 2 dzNJ
answerdisted.

C2NJ I oflyl d&. w! DddeApppriiiimpage 93¢ | A NB T2 NI
BRAG! ASelfEvalwation Questionnairg(Sampe)

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 éam 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.
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http://www.peggyklaus.com/books/brag

What do you think is your strongest ability and how didi¥nd up being good at it?

My strongest ability is to help other peojfilecome better atvhat they are trying to do,
like playing sports or planning tlidgravel | like to encourage people and help guide
them on how to do these things. | likeaking plarsand coaching people.

What do you like/love most about your life?

Helping people.

What are you most proud of having accomplished recently or in the past?

While playing sports, my team matested me as their team captain.

What new skills have yolearned in the last year?

1.IE SFNYAY3 K2g G2 RSaAdy LXLea T2N 2di

2. Icreated a listing of websites which help people plan their trips.

3.l feel comfortable making speeches

4.

What difficulties have you overcome to get where you ao&v?

1.L gFa akKe FyR KIFIR (2 LldzaK YegasSt¥F (2

2L FFAE SR I O2dzNE S -talStiiat cdmis€ and gotaiyddg gpaile. 3

3.1 have trouble keep a budget. I learned how to do it and now keep at i

4.
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8.

10.

What important lessons have you learned from making mistakes?

To learn what | did wrong and commit myself not to making the same mistake twice.
I learned that | learn more from mistakes than form successes.

What training or educationaxperiences have you completed and what did you gain
from those experiences (academic, athletic, artistic, etc.)?

1.LQY 3ISGaGAy3 Ye | AIK {OK22f RALX2Yl A

2. My summer camp job taught me how to develop my leadership skills

3.1 won a sports awal and | learned that my team mates helped me to win it

4.

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 atthe dog rescue

4.

G8g)
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11. How do you spend your time outside of school (hobbies, interests, sports, friends,
family, and volunteer activities)?

| spend two evenings a week practicing with my sports team

| spend one day a weekend volunteering with the dogueshelter

12. In what ways are you making a difference in people's lives?

| feel good about helping people and dogs live better lives. When they thank me eith
GSttAYy3 YS 2N) 2dzad ¢l 33Ay3a GKSANI GIFES
me to do even more good work.

Fromthese answerg 2 dz Ol y a0 NI o0dzA taRRWHzSE 2 @RI WSHEH 2 $ KR OK O M
bragénuggetg @ 2 dzQf f Yy S SeRaboiitgouria&eoniplishde@Belsure to create a short 30
secondor-less statemenaround these factawvhich you can tell people while networking, going to
career fairs, looking for jobs and evethile telling people at work something important about you
06 KI G @2d2Q@S | O02YLX AaKSR 2NJ ¢KI4G ySSRa G2 oS 00

BE SPECIFIC!

' 1 E TOgERAHE TOR

In the world of sports, Wwat 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 preparatitwe$ore they feeready to begin the game or perimnance

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

G8g)

105 WID



ready themselveg 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 preparétiy’ & LJA & OKAWAKX (G FRSWA SKBSIia | o2dzi G2 KI I
these professionalhave doneatype of speting event or performance 100r even 1,000 times, the

smart oneg; the successfubnesg go through this pregame ompre-event preparatioreach ad every

GAYS® ¢KSeé R2 (KAa F2NJ aSOSNrft NBlFazyaod hySs>s Ad 3
to happen. And two, it helps them to manage their nervousrassindl y G A OA LJ- G Ay 3 gKI (G Qa
KILILIS yEd SISy Y | 2 2 Mdjolstark Ha® ix ®dinglofyh&vousness before the main

SPOSyiliad ' yR | & ¢S Q3JBsstnneruiznessScan b8 yobtFrian8 otenengy, ( KA &
depending on how you respond to it (fight or flight).

It may bestilK I NR F2NJ & 2dz (2goodbF ABP Sy 3 NKIA A &N 1% Xd DEANINSBY 3
inthe momentandesst A { Sf & (2 LISNF2N)Y ¢Sttd . SAy3a ySNB2dza A:
Embrace isndR2 y Qi NHzy FTNRBY AGd LGQa GKI G &arwgfiradion. | RNBy |

Beyond helping control their nervedd other reason athletes and performers engage in the practice of

LB OKAY3IE (KSYasSt @gSa dzld o0& SEIl 33SNlohjumpiigupi KS @2t dz
andR2 g6y G KAf S &K 2 deddisfttit beipStieMIBd be adlfeir Best performance from

the very startofthe game oGl A A e ® LF GKSe& RARYQiimidhiNgddewdl Ay (K
minutes of the game time, or longer, before they start to reach their peak pmadoce. During those

early moments, they may hawambled the ball several times and eviast the game from the start.

t $33& Ytldzaxr 2dz2NJ Of FaaQ SELISNI 021 OK 2y (GKAA& &dzme

D2AY 3 ah@SNJ (K SsefolpurfbseshSmeRtiSrd, iYcallyisthe dervasdgets the body
and mind alert and ready for actipwhich helpgo ensure that you hit your mark or start your
professional performancesyour best and authentic self.

AsFS33& VY| dza ngbverithatopizb ¥ 2 d5& e 3 AA 0 SAAY S @2dzQf £ adl NI

or presentation) at your peak performanée ¢ KA a4 A& AYLRNIFIyd 0SOlFdzasS @&2da
judgments about you from the moment you enter the interview room. In fact, yaehust a few

seconds to get their attention and for them to view you as a viable and serious candidate for the job.

52y Qi FdzvyofS GKS oFff Ay GKS FTANRG FTS¢ aSO2yRa 27
go in¢ just like a real professnal.

| SNBEQa K2go

Ly GKS YAydziSa o0SF2NB (G(KS AyuGSNWBASg>s 3I2 (G2 + ljdzAa S
0SSOI dzaS &2dzQNB I 02dzi U 2anireraaditdl Rourselpogitve thoaights or I G & 2 dzN.
affirmationsc like you are nmber G K i 2 2 dzZQNBE GKS NRIE K (LIS REDPST RRY &
YEye 3ANBlIG GKAy3Ia GKFG @2dzQNB LINR dzR RwanttbirR ¢ KSy
Godover the tog with praise about who you are and how well ¥ dg&ing to do irthe interview.
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The wilder you argthe better you will perform.

And be surghat no one can hear you going over the tbpcauseyou shouldexaggeratdoudly and
@A A2 NP dza 9& Y& KA NIRBINPep oS yourself.

Also, during this exercisgo throughyourcheck A a0 2F GKS YIF 22N LIR2AyGa GKI G
I 62dzi ¢ & o NI 33 Ryhibd yourshiiabdut ik thikgd wouw rieed to do to be impressive, like

making eye contact, gesturing, posture, speaking style, language usagkyaoation, humor, and

being specific.

5dzNA Y3 &2 dzNJ LINA @1 -ipfexeicisede Madiy &8 with exaggeration Kivgs like:

V aLQY NBlIffe SEOAGSR (2 0SS KSNB (2RI &H¢

V. aL OFlyQi oFAG G2 GStf @2dz o2dzi K2¢ 3INBFAG L Y
V aLQ@S 6SSy AMNB2R NANEAf FENI (IKFSHE

V a[ SG YS (Stt e2dz 6KeHé

V aL Y a2 ljdzk t AFTASR F2NJ 6KA&a 220HE

V aLQY 3J2Ay3a (2 26y (GKIFG AYyGSNIBASSE NR2YHE

V aLQY NBIFRezZ f SichaNRoySa Myli RK/SHEA Y 1 SNIDA S 4

This is the time to end every sentence with a big fat exclamation boint

Makethat two big, fat exclamation point$

pu
0]
(et
Q
Q)¢
Q
LLl
No

hK> aK2dzi Ad 2dzi |y 2O0SNJ GHIS (2L yR

BE PROUD AND LOUD!!
Whené 2 dzNJ & NOvé& the Topspeechio yourself has ended, you will be at your peak
performance ad ready for action. Your nerves will be under control and you will have told your body

FYR YAYR (KIdG 22d2Q@8 OK2aSy. (2 aFAIKGE (2 gAYy oy2
. 2dz aK2dA R YI1S GKS ah@SN)I GKS ¢2L¥ SEOA&S | NBIdA

la ¢S SYR GKAA [Saazy 2y a2 2 jldahdt@iiquedNdatiSngdds ¢  dzy R
this Lesson are vital to your effort to be successful in getting a job and in your career. While these

gualities may seem superficial, please understtrat they are proven techniques for success. They are

essential andacking them i®ne of the major reasons why people are unable to find or holddob L (i Q &

the soft skills like these that canake all the difference. Employeted| us thata job applicadl Q& | 6 A€ A (@
demonstrateall ofthesesoft skills is what makes them an interesting and attractive candidate for the

job. Many people can do the job, but only a few chanit in the right wayStrengthenyour competitive

edge by pacticing these skill8Build yourworkplace presence.
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Lesson2 ? Workplace Practices fnedium skills? rules of the road)
Employeeswho are successfiguickly learned the kestricks of the tradeé or the workplace rules of the
road discussed in this Lesson.

9 Y LI 2@ SS a qutiydearR tRefexilemost oftenget in trouble.

The interesting thing about these workplace rules is that nobody ever teaches them tefare you
go to the world of workEither you learn them through trial and errar not at all(iin which caseou
will likely endup failing in your jop

In any case, for most new workers, it takes a long time, as well as repeated mistakes, before they

dzy RSNRGF YR GKS @I fdzS 2F (KS&S ¢g2N] LI OS Nz Sao
bymad Ay3 YAaldl | Sdeeausekhese Mistakészah bedalvokled 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 gettingdiréortunately, you can avoid most of these
rookie mistakes if you study, learn and follow these workplace practices sooner rather than later.

WhiletKk S f AadAy 3 o0 Sl tRedvorkpRc® drgcirésndusdySuNday eventually learn,
they are he most importantPlus, these initial explanations are just the beginmhthe process of
learningaboutthem.

Be professional at ALL times
2 KFG R2Sa dao0SAy3a LINRPFSaarAzylfé YSIyK

As we mentioned earlier yldbeing professional we meanbeing appropriateand 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-bme, doing it well, andloing itin the right way. It means
demonstrating a commitment tgour organization and its mission. It means not letting your emotions
override your sense of wdt should be done in a businelilse manner. It means being polite, proper,
respectful and nice to all you medt.means being likeable. It means being claad 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 m&eaharing information and credit with others, even when

you might not want to. It means being loyal and having integtity. RZ Y 2 NB X

Ly

' OGAYI AY F LINEFSaaA2YEE YFYYySNI Aad | al1Att @&2dQft

be demonstated by you alwork-day long.

, 2 dz & Ka&tahpkoiesitnadiuring workfor evena minute, even when yoaretelling a joke or
having some fun with cavorkers. Acting professional should always be your visible demeanor or
behavior when interacting wht coworkers as well as customers and others. Your company or
organization will be judgeby the professionalism you demonstrate inside as well as outside your
organization. If you should let your professional imageard or demeanor down while at workyen for
a minute, it can prove to be very damaging to bgtu andyour company.

G8g)
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Aso> €2dz YySSR (2 0SS LINRPFSaaAz2zylt 020K 0STF2NB FyR |-
out to lunch or on a break, your level of professionalism is likely tcdb@a S NS R® L F A (AQixQaay 2
likely to be evaluated and reported back to your organization or even your boss. Plus, a nonprofessional
FGGAGdzZRS g1 & FTNRBY GKS 27F7FAOScadd, iyfturh yoursd: Sojlkeep 2 dzNJ 02 Y
your professnal look in place all day long.

L OFLyQlG GStf @2dz K2¢ Ylyeé GAYSaZX RdAd2NAyYy3I f dzy OK K2 dz
overheard by others and reported back to their bossegou want to tell a friend at lunch how stupid

your boss is (wallmay do this from time to tim¥ except me of coursg, just be sure to say it softlso

y2 2yS SftasS OFy KSINI@&2dzp LT @2dz2ONB RNAtA Y3 (KS
ISYSNI f LJdzo f Abor dutingNkdnt odwlllGeGeR i ayhBgative reaction to both you and

@ 2dzNJ O2 Y LI y & ®belrgpdrtedibickota thef canjp&nfy @nd might ewgssetthe public

enough for them taake their business elsewherk your customers take their business elsewhere

because of your unpfessional actions, you might eventually de¢d or laid-off because revenues are
R2gy® {23 lftglea 0SS LINPSNRRNAER yi K job hakexotha AU 223N 6 S
supehuman, justasmart and professionalorkerat all times

O

ThismaysouR 06234 K AYLR2aaiaot$sS | yRtoyol kb thapillohs of people § Q& 2 F |
before you have been able to masteigtechniquep LG Qa y2G GKIFIG KFENR G2 06S LI
0S02YSa yI GdzNT f cénmintent arepdacig: Heiny préteSsiohalf you shouldfeel

that the idea of being professional at all timestigi A Tt Ay3 2NJ 4dzZFF20F GAy3Ix 2dza i
being paid real money tdoe professional at all times.

A good general rule about being professionattedl 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 behihyou. This may sound excessivetA 1 Q& NBI f fteddoy 20 G K|
and the protectiontigivesyouandyourreputationA & ¢ St f ¢ 2 NIi K A befbg sudte®siul 'y Ay
in yourjob and getting a future promotion.

Without a doubt, frontime to time, work will generate negative feelings agmotionswhich, if

displayed at the workplace, might cause your reputation or standing great harm. So, when these
emotionalreactions arise (and they willjait until you close the door of your home before you vent or

say what yo@e are really feeling or thinking. Or, takeday off (calh y & A O1 0 d-graup&xa 21 F & 1z
complain to a close friend or family membewe 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 y@uheéd to complain about somethingay R G KI,G6 Q&a 21 &
because thee is a professional way to dm. 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 exampbey if y

company just initiated a new policy or program which seéonise failing, you shouldffer feedback to

the right person about thisconcemA y Y I y& gl 843X AGQa &.2dibbt ieINGtT Saa A 2y
(professiondy) to direct it to the persa who is responsible for the policy or prograon to offer your

feedback to your supervisor. Make sure your communication is factually based, not emigtadvaabed
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or angry.These company officials watat hear from theiremployeesvhen something is wing.¢ K S NS Q &
a big difference betwee ranting with emotion about a basituationand calmlyand rationally

explaining to the right person at your workplace thigserved negativampact of an effort or policy.
¢KFiQa GKS RATTSNES ysofal addBeing fr&essionab A y I dzy LINR TS &

Be professional at all times.

Leadership
Everyworker, not just leaders, needo learn the importance and technigs of leadership. And they
shouldknow key leadership concep&ven before they begin their first job.

What if you neither want tonor expect to become a leader? Is it still important to learn @bou

f S RSNAEKA KK Chda Shay LI2 Nineayisimore Bdb listdasiry a boss or supervisdtralso
describes both a vital personal and professional skill agpdadity that all successful workers must be
ready to demonstrateleadership is demonstratingdustry, creditability, competence and potential.
Leadership is prioritizing, constant learning ammdblem solvingLeadership is finding a way for
everyone towork togethe.

So, leadership is an important skill for everyone to cultivate and master.

They are hundreds of sdiielp books written about leadership which define, describe, and expldae it

more completely than we will here. You can read them lamié 2 dz 4 K2dz R® | 24 SOSNE T2
establish the essential concepts around leaderstip/ou can beg to understand its importance and

you can begin to practice it in order to become a more clatgprofessional.

The essence of leadership begjiny understanding that hiappens in four (4) different ways

The first typeor exampleof leadership is internar withinyoué £ S R @2 dzNE St Fod LG Qa &
LOQ&A laloRedzl LEREz K29 &2dz RANBOU 22 detNREABEPAGRARS RF2
that inner voice of responsibilityhich 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 capabilihanage your time and
whatyoudoSa L2 yaAof & 2N LINE TS aRS@S/tI 2 LIYeShyhahdiethant (CanvNal 3£ 5FS F c
you lead yourself to do what must be done? Can you lead yourself away from distractions and over to

the desk to study? If yoare weak in this area of leadershfpndto some extent we all ajeyou need to

start your leadership developmefitere. Bgin tothink about thistype of leadershimnddevelop and

practice it Understand that 8 dzQf f ¥ A N& (o lgaSydrselfibafie theSnext tre tBpediof

leadership will be possiblelead yourself first!

The secondype2 ¥ f SF RSNEKALI A& @2dzNJ I oAfAdGe G2 fSIFIR o0& 1°
words, do you have command of the facts or information which you are responsible for knowing? If
E2dzOQNB 2Kk Y ®ROKe&2dz 1y26 e2dzNJ f Saaz2yakK LT &82dzQNB |y
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 arobeknhowledge yoQ Nipposed to
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have? Are you viewed as a leader around knowledfe8t, embrace this type of leadership and keep
learning.

Thethirdtype2 ¥ € S RSNAKALI A& +y AYyF2NXIE (@dL)S 2F fSIF RSN
cometogeK SNJ F2NJ I O2YY2y LIJdzN1J2aS 2 NJ (I airteacheRgivest S y 2
your project team or study groupnassignment to complete. When you first gather with your group,

who speaksip about how to best proceed and get the activity sta? Who helps the group move
F2NBIFNRK 2K2 YIylr3dSa GKS 3INRJZIQa RA&aOdzaarzyas 1S
2 K2 NBLER2NIa GKS NBadzZ da 2F GKS GSIFyQa STF2NIK L
can be you, if you choego develop this skill. The key time to act as a leader is when the group or team
FANBG YSSGa YR GKSNBQa (KIFG aAf Sydvhohasw8y i 6KSy S
leadership skills necessary to get us starte@ifat person will likely be the enwho speaks up first and

aleasx a2 KSNB Aadthafniost dftén end8zBIA § BO2 YAy I (G KS 3INRdzLIQa Yy I
leader. That can be you, if you want to develop your leadership further.

S
Q

The fourthtype of leadership is the one most people thiakout when this subject comezLJ® L G Qa (KS
situation where one person has been placed in charge of a group, team or unit. An assigned leader has

been given the rightful authoritio lead the group This type of leader is theatditional authority figure

whoseorders or direction arexpectedto be followed. Others in the group recognize this rightful
FdziK2NARG& FYR IINB LINBLINBR G2 F2fft2¢ (GKS fSIFRSNRa
direction. Not all leaderknow what to do nextWhat hgppens then?

That brings us to a definition of leadership. What makes a good leader?

My favoritedefinition or description ofood leadershigomes from a former general in the U.S. Army.

His name was Generdl Norman SchwarzkapBeneral Schwarzkopf wige 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 foraes withverylow causalities. This was

an enormously impressivaccomplishment given the complexity and scope of the effort. | heard him

speak once about his understanding of good leatgx It was short and sweet, just like a genexaluld

be.General Schwarzkopf said that there are many books, the@res;omplex definitions about

leadership; however, they all boil down to a simggfinition which epitomizes the concept of good

f SFRSNEKALI®D LGQA y20 2 ynithe waids of thié GeBeralpgd@®aderShipsi @ (2 NB
defined by these words

a Cthed vbid anddo the right thingé

What the General meant by this definition is tivalhen a situation arises where you recognize that
something or some action is neededi K I (i A 4¢ (KIS a@2 MR todto lle$aBeBA Y I T2 NJ |
leader is alert fodt @2 A R,&vien $e#irg thenseeks taake action2 NJ ¢ FA €t GKS @2AR

A LR AY (X @& 2 dwherNBee &éI9Bvbalt artiodor red I VYRENA Y KEZdzZGR L G |

0KAa
fERA IDKS NAIKG GKAYy3

)y S

!
2

t
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In other words, do what the conditions or aimmstances indicate need to be done. Act wakalty and

integrity. Search your mind and heart to @emine what the rightaction should beThengo for it. Do

it. Sure, as time allowsjet the good counsel of otherbut act whenaction is neededAnothe military
O2YYIFIYRSNI 2y 0S al ARX daL ToeadddoinBastgdighs VY, je@dargfilis YA a G| ]
abalancing act. Taking action, when needed, may not allow iyee tb getthe opinion of others. So,

mistakes are possible and inevitable.dddeaders who are filling the void and doing the right thing still

make mistakes, but when they dilney correct them as soon as possible.

¢KFiQa GKS SaasSyO0S 2F 3I22R fSIFRSNAEKALD
GCAff GKS @2AR FYR R2 (KS NARIKIG GKAy3IDE

A potential leader sounds like offis self-confidentor courageous)ooks like onei§ dressed for
success)and followsthe basic concepts around leadership offered abd@&e|earn more and practice
your leadership skills. It wilive you a competitivedge

LiQa Ff a2 2nySi SINKS- alieidsf@NNIRORaE associated with bemigader. If you act

FYyR 221 tA1S | fvisweRadB0oNE Sopakndzsd the rolé & a@laagein the foud S

areas or dimensions of leadership described above will help to mawvely the leadership ladder.

Knowing tleseelementary principles arounkgadershipis a great start. Thewill help you both develop

your leadership skillandbetter NE 02 3y AT S JI22R f S RSKHowg A K G6K2Y @ 2 d:

a[ S R Sasa@ifcludek the ieh ofcoaching or blping otherpeoplebecome better by helping them

to see more clearly how they might perform bettdiaking the time to coach a pers@sometimes a
hardthingto do, especially if yonan more easilgo it yourself and save the timedehing or coadng

someone. While this might seeeasier, you wilactuallyfind it far more timeconsumingoecause the

next time you may find yoursedfoingtheir taskagain.Good kaded 1 y 2 ¢ ( K(&dsh@udyai R 2
try to do) everythingthemseles, so time coaching is time well spent.

Now that we understanthe core principle ofeadership, howdoes 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 pyramidn theleft below,the group leader sits the toprhis is the classic or
traditional waythat leadership is practi@tin organizations. The leader sits at the top of the
organizatiomn and from on-high, makes the decisiord gives the commands to the subordinate
below, often through a chain of commaiaid control This is fine for getting things dor®ut to make
the rightdecisions, it must be fueled arformed by the secondipsidedown pyramidon the right
below.
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In this secondip-side-down pyramid the bossis at the bottom of the organization. The organization is

turned upside dowrsothe top bosscan collect fadd, data and suggestions on whattoblems need

some attention. Irorganizations where this inverted triangle is practiced, bosses are smart etmugh

1y26 GKIFIG GKS& R2y Qi 1 ¥ Bupthel wbikétEdd.KSb,ynDdrdértake A a A2 Ay
advantage of this reality, smart leaders sgttheir organizations so that the flow or movement of vital

information easily flowso them.

Most good leders know thattie quality of their decisions armbmmands is only as good as the

information they are getting from their workers (and customers). An organization will quickly suffer and

perform poorly(orwors§ A ¥ Al R2Say Qi KI ¢hbvementoliadniafion to ek ST FS O .
boss. This seconthformational pyramid balances leadership. It tells the effective leader who is sitting

2y G2L) 2F GKS RSOA&AZ2Y LEBNIYART GKIG KS 2N akKS Ol
S @S NE 2y S @an arldlsuNdbrk. @oldir to render the best or correct decisions frorhigh,

good leaders know that they need accurate datdormationandfacts to trickledown to them from

those who know, first hand, what is going. In order to be a good leadesyccessful leaders know that

they must blend both the decision pyramasidthe upsidedown information pyramid below.

Boss (decisions) Workers (information)
Comy \Tntrol D\ /uggestions
Workers Boss

In addition to having dalance betweenhe decisionpyramid and thanformation pyramid all good
leadess (at all levels of leadersbiptrive to follow theeguiding principles
V Keep afocus onthe importantglscR2 y Qi 3SG RA&AGNI OGSR o6& GKS ay
V /2t SO0 SOSNE2VESQY DLINPXANF EE (G2 Fft YR (y26 ¢
the company, and especially about your ideas.
V Create friendships as well as partnerships with peqpfepeopS f A1 S @2dzz G KSe@ Qf f
successful.
V Not all people will agree with your decisionso acknowledge creditable contrary opinions.
Never dismiss them as wrong. Try to explain how your decisions respond to them.
V 52y QG GNB G2 & AugtiorSo@athelii Q aNBdg-Sey Gis2 gfastia S + FS o LI
concentrate on winning the big ones.
V Understand that people may need time to appreciate and accept your ideas and leadelship
GKSY S@2t @S> R2y Qi 2@SNI & 7TAmKkédatahK Sosdigedsl F2 NDS
get stronger with time, if you have time.
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V Always let opponents talk (and listen attentivelg¥ you may learn something new which will
help your decisions to become better.

V The most important trait to demonstrate as a good leadelnumilityc if you are perceived as
humble and not arrogantou will be a more attractive leader. Being humble is to never brag
GKIFG @2dz2Q@S go2débaie KriBat yolNiBveziShgsi idea. Demonstrate humility
by showing that yoware working 6r a common cause anmbt yourself.

Also,whenyou eventually get promoted from thlewer ranks and are asketb become a team or group

leader, understand the shift in your woskills that this new assignment entaiMost newy-minted

leaders arechosenfor promotions becausthegd Q@S RS Y 2 y a i NI (i BeB pdifdtrheiisn G KS& | N
their job skillset For example, the bestndmost productive accountant or lawyer may be selected to

be theleader of the accounting or law grogp L (G Q& Of I I¥cdi énOrgadidation tdtewakdi A 2 y |

(with power and more money) their best workers or performers. Since-legl promotions are most

often tied to leading the group, those workers who were great accountants or lawyers may become the

leader.

The dangehereis that the new leader, while a great accountant or lawyer, may not be knowledgeable

2NJ alAffFdAd G o0SAy3a | £SIFIRSNI2F | O02dzyilyida 2NJf
leadership is its own skill set. In addition, since the new lea@darpromoted to this higher job because

they were great at their job, they often wanttokegpy R2 Ay 3 | O02dzy iAy 3 2NJ £ S3II
322R 4 Al LGQE GKSANI O2YF2NI T 2ySo

| 26 SOSNE |a GKS RSLI NIYSyiGQa yS orchamathelddolemamNI 2 NJ £ S
learn and practice new leadership skills. And this is a whole othef gai skills. The danger four

newly promoted leaders is that they might not fully embrace their responsibilities to lead and, as a
result, maynotbes@S a a¥dzZ Ay (GKSANI ySég NBf So { eR2 @i o
YSty @2dzQff o6S | 3ANBFG YFryF3ISNI 2N fSFRSNI 2F (GKS

Start now, with a commitment to learn and practice leadership skills. Someday, if you do a gobe job, t
next promotion may requir¢hese higherendleadership skills. So, keep learningl@macticing
leadershipskills and you will be prepared when this howomes your way.

Conversely, somé@vorker bees Y @ NRAR IKG Fdz £ @ & & & grémotibktb hetome@ 2 dz¢ ( 2
0KS 3INRdzZLIQ&a t SFRSNJ 6SOIF dza S (i K Sthattheg rg6$ nopbié bodod (G K S & QNB
leaders. Be aware of your desire and ability tofpem as a leader or supervisqand when the offer is

made be prepared with the answiéJ (G KI 4§ Q&4 NRIKG F2 NI &2 dzd

[Fadfezr G2RIe&Qa 3I22R fSIRSNER (y2¢ (GKS& FINB 2yfe |
performers anymore. Their success or failure flows from the effectiveness or performance of those they

lead. Smartleaders u&INBE G YR GKI 0 GKS@QNB Y2NB 2F I O2F OKXZI NE
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, attentivelal®yd G2 GSIFY YSYo S
comments. Good leaders are both passionate and optimistic about the work being performed. They
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genuinely care about the weltleing of their workers. Buildp these traits within yourself angearchfor
these traits wherever you loolof work.

Chain of Command
2S500S tEtNBIRe YSYyGtAz2ySR (GKS GSNY aOKIFAY 2F O2YYlLyY
more on what that means in the world of work.

A definition isdthe order in which authority and paav in an organization is ad and delegated from
top management to every employee at every level of the organizatiostructions flow downward
along the chain of command and accountability flows upward.

The cleater the chain of command, the more effective thait or organizatio becomes.Military forces
are an example dd straightline chain of command that extends in unbrokereliftom the topranking
officer tothe lowest one Everyone in the organization is listed and know exactly where they fit in
06 K2Qa (KSAdshnl Who Bpoktd taitem asxheir boss).

LGQa NBFItte AYLRNIIYy(d F2NJ &82dz 2 1y26 YR F2t{t2¢

LG adGFNlGa gAGK &82dz2NJ AYYSRAIFIGS o62aad bSEG dzld GKS f
the top. In theother direction, after(or reporting tg you willbe the person or pers@you supervise.

The organization chart is a diagram showing graphically orggwpicture of the chain of command for a

specific organization. It shows the relationship and commarmhefofficial, 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 larijecan be spt into smaller charts for separate departments
within the organization.

| S NJBb@sicordanizatiorchart that is often used to show an organiti A 2 yyQ 42 OKO2AYasby R® L
Ol f f SRcharty @& XSH  2t@ yiwr heWNAc&d employment get transferred to a new
unit, ask someone where your octjart might befound so you can learn it.

{FTYLX S addlddd OKLF NI ¢
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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. 5 2 yc@ 8omeone otiof your chain of commandinless there is a very gd reasorto do asthey
may take it out on you in the future

Teamwork
What is teamwork?

L itk collective efforfor working togethe) of two or more people dedicated to a shared objective or

goal. AA L2 NIia GSFY A& | 3INRdzZI GKIFIG éFyida G2 oSFG GKS
YSYOGSNI 2F | GSIYX @2dz Ydzad F OOSLIi (KSless RSI GKFy |
AYLRNIFYy(G GKFy GKS GSFYQa &dzO00S ayaudosdtdo. Teegdalai O2 NB n
GKS a3aFYSE Aa G2 6AyI y2i a02NB nn LRAYyGad {23 | &

other team members in order to help the team win.
Why are teams considered so important?

Teams are important because theyost often proveto be stronger, smarter and more efficient than

individuak. 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. dhmgaare their

respective solutions. Given the various experiences, knowledge and perspectives of the tearareyemb
ninetimesoutoftend KS &GSl YQa FyagSNI gAft 06S o0SGGSNI GKIyYy (K
reasonthat two (or more) heads are ber than one.

{22 GStrYa IINB | LINR@GSY gsle (2 RSOSt2L) 60SGGUSNI a2t dz
| SYOSs ¢gKSy @&2dz 32 (2 62N] 32 @&2d@NB QR $t &@228R A RSK
ready for this experience now. Plus, whennseek 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 bavotk
effectively in teamsconsider these tips about successful teams.

¢ it GSIY YSYOSNER dzy RSNARGIFIYR YR | NB SRAOIFGS @

¢ it GSIY YSYOSNER K2y2NJ FyR NBaLISOG SIFOK LISNERZ2Y

1 All team members support open andest communications.

1 Allteam members play by agreegbon rules of team behavior.

¢ it GSIY YSYOSNER NBaLISOG GKS NAOKySaa 2F SI OK

¢ it GSIY YSYOSNE 1SSL) GKSANJI YAyRa 28t G2 SOSN
first).

T 1ttt GSIY YSYOSNE &dzLL2 NI GKS Fdzf € GSIFyYyQa &dz00S
factions.

1 Allteam members share in leadership roles and other group duties.
tff GSIY YSYOSNE &dzLlJll2 NI GKS (SFHyQa FTAyLFf RSOA

=
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Now, these arghe general principles of teamork, bdzi = G KSNBEQa Y2NB (G2 O2yaiARSH
successfut so remember, if you are a member of a team plannirgpmpanymutiny orif your team is

clearly about to lose the game, your sense of team loyalty should be temigrgour higher duty to

the organization or supervisor sharge2 ¥ (G KS { S | advisableididsi revezi ydak opirfiod

Fo2dzi GKS GSFYQa LI22NJ LISNF2NXIFyYyOS 2NJ RFyaSNeRdza 02
chance to either convince ydhat you are wrong abougour observations (if you are) an opportunity

to use your caution to get them back-track. However, if after this discsisn, nothing significant

changeg | YR @&2dz adAftft FSSt | Rdzié (2 yoNBuskdoldo. S6,KS G SI Y
GSIFY ft2ltdGe 2N AYyGSaINRGe A& y20 6A0K2dzi I KAIKSN.
or supervisor.

Loyalty and i ntegrity
¢ KS ¢ pydliyeanddintegritye have been mentioned a number of times alreadyhatvexactly are
these qualitiesand why are they so important tine world of work?

Well,i KS& QNB A Y Llemyplbyeng il us tBadlbyditst &d integrity are the two most valued
gualities they lok for and need from a worker

Loyalty is devotiontdi KS 2 NBI yAT I GA2y Qa YAaaizyod [2eltdGe Aa |
GKS 2NHFYATFGA2yQa fSIRSNAKALID [2&Flfde YSIya e2dz
and its leadership. Loyalty is keeping your boss well informedItiagaupporting their will in an

unselfish and coristent manner. And, to be more specifloyalty to your boss (the person who hired

you, pays you, approves yoleave, rates your performancgives you your assignmentsay promoe

you and can fire yo) is asmart professional practice. Be loyaR (i K S  LISw&irgyor echuz® NB

they need you and you need them.2 dashNd8 sameeam.

That being saidyou should also haveyalty to others in your organization, such as your fellow team
membersorcoworkersl & ¢St ft | a @2dzNJ 2NBFYyATFGA2yQa Odzaid2 YSN
@2dzNJ FANRG ft2elfde Aa (2 @2dzNJ 62aa s$bgsRes)@ 2dzNJ 2 NHI Y

In addition, a lack of loyalty will cause an organizat@mqguickly fall apart. Think of your company or

L FOS 2F 62N] Fa | aKAL 4 a8KspLIa OKBIcHmBE RESay
starts to fallapart. And in the firststorpii KS A KAL) OFy &aAAy | Fepdn@D]| 2F 2
ordersto perform certain tasks which caave a sinking ship. A lack of loyalty in any organization is an

SFNIe aArAdy 2F INRdzLI 2N 2NBFYAT FdA2yQa dzZ GAYIGS T
might want to find anothergb because the end may be near.

There are some exceptions tyhlty, as itis not always absolute.

While it should always be a cherished value, if someabaéyou are loyal to (your boss) happens to

GA2T 1 GS GKSANI f 282l f ( étheidr@anisation, knEnNduil léyalti midghiiSobtierbe Q& 0 2 &
re-directed to a higher authority. For example, if you notice that your boss is mismanaging money or

practicing illeghaccounting practices, yduave an obligation (another form of loyalty) to go up the

chain of commanddthe nextlevel supervisor or bosmdre-focus your loyalty therdy reporting the

1171 WID
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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 rightfieader or authority figureYoumust report what you
have found out to tem. If you remain loyal to bosswho has illegallghited company funds to their
personal checking account in the Bahamas, failure to report this may cause gbare in the blme

and evermake you an acconfige to the crime. Sdoyalty may have to be withdrawn.

Also,the concept of loyaltynears you shouldrustyour bosswith both the good newsand the bad
news! YR GKSNBEQa +y NI (G2 RSTtAGSNAYy3a o6l R ySga (2 @&:

Firstoff f £ 2 01 R ySga R2SayQd 3Sdid lFye o6SGG§SNIgAGK | 3So
news situation becomesind the greater the chance that someone outside the organization or unit will

report it to your bosdefore you do If that should hapen, you may look like someone who was hiding

GKS 0FR ySga FTNBY @e2dz2NJ 62adaa Oo0GKIGQa ySAGKSNI I 322

One other tip about handlingad news is that you should always try to think about possible solutions or
actions to pursue in order toorrect or improve the situatiorAs we now know, disses really value

SYLX 28SSa ¢K2 NBLRNI 6KIFI{iQa oNRy3I |a azz2y lFa Llaa
promising ideas or possible solutions. This appraaoclind the art odelivering bad news lib softens
GKS 0f2¢ YR YI 1Sa @&2dz a&akKAnb&stto repart biad n@ws wdity Bnd S Y LI 2 &

serveitdzL) A G KNRSNB ARB @2 dz2NJ LINP L2 ASR &2t dzirzy

Lastly, loyalty should work both ways (up and down the chain of command). If yfindirey that your

boss is not loyal to you, dhat the organization is not loyal to its employees, you migattdooking for

a new job Not all organizations are loyal to their employees. When you find yourself in an organization

that lacks either loy@l @ 2 NJ O2y OSNY | 62dzi GKSANI 62N] SNE>X AdQa 3
possible downturn or failure.

What about the second word in the title of this sectiQdintegrityé? What exatly does that meain
the world of work?

LG Q& R2A yH®rightvagNdthBchesy. b § Q & v ithe of dodfitighfylTi Qa4 y 20 AKa Ay 3
fromwk I i &2 dZONB & dzLIlbRligdvRat yo2ha i Q i RRR Y 3 02 NI Q& 6 SAy I | i
hardworking and responsibley 2 i a¢ad St Ay 3¢ 2N KK GREIAGEA G K yE2
FyR GKFGQ& RAAK2ZYSAG®

Demonstrating werkplace 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.

Theyw yi @&2dz 42 3IAGBS GKSY | OO0dzNF S AYyF2NNIGA2Y D ¢KS
believe to be trueand will be very disappointed if you should do otherwi§gou should attempt to

mislead, covewup, or deceive your boss on an important worktter, they will consider you

untrustworthy and maybe dishonestvhen you demonstrate theseegative trais, the working

relationship between you and your boss will probably never be the saonét may simply end a good

working relationshipand evenyour job.
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G[ 2&anHA G SANRAGEeE I NB GKS (62 Ysoaking fardridandslinbwg G G NI A G
anemploye® L iQa ¢KI G K $8BenintdBewihgiab tahdftiaesT 2 NJ T A N&

One additional way to better appreciate the value of showinth loyalty and integrity in your job is the

ARSI GKIFIG @2dz OFyQl Ffélea o0S GKS o06Sad LISNF2NXYAy3
best ideas, make the most sales, or fix the most problems. However, you can excel, all the time, by

always @monstraing loyalty and integrity f 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

sucessful in your job andareer.

[N

Before we end this topic,ieQa O2y aARSNIJ I ¢g2NR 27F OF dzii A 26¥nd | 6 2 dzi
Gintegrity4 t NI OGAOAY3 020K @OANIdzSa R2SayQi YSIy @&2dz I O
to have on other workers, including your boss. For example, if you witllksomeone who has not

been doing their job effectively and you go straight to the boss and tell on them, ask yourself the

questionwK I 4 ' NB (GKS 02yaSljdsSy0Sa 27F (vykS NBILE2I\ND L3S/NHIKYS
reputationis at stake, such a rept might create an office enemyso,how do you balance the value$

Gt 2el fde Iy Rffick goltiGahigodd@etatiodshis K

Time permittingthatisto sayll KA Yy 3 &  gup if'yQuiwaiba sBog time to report on the €o

g 2 NJs feNdRmance, think about the possibility of first approaching the-asorker andasking about

your observation or concermsk them a question rather than accuse them. For exaphple | G KSY X aL
noticed that our money or accounting reports have some problems thigm, before | report this can

you add any information about? ! a1 GKS LISNE2Y FANRG G2 SELX LAY O
an honest mistake, they will most likely correct it right away and be forever grateful to you for saving
themaseriouS YO I NN aaYSyido LT (KA& Aa (NHSS fav@twQdS YI RS
theoneyoujustdidfod KSY® LF¥ GKSe& KI @S 0SSy adaSrHtAy3a GKS Y2,
SYOFNNFaaiAy3a NBFOGAZ2Y (KS& YI andEhethble ahdvdeditheyT G KSe@
A0FNIL G2 fAS YR O2@0SNJ AU dzZlJz y2¢ e2dz 1y2¢6 AiQa
authorities. Again, consider the first step of asking the employee you are thinking about reporting for

their explanaion only if time permits. And, if you have any doubts about their answers, go head and

make your report.

Professional communications

tKS gle 6S 02YYdzyAOF(iS Ay (GKS g2NJ LXFOS Aa Fy AYL]
professional stature. Earliewe discussed some of the basic principles of effective communications. We
discussed the need to be specific, clear and impactful in all our workplacednmmOl G A 2y a & . dzi =
more.[ SG Q& | RsReadey stylegintsiaffe® additional professimal practices which will make

you a better professional communicator.

E-mail ing & texting: Since emailing and texting are often the dominamethod of communicating in
0KS ¢2NJ LX I OS ( 2R Impoiant pGinis@bouptdiessianal RIENGiTl T
communications.
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To begin with, please understand that how you currently write your personadiés and text messages
should not be the way you write you professional electronic messages. Too often, new workers fail to
understand the need to carefullyrite and edit their workplace electronic messages gas a result,

show a poorgcasual or even an unprofessiomavel of writing skills So, in addition to makg your
electronic communications specifidear andoe impactful, be sure to use your besitriting skills

(correct grammar, syntax and spelling). Write ymessages carefully, edit them andnead themwith

an objective andresh, or first-time, point of view &s someone might first read themBe sure to ask
yourself thismportant question,dis this my best writing and doésK A & YI 1S aSyasS (2
GKSY @2dz GKAY]|l @2dz2Q@8S FTAYAAKSR gNRGAYy3I @2dzNJ St S
G a Sy R¢,bésizd oy, stepback ande-read the message dbe person receiwng it might.

wSYSYo SNI i K %n odirfcdrof pgieventioryigworthéa pound of cure

[N

o R
[N ¢p)

I 4SO02yR YAall1S LIS2LXS 2F0Sy YIS 6KSy (KSe@QNB 4
assume the reader knows what thiegow, andthen fail to give the eader sufficient background, detsil
orexplanatiosy SOSa al NB G2 FdzZ & dzy RSNROGFIYR GKS LRAYyG 27
youreYlF Af SAGK I ONRARST adldSYSyid | o62dzi GKS adzwaSoilQ.
A @AY INILBEKS 2 WdzGKA A YSaal3aS AaoNBR2 d Ly arem (22azNJ |j dzS
meetingonMarch®s L 4ty G2X¢ wSYSYoSNE [ff 3I322R YSaal 3as.
beginning, middle and an end.

Also, remember that enails are both irretrievale andlastforever. Once you hit the send button, you
OFyQi GI1S GKSY 0l GhalsdiNleddéic dsBages wilkndver disappalzislioBy
as there is electricity on this planet. They can be shared with others you never imagined weuld se
them. They can be seareti, foundand used as evidence in a disciplinary matter or in a legal
proceeding. So, be carefwith what you write. Nothing on the internet mompletelyprivate.

In addition, electronic mesges are read in a vacuutdow the mssage is received and understood
RSLISyRa az2tSte 2y GKS ¢g2NR& O2yidl Ay SR wihfurtiieKS YSaa
explanations. Since the person sending the message is not going to be present to explain what they

meant by a particulaword or phrase, extra care should to be taken witur written electronic

YSaal3aSad LT 22dzOQONB y2i OFNBFdzZ AGK @2dzNJ 62 NRAZ
way. Have you ever read ameail which gave you one meaniranly to later lean from the sender tha

he or she meant another® lorderto be clear and specific about what youend to say, especially inn

your professional messages, take extra care writing and reviewing them before sending. And if you

receivean unclear or aggraviag e-mail, avoid the temptation to immediately fitgack an angry reply. It

might prove more productive to piakp the phone andgpeak directly to the person befoy®u decide

to sendback an emotional response ¥weh mightstart an unnecessary dispute yWavorite example is

the time a person in my office got very angrynail (or so he thought) from a person who had typed the
YySaalr3asS rftf Ay /1tL¢![ [9¢¢9w{H ¢tKS NBOSAOSNI (K2
at him and read the messageéth that meaning. Based on this interpretation, the person receiving the

Gl yaNeRé YSaalrasS asSyid oF O] |y IsqodmBwelds thiE aifide h ¥ O2 dzN.
supervisor, | had to calmveryonedown and get to the bottom of it. During nipterview with the
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sender | learned that he always sends hismailsin all CAPITALETTERS because he se@them
better. The argumenturned out to be a totamisunderstanding.

So, besure to think about the fadhat electronic messages are ca@nensioral or incomplete
communicationsndif you worry thatr YS&dal 38 @2dz 61 yid G2 &aSYyR YAIKI
it. Rather, call pvisit the person to discuss the subjeéthen people are facm-face, better

communications and better results angore likely to happenAs a general rulehefore you send any

potential confrontational or communications, set them aside for 24 hours, then read them once more,
FFGSNI I FI22R yA3IKGIQa aftSSLIE o0ST2NB aSyRAy3ao

Verbal comments: What you say, just like what yaurite, is always a reflein of your professional

skills As a result, you should always be careful about speakihgn professional settingsn general,

you shouldbe far more carefuland consideredbout what you say at work than yaue in norrwork or
social situations.

Onekey professionarerbalcommunication strategy is tsimply think about what you are going to say
before yau say it. Follow the practice abnsciously sefvaluating your comments before you speak
them. Here are some questions ponder before you spealdre 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 | mean? Are tregncldo they
make sense?

CKS GiKAY]l O0STF2NB @&2dz aLISI1é¢é¢ NHzAS Aa tftaz2 | 3INBIF
Oty 2F4GSy aK2g¢g A0GNBy3IlK Ay aAftSyOSz SalLlSOAltte AT
0 & 2 dzmdlBoughtfiand listening carefultyeverybody admires these qualities) than it is to explain

a bad orinappropriateNB Y+ N] @ {22 R2y Qi o0S IFI¥FNIAR (G2 K2fR ol O]
AY 6KIFG @2dz I NB I 02dzii (ehkupjustfdr thd saké Of SayimigS&riethidy2l Y LISt £ S
you feelyou needmore information ottime ¢ get itandtake it with your silencé/hen you hold back or

reserve your opinion because there may be more to learn about the syljestseem more &tntive,

reflectiveand, of course, more profession#flyou say meaningless things or incorrect things, you soon

will be not listened to as wefeven when you have something valuable to s&y), silencesia powerful

ally, especially foa novice or new worker.

LY FTRRAGAZ2YS AT @2dzQNB (KS GeL)lS 2F LISNA2Y gK2 (Sy
YIe 0SS a2YSGKAy3 &2dzff glyld G2 OFNBFdzZte YIylr3aSs
something you want to broadcast to others at wobeelings are emotions which, while valid in human
0SAy3as INB 2FiSy O2yaARSNBR ¢SI1ySaasSa Ay (GKS g2
emotions carefully at work. Thoughtful comments (reasoned and logical ase@o emotionalpre

valued more. Plus, work is a more matief-fact situation. Good business decisia@rs more

thoughtful, considered and planned th&eelings or emotionsvould seem to allowPlus, your release of

emotions in the workplace mayive other workers clues about wathey can manipulate or undermine

you for example by getting you mad and looking out of control).

G8g)
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We can learn much about this subject by watching successful poker castplblave you ever seen

someone gambling or betting on their playing card hahNe matter how good or bad their poker hthn

or cards are, they always shawk S &l YS SELINB&aaArzyft Saa Tl O0Sod ¢KS NBI
give their positions away to their opponents by showing joy over a good hand, or despair over a bad

one. Ifil KS L2171 SNJ LI F@8SNJ aK2g6a Fye SY20A2yT GKSANI 2 LI\
hand is and will have an advantage. That could cosethetion-showingpoker player their money.

Even when good poker players win, they are often expressiohles¢ K 4§ Q&4 | 322 R LINBPFSa3
all to keep in mindEmotions tend to give awagformation 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. Byholdingin or hiding your true emotions as the conversation or meeting goes on, you have
more flexibility in hearing more information or datgand, in turn,arein a better position to change
@2dz2NJ YAYR 6 A i K2 dzi-flopghg your gpimon briddciSior@tackiendtd goddk A LJ
professional look).

So, as a general rule, be extra careful about showing your emotions at work. You can display them when
€2dz 32 K2YSod LGQa al FSNJ G6KSNB®

Red flag words: In a highlychargel atmosphere like the workptze (with all its deadlines and

pressures)the words we choose to use in our communications will either help or hurt our working
NBflFGA2yaKALIA® LGQa A YL NI Y StartécRor adpjdRdepehding ohR G K I {
the words we usevhen expressing ourselves.

One secret tesuccessful workplace communications isitalerstand the concegt Y R LI2 4 SNJ 2 F & NB
words¢ wWSR Ff I 3 g2 NR@Endbebidnglji ikndcejBvords 2vicy glké on a different

connotation when a disagreemeigpossible Whenthis starts to happen, thesanocent words tend to

promote conflict rather than fostecooperationand understanding. Knowing about the power of red

flag words in confrontational situation is an important professibskill which can prometpositive

professional communications and relationships.

This is also an important subject for your personal relationships.

Did you ever get in a fight with family member or close frierahd foundyolNE St F &l @Ay 3 a oSt f
& I AéRnig to get an angr or confrontational reply back? Diklings start to get worse when you said

Gyoua  RRaEQa fA1Ste GKIG Ad RAR ®hatlyolRE thaiok& peksBiloda 2y F 2 N.
0§KS RSTSyaArgdsS & &2 miberedtEy word gdzn the akr,Re other persoriikely

goes on the defensivieecause they believe you were using their own words to challenge their paosition

Andthus, the argument has begun. Therefofed Q& A YLR2 NIl yG G2 dzy RSNBRUOIF YR
during tenseconversations, be they professional or personal. With this knowledge and skill to manage
youruseoff NER Ff Il 3¢ g2NRax &2dz gAff INBlIGEE AYLINRBOS &
might flare. This will make you both more effective and profession

What arethe red flag words?
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| 3L AYS 68 GKSY&St®Sa (KS& | NBntoledse efotionallycdaiyd/ (i dzy G A
conversations. Aese innocent words quickly lose their innocence whige situation becomean

argument In fact, theseed flag words can start an argument where one might have not hagghdrRed

flag words can act like a red capfront of a bull(as in bulfight)urging&®K S 2 § KSNJ LI NIié G2 ac

7 A

l' YR (K o0AI3IASalG NBRyodEsf 3 g2NR 2F ff A& GKS 62NR
Here are the rare comnon red flag wads to be on the loosut for and avoid when you can:

You
Need
Must

I FyQi
Easy
Just
Only
Fast

. Listen
10. Look

© o N Ok WDNE

[ SiQa alre GKSAS NBR Ffl3 g2NRa Ay | aSyiSyoOS Ay 2
creating or escalating coitt. Also, notice thalternative statements (inbold italics) which offer a

more positiveandless confrontational way of sang the same thing.éng aware and alert around red

flag words can work to your advantage.

I need youto tell me. ¢ Help me tounderstand.

You mustvait. ¢ L @y té helpyou as soon as | can

1O yhaplyou.c ! S Nugherdyou can get the help you need.

h KX idéyfoiyauito do.c Canyou help meget this done&

If youwould just do this.¢ Canl help you do thi8

| only want this.¢ Canwe do this?

We need thidast ¢ Howsoon can we dahis? How @n | help?

| needyouto listen. ¢ Whatabout these point® How ould we respond?
Look LQY y2i{ YolyReadecan lladdina ryicke thing

© 0o N RN R

Did you notice howdss confrontational asking a questioan be instead ahaking a statement? And,
did you notice how putting théothwordda & L ¢ | YR & @ 2 dedadehtgeed maiedi@aa Sy G Sy O
22Ayld 2NJ aKIFINBR LINRPof SY Niréasgoddty@ Kl y GKS 203G KSNIJ LISN.

Practice your recognitionfaed flag words ostatements and try to develop your skill to avaihflict
by communicahg your points in a softer and more objectjyeofessional manner.
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How to set priorities and manage time

Work is ofterbusy, presure packed ansometimes overwhelming2rdzNJ £ A &0 2 @andftdnK A y 3 &
expand well beyond the time availalie get them done. Moreover, it may be hard to knevhich

things to do first, second or third. Yoability to prioritize and setleadlinesnay get blured as

everything seems due immediateMoreover,@ 2 dzZQNBE f A1 St & (2 3ISG Y2NB RANB
and establishing deadlines from your teachier schoolrather than from your boss at work. The reason

for this lack of clarity in thevorkplace istie 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 tprefities or properly manage your

work. At the workplace, you simply get assignments or tasks with the drdgtdno SAy 3 aKSe s 3Si
doneright away¢

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 firstashave a basic framework for settipgiorities.

In schoo] 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 exampie schoo)your sense of prioritiess probably defined for
you byteaches who havearefully planned the semeStNID & ¢ @réaliyset dgaRlines and time
frames for each part of the instructional program (syllabyghich include reasonablgates forpapers,
quizzes and tests. In other words, th&dlready awell-considered schedule to guide yas you plan
your time and effort.

Asg SQ@S R whatQoaitéaénhBsToin school will probably not be what your boss will do in the
workplace. Your boss will give you work and moll define for youany wellplanned timeframes or
schedules to followAs we enterthe workplace, we will need aew 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 thingseds you to do. Your customers or

clients will be asking yotp getother thingsdonefor them. And your boss will be giving you

assignments. If all four give you an assignmagrihe same time, how would yqorioritize them? Which

source of work holdghe highest priority for yotio consider as you plan your work on your G&n

Given the four possible sources of work described abavgood general rule for you to followtime
settingof your priorities is:

V Priority #1 = do what the boss needs you to d

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

,2dzN) 6244aQ ySSRa akKz2dzZ R FfY2ad I fgshirediouans pags2 dzZNJ F A N.
you tohelphim or herget the job done. Be sure to watch and listen to the boss for what their priorities

are and attempt toaddressand respondtadi KSY FANBGP® C2NJ SEIl YLIX ST &2 dzNJ 03
workingonareportth 6 Qa RdzS ySEG 6SS{ | yR ioKki®dyoy Bkdthat 2 YS Rl
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need or assignment your highest priority. Serve the boss well and they will both appreciate and reward
you.Ndai KA y 3 & | N¥haartindteShardad d&nipl@yee who pays closeeattion 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 guarsent inyour mind & 2 dzQf t 06S ¢Sttt 2
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 getidone

the time availabl@ What should you do now? First, sorit all your work assignmesbr tasks into the

four categoriedased orthe model above (#1 boss#2 =company, #3 = customer/client; and#4 =

your goal3. Then, create priorities within each of these faategories With this seting or arranging of

yourworkk 3I2 (2 @2dz2NJ 62&da |yR LINBaSyid GKS 62N} fAad 0
2394 SGO0vKéE | @S &2dzNJ 62 aa skdbltiprdriteeydnr WorkyThid NY 6 2 NJ
gesture acknowledges your understanding that tlus$is the top priority in setting your work prities.

If the boss changes your priorites  KSy €2 dzQNB a0 Af fouAdfirgta o KI 0 GKS ¢

2 KAfTS 6SQNB 2y (GKS adzeSOiG 2F K2g G2 aSi LINA2NRGA
workplace trends that can derail your performance at work. The first is theswv&rshionable

G§SOKY A Il dzS -téekirigé S &R-thfkigbigivas As a rush. It makes us feel ingua, busy and

productive. Itseems like thenlyway to respond to beingwer-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 anreail. Everybodgeems to beloingitandevenbr 33 Ay 3 | 62dzi A G o
workplace craze. dzi 2 GKIF G0 R2Say Qi Y Sd. Wfadt, St@ies halBhRvEz®OGA S 2 NJ
Studies show that yodo not perform at your best whileulti-tasking. In fact, muliasking almost
alwaysnegativelyimpactsthe quality of the work you perform.

The merits angbositivebeliefs about nulti-taskingis a fallacy of our modern higlch culture. While

Y2ald LIS2LX S GKAYl AdQa 3I22R FT2NJ 6KSY>X NBaSIkNOK &k
studies have shown that while multitasking, youraability to perform at your bess reduced by 5

points for women angqwomen & 2 dzQf f f 2 @3S ( KA & Veitharpas¢I2AdyQINGS | 2NIAWSY @
amount of your brain power to the fashionable lure of m@tsking. Now, that may not sound like much

of aloss, but think aboutitthiswaf 1 Qa4 Sy 2dzZaAK 2F | f2aa GKFEG vyzad {0

cell phone while driving. Why? Driving requires 100% of your attention in order to minimize your risks of

having a crash. Some studies have equaddking on your cell phone while driving be as dangerous

asRNA @Ay 3 RNMHzy{ @ 2243 G KIAnd@Wwayd rem@mbgjusfolduse sbryethingS NJF 2 NI
is fashionableitR2 Say Qi YSIy AdGQa 3I22R F2NJ &2 dzbblevapdi G22 f 2
sophisticated to smoke cigarspps and cigarettes atwotk 2 St £ = GKIF 0 RARY QG G dzNYy

¢tKS dSO2yR RIFIY3ASNRdzA GSOKyAljdzS 02Ny 2F (kS (SOKy?2
drain associated witkthe constant checkingf your emas, browsingsocial network sites, online
shopping, checking the news, or just roaming the infinite virtual universe. Talk albouich ofd 6 £ | O
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K2f Saé¢ gKSNB SO9Fy QA I Rt telptaliqd ez ise@fore®u know ityour
productive timewill seemto mysteriously disappear.

LiQa ¢2NIK y2GAy3 GKFG aOASYyOS GStfta& dzad @EHIEG GKS
stimulated by the distraction of constanthavingnew things to see. The brain is enticed gndled by a

craving for new and constantly stifating information There is an excitement and anticipation that

results form fromweb surfing. ¥ @2 dz aidzReé GKS E(RSBOY AiANGe siAT Od YRR B
addiction for your brain and K I (i Q &d fof yoii Soav2wareand be careful.

s

If the practices of multi-tasking and web surfing NBy Qi G KS o0Sad ¢l & G2 3ISiG @&2c
you do?

With regardsto multi-tasting,start practicingsingle 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 longerto getiallR2 y S & { dzZNB X { K I { Q-taskiyig? bt it will priSectddble tndre/ 3 | &
exciting when you get that bonus or pronan.

With regardto internet surfingat work or when you should be doing workatch yourself for warning
aA3dya i Kdsting téne alefeNdly web surfingyou find yourself sliding into this black hole, pull
yourself out of itboy employing youimternal leadership skills tget back to what you should be doing.

Along these lines, one of the biggesbrkplace pitfalls facingrorkerstodayis the idea that while they
FNBE 3ISGiGAY3 LIAR F2Nly K2dzZNE | RI @nedibtkaSanouNBE 2 F i Sy
of time. How you respond to this challenge may spell the difference betwgmur success arfdilure. If

this happens to you, here are some important strategies oraaaywork through this challenge

First,be sure that you arsettingyour priorities correctlyMaybe the less important work is holdiggu

back from finishing the morenportant work.Sometimes the less iportant work is more furto do

GKFY (GKS Y2NB AYLERNIFYG 62 Nhndh WSay SipSaaibigoNdRal) A ay Q
the boss will noticés not getting done(or is getting done welllExamine your prioritiesarefully¢ and if

@2dz YSSR 3AdzZARIFYyOS LINAR2NRAGATAYy3 62N] = AGQA dzadz £ € @
has the tightest timeframe

Second, understand that there probablyfew workers in the world who go home every night and say

to themselves@ got everything done toda§ Some nights that might be trubut for the vast majority
oftime,workers32 K2 YS TFSSt A ydevérnkhing doteKT8/do aétapRilyatieelingand not

let it disturb you too mucliespecially once you are off the clock and need to relax or take care of

errands) Recognize thati Q& 6 2 G Ky I (tadieélthat whyyMRen yodi thik-about it,Hall Q &

gKe& &2dzONB ySSRSR | 62N)] GKS ySEG RFé o002 R2 6KI
worrying ordistractingl 2 G KS LI2AYy (i 6KSNBE &2dzQNBE T NHzaréNI 6§ SR 2 NJ
settingyour priorities, consulting with your bason how to get it all done etime if needed Sometimes

these discussions witadthe boss to either share your work with otherserenhire another person to

helpyouand your team
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Next look at your time allotment for getting your work done. Amuytaking too many breaks? Are you

overly distractedby other thing® Are yowperatingas efficienly as you could be? The truth is, workers

spend much of the day doing things that may not be produdilikee socializing witlethers, surfing the

web, takinglong breaksandlong lunches, or dagireaming abouthe 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 viagland take a muckneeded rest. 8me amount of

break time is necessary to keep your performance higday longt K 1 Qa ¢Keé aLBR2 NI a aGSI )
timeouts, periodsandhalf-time breaksMany offices even have policies allowing or requiring a short

break every several hours, whichn help employees stay healthy and focude@ ~* R 2-ypGhiise AA B S
refreshing stoppages to your work routine. Ybfiekd them in order to keemoing strong

If time is still too shd for you to get youmwork done and yo® NB v S jab, leriemibeKti&t your
efficiency will improve as you become more familiar with thork. Sofind a way to feel atasewith
the situation and see ifour frustrationmelts always as your experience grows.

You may alsconsider if mordraining mighthelp. Training carbe either formal (a special class) or-on
the-job (a more seasoned worker who coaslor teachesyou more about a task or set of tasks).
Employers understand and tend to support employee training when needed to help with perfoeman
Itjustmakes sensaslk Y G Ay @SaidyYSyié.KegpthEnéedifort&ibirg inlmdall d&nd (i &
request it when it seems necessaxour boss may find an ehe-job mentor or even pay for training
outside of the office, which will help your performance in the short term tirediong run.

Anotherskill to practice arountime management is to make sure y@W&&ays folloving this very
important ruleaboutwork, work assignmentand meetings. The rule:is

a { Kapg on-time ¢ andpreparedé
Make this your mottoConsider tts ruleessential and vital foworkplace success.
[ S QadownthiBd § K@ gontime ¢ andLINS LI e éts basic parts.

CANE(Hpé&a K2dp0OK g2 NJ L | OS &4dz00Saa 0O2YSa FTNRY 2dzad o
physical presence atork, at an appointment or meeting sets the stageyour successConversely, if

& 2 dzQNB yaruie betdnBsNBeal possibility. Too many workers cut comrensnd this essential

Nbzf S® ¢KSe& OFff Ay daaiolé Y dNekentsitkat aye inipsrtdrdfora K 2 dzf R @
GKSY G2 G0 S ythepmightdé I&zor edeb afraididaryefentand, as a resultet

themselvesnmissit. 5 2 y Q (i rsklfdll intd thislzrap. @mmit yourselfto the practice of always

G a K 2 gp¥ y T yolaté thi@rile when yohave a very real excuse, like yare too sick to work

(nobody warts youto showup when youhave a fever and are sneezing or coughigarein a real

emergencylikeif someone close to you needs your help.

If you need tdbe asent from your jolor any kind of appointmentschedule in advance and also ask
for permissionfrom your supervisobeforeyou m&e the appointment For examplethere may be an
important meeting that would conflict with the appointmeritiere may be a mjor deadline that will
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YESR 282dMNJ FGGSyGA2y GKFG REHez 2NJ Ad 2dAdso YAIKE 68
your boss may need you to find another time to meet with your doctor or deritistill cause problems
AT GKSe& R2FTQU09 yI2ypR A2 &z RR2Y Qi G aK2¢g dzLJE 068& &aAYLX e

If you are thinking about not showingp where you are supposed to be because you might be afrad of
meetingoreven® NBYSYOSNJ FSINJ 3AQPSa &2dz (adayandaoh OSad ¢KS
showingup as required)The secondi8 TA IKG ¢ 0600SAy3 O2dzNI 3S2dzA ' yR R2A
truth about running away or not showing uptigat when you eventually showp, you will likely have

far more to fear than the workr meetingyou missed.

The reason whghowingup is so critical ithat not showingup makesan employedook seriously

undependal# and not dedicated to the jobna, perhapsafraid of taking on necessary or difficult tasks

Also,you miss so muctmportantinformt G A 2y ¢ KSy @& 2 saQduBaysglldehindtddsl & Sy (

who showedup. With that in mind commit yourself to always showingld ¢ K SNB & 2 dzZQNB & dzLJLJ

AftershowingdzL) ¢ K SNB & 2 dzQNB secamliiuipis S 2tyiec 0 S KA @K 3§ a 2dza i
important ¢ and mayeven bemore important depending on the situatiatWhenyou are lateto a

meeting other attendees mathink negativdy of your performance. Plus, being late canrbdeand is

often viewed as disrespectful to those who showed ugtiare. In its own waybeing late to work or a

meeting idike stealing money from the companyegcausdime is mone\ for your salary, the

paychecks of other attendees, and any logistics or supplies for the meeting itself

Now, sometimess S Q Ni&te td nieétings. In such a situatipit is important to express your regret for

being late and offer a short explanation for why. Forexan®lg dz YA IKG al & oO0AF (NHzSO
be late, there was an accident and heavy traffic on my way.&&vbate\er the reason, make sure that

it is true and genuine and also commit to being on time in the future.

Even if you always havegbodexcuse for being latdyeing late too mucltan easilypecome dangerous
to your reputation.Understand, that in a competite working environmento-workers love to gossip
about other coworkers. And, being late givegour coworkers an opportunity to gossip about you.

Also, bothéshowingupé | Y R odB-imea 1aNB  LJ2 ¢ S NF defeatd digpoduiitlexSgain 6 KA OK
both krowledge as well aespectt LT @2dz R2y Qi LINT O A @fancésiidairy a1 Af €
seen in davorable light. The boss is far more likely to give good assignments and extra consideration to

those employees who are dependable in these wjising meetings and being late cqnickly take

you out of consideration for career enhancing opportuniti@s. the other hand, being reliable and-on

time ¢ and contributing well to meetings and work produgtsan put you in front of the line for

develging your career, being promoted, and even getting a raise.

The third part of thisNdHzf & belLANBAJI NBR¢ ®

{ Ay OS @&2dzQNB Y | dpyasd beiddiSh YSSIoF 28N2dz GY2A BKKI2 of & ¢St 32 |
LINB LJ- NS R¢ T2 NJ (i Beifig prefaSdimeafsanti@phitingdn@ia willihdppen or be
discussed and having something to contribute to the proceedings. All it takeslis reflection,
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consideration andg if neededg producing materials for yourself or your teaometimes thisnears

just taking the timeneededli 2 NB I R (G KS YWwhéh thargisdapiggoihgIngougR any extra
links or documentsand notingwhat you can add to the discussiotifsyou are asked to bring anything
a2 G KSsuch as@ pré&séntation or handogymake sue 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 thegaificance oft & Kirdyépé ¢ dontimeé¢ andd 6 SA y 3

prepareds start practicinghose work skillgs soon as possibl @3Sy ¢ KA f $ schdd)dzQNB Qa (A f f
amazing how eadlyabits (bothgoodand badonesg are to follow once you practice thefor awhile.

Make these workplace rules a regularset ofhabits now, and before you knoit, it will be easier to

follow them than to breakthem.

[Fadtex tSaGQa | BsYarorganifation wilkgkertiSioikefsfoa much wnrk to

perform ¢ andeven when wedollow all these technigues around setting priorities and managing time

effectively, there stillmight bea problem® Ly (2 RIFI&Qa O2YLISUGAGABS 62 NJ LI | ¢
with less (doing more work witfewer resources or workers) has made this a haesdlity. [T & 2 dzQ@ S
tiedalli KS&4S GSOKyAljdzSa FyR AGQ&a & (isknpifgo th youdpassiahdd t S G 2
G6Stt GKSY GKI G @2 dzQ@Smandyed yau indeNhkedNbrie nodtas ne€dad) STFSOG A
anddependablyshowed up on-time and prepared A good boss will bgympathetic to the conversation

0 SOl dza S & 4l ge0 éh8uld R&ve/ddnand they may adjust your workload or give you more

supports to finish taskdn suclcases, the act of reporting your inability to get the job deis not a sign

2F FlLAf dZNBo Lii@ma fya 2 ONVHIZNIRJdHEE di@S T2 NS 82 dzQ3S YAa
will be more creditable by having this conversation with your boss before any negative outcomes or

poor performance has happeneBy raising thisubject 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

successfujl. If you ask the boss for help, & NB LJ2 2 NJ LIS NF 2 NI | yideSt(d&theidLISy &4 =
job) to help yourimprove yourperformancedp ! Yy RSNA Gl YR (GKIF G @2dzNJ 62aa |f &
want to have to reporto their boss the facthey knew youvere running late with a key project or miss

a deadline andhey did nothingto help you.

As mentioned, gur bossmay respond with additional trainingnoving some of your duties to others,
assiging others tohelp, extenddeadlines, give you strategiesr ideas on how to most efficientlyo
forwardto meet the dedline oreventake you with them to meet their boss for further counsel and
advice orhow best to proceed.

{2 AT @2dz SOSNJ FAYR @2dz2NBStF Ay iedorhmendedabaya, G A2y X
feel confidentabout asking for helpDo not delay or avoid implementing this stratetfyyou delayyou
may hear those dreaded and chilling words fromyourbass K& RARY Qi @&2dz G4Stf YS S
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If you are consistently overwhelmed agdur boss will not make the effort to adjust your workload or

provide accommodations, you may want to consult with other managers or human resdhiiRgsaff.

This is especially trui€&your boss expectgouto work extra hours without pay or somehowfegences

your disabilitt & | NBIF a2y & 2dz & Odhang Howevar)§ Wllir joblivblves fofects2 2 6 |
and timely deliverableg like many office jobs dq you may occasionally run into a hard deadline that is

difficult to meet in a regular-®our day or 46hour week. Unfortunately, this happens to people with

YR gAGK2dzi RAAFOATAGASAE Ay (KS Y2 RStkptrE®ay2Ye o L
yourd RS f A @& NEtommhudidate with yourboss2 Y I { S & dzZNB-wakeddz | NBy Qi 2 @S|

ISG Qathodigh@ K G @2dz NHzy AyidG2 |y dz2NBSyd RSFRfAYS FyR 2
workday or workweek. You may need to stay in the office afteurs or bring unfinished work home

and take extra time to finish a projedf.you area ¢salaried employee like many peoplén offices are

AlQa oAGKAY (GKS tFg G2 o sadkddon¥ B ywibarelaikhoyfly gmpléyeedzNE A F
you may be able to ask your boss if you can log some oventittiee office,at a café or on yar home

computer. Some people will alssork afterK 2 dzNBR G2 YIF 1S dzLd F2NJ I R2 002 NRaA
logging sick timgif it helps them get tasks done dime. Always make sure tget written approval from

your boss if you need to work extra, markvdothe hours you work, and check any rules around
G2FSNIAYS LI &¢ 0 a-da0half far argtBing dvens Rouilslin A& day).0ARdYaGain, if

you areconsistently given more work than you can get done in a regular day or week, consult with your
02aa G2 |R2dzAd @2dz2NJ 62Nyl f2FR 2N I O0O2YY2RI GA2ya &z

There are some things you can do outside of the office that will improve your performance, but might

y2i ySOSaal NAte O2dzyid & GAYS & dldeddogobrdod (i@ arNJ SE | Y LI
advertising guide if you are in a marketing department) will make you a more knowledgeable and

effective employee and is a better use of time at home than playing-pélbne games or watching TV.

It can help you gain informatioto 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 otigndmo

the long term.Since this book is about being eofessionacompetitive worker who happens to have a
disability,one final thought.

Throughthis book, we& @iScussed the reality that disability often means teameli KA y3a (1 1S & SE
time, resaizNOS& FyR SELSyasSaé G2 R2d !'&a | NB&adzZ G O2yani
have on your ability to meet workplace deadlines. This means comsider reconsideringyour

workplace accommodations. Be smart about this subject, especiplyfdrmance is laggingnd your

need to have new disabiliselated accommod@ons or adjustments to your current one#s work

changes or your disability evolvg®mu may need a new assessment. Contact someone who can help.

You can always dahe Job Acommodation Network (B0O0-JAN7234)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 helpnmove

your wak performance, be sure to discuss this wythur boss.
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Also, if you are a new worker and just out of school, remember that your former edudazdsed

accommodations ray not be effective or possible; in yourjob. For example, in schagglou may have

receivedextra time for assignments or a reduced course IGad taking 3 courses per semester instead

of the usual 4)In the workplace, employers usually do not considéjusting workload or timelines as a

first resort.If youfeel likeyou need extra time due to a disabilitigke efforts on your own or with

management to identifypther types of disabilityelated accommodations which are designed to

increase your productivitylhese could include, for example, voitietation computer sftware for

someone who has difficulty typing, or a new ergonomic chair for someone with back pain who would

otherwise need to take frequentbreak8.2 NJ KSf LI NBYSYOSNI Wl b FyR &2dzNJ |
rehabilitation agency (see Lessétbelow for more on thse resources).

Always, keep learning

LT 282dz2QNB Ay aO0OK22f y243> &2dz LINRolofe OFyQd o Ad
@2dz NBFOK (KFd YAfSadaz2ySs &2 ungiNeooksN@amihgiahde RNBI YA Y
studying behindou. Well, let go of that dreanbecause successful professionals know that studying and

learning never end.

If you want to be successfinl your career, learning new ideas and information is going to be an on

going and continuous process bigreason forlifelong learning ishat i K S éofitied WNB ¢ Ay & 2 dzNJ °
¢ no matter what it isg will continue to expand and grow, with new facts, figures, knowledge, practices
andtechnologiesWhen employeeslecide to stop studying and learning about the latedvances

relative totheir job and professiortheir fellow coworkers or competition for that next promotioare

likelyto passthem by. As industries advance, so do the expectations and requirements for; jphsi0t

keeping up may leave an employee ulaato do their core, evolving responsibiliti@he resultcan

easilybe the same as thegre in school whem studentfailsto opentheir books a&d learn. It can mean
ISGaAY 3 ldasdatwork, arddl 8k ROy a8 yR F2NJ aFTANBR

On the other handfiyou take the effort to constantly learn by keeping up wétl2 dzNJ A \Chawgasi NB Q &
includingd KS fFGdSaid aiAatta FyR (S akiy 26 22NgASS a03K &2 da ! géA tdl y
al R gidyouyf @ganization, your career, your salary, amate.

One important way to keepu-R I 10S 6 A (1 K & vzhtionigNEstBySankedted] yWibai
relatedprofessiona 2 OA S & 2NJ G4 NJ RS I & & 2iddomniunicigh®or puplig SE | Y LI S
relations, you mightvant to join the Public Relians Society of Americand keep up withhe latest

developments in thdield through their newsletters, meetings and journalast about every job

category has a related professional society or trade group to fokosimple 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 keepiagkimow

and supporting your career-tiooks for your computer, tdbt or Ereader (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
leaming 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 librarg and many librarie also offer subscriptions tel®mok and audiobook services
once you get a library card!

In addition to keepinglzLd 6 A G K @2 dzNJ LINPFSaaA2yQa ySégas @2dz aKz2d:
For example, knowing how the economy is doing in your localéte,snation and the worldan help to

inform andguide you in your daily workpla@nd even careetlecisionsKeeping current on the latest

news willalsohelp to keep you ufio-date with new developments, opptunities and risks that can

helpyoudo abetter job. Being well informed abouturrent events and being able to contribute to

workplace conversations, even if they arenatated to your specific fieldnakes yowa more mpressive

professional We live in a global economy and it has become inangasnportant for every thoughtful

YR &dz00SaatdzZ ¢ 2 NpraNdver the ioydSag readl & llisie@téhe r@sidgild

One tremendous learning toak your fingettipsis, of coursethe internet. Not only will surfing it

routinely affad you instant access to the latest and greatest news soubzedy 1 Qa | f a2 | GNBYS
asset in learning things that can make you a befterforming professionakor exampleif in a business

meeting someone uses aworiidl K G & 2 dz oRmegtiond afatyidamiliar to yoy be sureto look

up the word or factafter the meetingand learrwhat it meansWdza i R2y Qi aSI NOK 2y &2
G§KS YSSiAYy3 YR YA&aad ¢KIGQa 3I2Ay3a 2y Ay (KS Y2YSy

| S NBaMrd of cautiont 0 2 dzii (1 K S Iwayz&eegedbningé2 dmdtimes (more than you might
imagine)Y2 RSNJ 4SSt & &adz00Saa¥FdzZ LIS2L)X S 3ISG I aoAiA3dl KSIRE
They think they know ialland arrogantly let the world of facts and information past thbynAll of a

sudderE A (1 Q& s heheth the® \Wh@hihys Bappensg, | y-B-atla gery quekly find

themselves becomingbsolete. it Q& G KS 02 y i A yadthuzmdby. 5& Whdd/ySudiomes K 2
successfufhopefully by seeking out new informatioayoid this egdrap andkeep learning

G Qa yiehiningBedzdhingsthat make for a great professionalll Q & abloudtE NS F f.Qeiyb2 v

find new informationyS ¥t SOG 2y 6KIF i &2dz2Q@dS NBIFIR FYyR KSIFENR® ¢}
just sit down and tk about it all. You will find that your best ideas and thosglaime during quiet

reflection, soset aside time fothinking back ug y ¢ KI & @& 2 dzQ @S CaudderRowlityhight S I NJ/ €
tie into the rest of your knowledge, work and care€his will hgd to makeyoua strong andalways
improvingprofessional.

Even after school endslveays keepéarning and reflectingThe truthof the matter isthat school is the

practice field foryour life-long, continuingprofessionakducation The skills you devgidn school

around learning, reflecting and getting tasks dén®NB (G KS & YS 2uge$hFourwprde@f t y SSR
career Sq if you are in schoptake advantage dhe full experience nowandthat will make you a

stronger workingprofessionallf you ae 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 picture)

Whenevercompanies or other work organizations have two or menmgployeegasmost placeslo), the
employeessplit ordivide their duties between oamong them. This division of labor allows for each

employee to specialize in a particuket ofsubject or tasks. As companies get larger and larger, their

workers tendto become even more specialized in their dutigsthe process of becoming more

focused, thoughindividual employees mayecome further removed fromi KS 2 NBF yAT F GA 2y Qa
sense of directionlt's a difficult dynamic that leaders, managers, and oth@ployees need to navigate

to both get work done and meet organizational goals.

Imaginethat you get @ entry-leveljob with a company of about 100 to 200 people (this workforce is

generally considered a smab mediumsizedbusiness)li Q&  AyduBduties willfoé specialized

and you will be far down the chain of command. For example, you might get a researching job which

requires you to routinely reviewelevantjournals, reports and dattor individual projectsThismay

sound like a straightfrward jol just read and report what you learn to youo$s. However, in order to

doyourbesE Al Ad AYLRNIIFIYyd F2NJ é&2dz G2 fSIFENYy |a YdzOK |
challenges and goals. If you have a good working knowledge of thesaraivieg facts (théd A 3 LJA Ol dzNB ¢
stuff), you can do your job more effectively by being more alert for information which best serves the

WA LIAOGdINB: O2yOSNya 2F 22dz2NJ O2YLIl ye o

Having a sense and strateglyout the big picture wilhlwaysmake youa smarter employee in whatever
NEES 2NJ 0lFail e2dz KI@Sod ¢KF{iQa GNMHzS otheduamd AGQa
St OK SY Infivitlga®&iOadidsdzL) G2 GKS O2YLIl yeQa adz00Saao

{2 tS0Qa &l & -lavklleniplogee with $pédiBed tagks, IBiyyduNdnt to include the
big picture in your workBy performing your work in strategic way, you will bmost effective.

Suppose yolave amassignmenthatisa seeminghlY A y 2 NJ 2y S® | 2dzQ@S 6SSy | alSK
for guessat a company meeting or event. That sowrsimple enoughjust greet each guest when they

arrive at your registration desk and dsk their name so you can create a nametag for thénleast,

OKIF0Qa K2g Y2 a apprBacritliishssi§rnant. Yheygik riot take the time to think

about the strategy oftheevers A G KAY GKS O2yGSEG 2F (GKS O2YLI yeQa
to adapt or expand their effort to include other key elements which bet®&NsIZS (G KS O2 YLI y & Qa
strategy.

[ Ssisdyfor example, the purpose of thimeeting is tosecurenew customergthe attendees) You

mighttake the initiative andnodify your assignment by deciding that order to hép the company

with its goal ofgetting new customersyou are going to maksure that each attendee feels especially

welcomed. You realize that you are likely to be the fierson from your companthey meet¢ andyou

know how important first impressions are. m your own, you enhance the assignmeRor starters

youmakean extra effort towarmly and enthusiasticalgg St O2YS (KS 02y FASBNPYy 0SQa | |
greet each persaornyou ask thenmow ther trip was and thank them for cominfnstead of just asking

for a name and writing it on a name tag, you help to build@nection between the attendees and the
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company itself. Hopefully that connection will continue léegm and grow to a strong business
relationship.

In addition you mayexpand thebast assignment; soinstead ofcreatingname tags wheittendees
showup, youQ @é&cided to create them before they arriveThis wayyou canboth speedup the process
andmake them feel more important to the comparidso,yourecognize thabntheY SSG Ay 3 Q&
attendeelist, thereisa mix of differentcustomertypes (prior, eisting and potentiahew customers) In
order to helpyour co-workerstell the differenceyou go ahead an@repare theimametags in different
colors whickshow these differences

Of coursebpe sure to checlin with your boss on these ideas to be sureytta@e welcomedlf your boss
likes the idea, they will almost certainly be gratefudnd keep your quality work in mind for the future.

The pointisthat no matter how routine your work tasiseems tobeA (i Qa @S NE céninpk8t & (K 0
your workmore meaningful to your organization when you think aat strategicallyBy doing so, you

will get both greater resultandwell-earnedrecognition2 KSy @&2dz O2y iNRodziS (2 &2d
success, the organization becomes more stable, which also meangotirgob is that much more

secure.

Knowinghow Ul O6and A

Thefull pictureof how youare doing in the workplace BT 1Sy RA ¥ FA Odafviorkétsto 4SS L i
assess themselves and their warjectively including identifying areas for improvemts® L G Q& KI NR
becauseselfassessments, no matter how positive, often brings up a few shortcomingsahdturt our

feelingsc andnobody wantgo feel badly about themselve$§o, the tendency for most workers is to
ignoreselfassessmenand just lookaway.

Whilelooking awayis a natural andunderstandable reactiono be successfiuh your job you must

learn how to takeboth a realisticand continuous look at your job performancéou should make the

effort to objectively determine if yo NB  miSgNElIMNbtFor better or worse, thers are ging to

see your work andhake judgments aboutou. By doing this for yourselfyou can stay ahead @ (i K S N& Q
negativityby recognizing anyeaknessesgarly onand correcing them even before othersoticethem.

L 0 Q& tdybusaddeadtage to be aware gbur weaknesses and, in turio, start dealing with them
before they become a serious issue or woiBeveloping the willingness and skills to recogyizer
weaknessebefore others dawill give you a grater chance foworkplacesuccesssince earlyself
corrections and adjustments will be easier to mafan havingcorrectionsimposed upon you. Plusji Q &
better and even easier to makainor selfcorrectionsto your performanceas sooras possibldefore
missteps become bad habits or affect the quality of your work for a long falowing a personal self
assessment strategy will not only help you coach yourself to improved performance, it will greatly
impressboth your coworkers and bosd earn anagdopt the practice of making selinprovement
techniques a part of your professional practice.

| SNBE QA& KaasesyouBwork fefféFmance

G8g)
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One key strategy to practided G2 | a1 @2dz2NASt T GKS ljdzSadGAdans al 29
assignnent, ontime, that my boss has asked nie2 R 2 K¢ L F dnotaldzys 2 N a60aS2Nd SidaA Y S &
you may be in trouble. Remember, ydop priority should be to get done whabur boss wants/ou to

do. If you find yourself lacking/ ( KA & O 2 dzjust hondsy yhidKiabdullwifykhi may be

happening.

Start by making a list ¢fie times whenyourbods 81 SR &2dz (2 R2 &a2YSUGKAYy3 | yR
within the expectedtimeframe or to their satisfactiofor to your own satisfactionReview thdist and

4SS AT @&2dz Oy dzyRSNRUI YR gK& (KAA Nsthabkénieonea S a2 d L
you can trustand ask them for some help witfour understandingof what might be going wrong. See if

youor a friendcanidentify ordeterminethe reasonavhy you have comep short.

Then, develop a plan of action to improve your performance. If you needdegipnd either yourself or

a friend, consideaskng® 2 dzNJ 6 24d4a F2NJ KSf LJd | 2 dzNJ ar@ng BarddoA £ € € A 1 S
improve your performancandwill usuallytake stepgo assist youln alllikelihood your boss has

already noticel any shortcomingand is thinking abouivhen to bringup the subjectMake it easier on

the both of youby bringing it up first in athoughtfuland professionalvay.

l'Yy20KSN) gF& (G2 RSOUSNNYAYS K2g ¢Sttt @2dzQNB R2Ay3 |
Gl 2¢g 2F0Sy A& Yeé o2aa lalAay3d YS G2 Gr1S 2y ySs¢ |
is happening, it probably meatisat your performance is goodwarding of better and more work

assignmentis a sign of building trust iyour abilities. It is often amarly indicaion of possible

advancemenbr promotion.

“<‘ [N

¢CKIFIGQa K2g (KS ofteiNigng. Ydurrafelylgii@ptdBétian first, therare 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.
Theemployeg  y(ia (2 0SS adz2NB @2dz OFy LISNF2NXY G0 GKA& yS|
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 expectatidimgy will appreciate that you want to give

them highquality work (especially because they likely have a boss too, so they want to provide quality

products up the chahof-command).

If you are simply given the same level tasks anchategetting these tpes of growth opportunities, you

might begin to consider the possibility thabu have room for improvement. Maybe you are providing

decent work, but not high enough quality that your boss would tgust with increasing responsibilities

(and opportunitiedor career growth, including a promotion and raisf) (0 K+ G4 Qa KIF LISy Ay 3=
and objectivdook at what is goingn and be alert to work on youwamyperformance issuethat you

mightidentiyfd ! 3 Ay S R2y Qi 0SS &aKeé fealhcknhdwdydukayi grovil® dzNJ 0 2 & ?
better quality work That act alone can save the situation by showing your bosswiie your

performance mighteed improvingyou have a desire and commitment toprovingit. Always strive to

be proactive Take seHdirectedpositive steps beforgour boss takesnynegative ones.
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Another way to get good feedback on your performance is to ask your boss about it often and routinely.
Beieve it or not, bossemaywithhold their negative impressions about their workerader thanthey

should Since their goal is to get the most out of their workers, they ofteer clear otelling an

employee every time they might fumble the ball (fail to do the job correctly or successfully) because

they worry that the employee miglget demoralized and grform even worseAs a result, bssesvant

to encourage employeet® do betterwith regular praisewhile holding backegative commentg

which could be turned into constructive feedback and teaching momehtéortunately, by avoidin
O2yaiNHz2OGA DS FSSRolI Ol | adzZLISNBA&2NI YIe |tt2g8 |y
work and develop into a longerm habit. When that happens, things becomeenworse

To avoid this natural tendency of withholding negative comméntd] F SSRol O1 dzy At A G Q&
easier on the both yoand your bos$ & | dAHowly¥d >L & FE2eh MtIhknd know that you are
AYGSNBAGSR Ay FTAYRAY3I a4l NBFa ¥F2N Bam@agdykiyiaé o6KS
& 2 dzQ NeBikely 1 &t earkr and gentleralerts thatimprove thingsbefore they become major

issue.In addition to makingourbos? 2206 SF&AASN)I o0& AYAGAIGAYy3 GKAa O2
desire toperformbetteNJ | YR 1 SSLJ A YdndPah&y Fe NO KRESaRSedounteracy

anynegative performance issué¢isat would cause conceri©nce you correct any negative habits, those

bonus points turn into a doubtevin!

The performance evaluation

Once or twice peyear, anemployeeusuallygets aformald LIS NJF 2 NI | Yy G $hee @rk offidihl G A 2 y
and written documents that go on your recotiderformance evaluation time is tough for everyone

Ay@2t 3SR® wS3IIF NRAYy 3 GKS RNBI R SHportant i8aNyB2uNdérstahdS S a1t €
how they generaly work.

Typicallyyour overall performance isvaluated in two categories. The two classic performance
evaluation considerations are:

1. Whathave you done?
2. Howdid you do it?

Most new workers believe a performance evaluation just includesitbedategory, and they avoiding

the second category, which can get them into trouflee truth is thathey work together and the

GK2g¢ Aa | GAGEE O2precddySKIiam: [ BoIQEa f 2RSS W Q0 dzi2fl Kg 2 NJ
including its quality, quarty, and impact.cH2 & ¢  ¥tSd wdy in which you did iincluding the

timeframe, technique and teamworlvost workplaces estimatiat about halfof your performance

grade or score will be based on what yaxcomplished and hatff yourgrade orrating 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 themselvesmthe company), the employee ®t likely to score well on a performance
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SOl ftdzZ GA2Yy 0SOlIdzasS 27F dAK@#F ¢y AKSBY A®I K 0 @@ivdlg $K SH NS 4:
A Geually important to get the job done in a way which promotes good reiatigps and teamwork.

Most often, before your supervisor or boss gives you a performance appraisal on hoyowdid

during a particular time framée or shewill ask you to submia statement about what ythink you

accomplished during this time frarle Ly 2 (1 K SNJ ¢ 2 NRBUt This i Sobtiettirhecto | v i @ 2 dz
aKed LGQa (KS {4y RI-LANERSYD2His Sasiingin L@dsdn A dbSve)

Paving the way to a good performance evaluation should start when the period begins, nottwhen i

ends. @ve your boss the best possitdtatement on your performance by starting right after the last
performance revievwkeep a diary or log of your accomplishments during your performance pé&iady Q (i
wait until the end of it to try to remember what yodid. 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.

I SNBQa F (GeLIAOIT LISNFRAKIyOSIH 003k (hRY @@l ke Sl bl
rated.

Whatt 2dzi O2YS3a8 RAR &2dz  OKASPSR I NNBPdzyR 22dzNJ YI 22 NJ |

This section of a performance evaluationlisectly related toyour job description duties angthat your
bossinstructedyoutoda{ 2 YSGAYS&as> (GKS ag2N] 3A21Ffaé NB LI NI 2
are tasks given to you along the way, and sometimes they are specific goals laid out at the end of the

flrad LISNF2N¥YIFyOS NBROASsd 9FOKJIzODBaASAGKI O2X¥SNBS &K
stick for weather the goal was met to an ideal degee® 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 qualityHereare three sample work goalseing evaluatedthough

il Qkelytiiate 2 dzQf f K| e irvapbdBrmanéelrefiew

V Workgoal15 S@St 2L I ONROKdz2NB F62dzi GKS 2NBIFYAT (A2,
Measure of succesB8rochure isvritten in 3 months and published &imonths.
Comment or evaluation statemerBrochurewas developed ahead of schedule amds both
accurate and attractive

V  Work goal 2Make five (5) presentations about our new product to key organizations.
Measure ofsuccess These five (5) presentations are to reach over 500 potential customers
Comment or evaluation statemerEmployee made seven (7) presentations which reached over
1,000 potential customers.

V Workgoal3{ dzNI¥S& Odzaid2YSNRBRQ TFtiRedBaued] 2y GKS AYLI O
Measure of succes<ollect and report the results of 100 customer competed surveys.
Comment or Ealuation StatementCollected over 300 customer survewsth the average
NI GAy3 F2N (K SBsIOGNBeOtRalzNE Q& A Y LI O
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a1 2 6¢ Kdthesedadkaz

Your employer willurther rate you on how well yoperform aroundthe following professional skills.

V Good interpersonal skillsrespect forsupervisorco-workers & customers
Follows workplace rules

Problem solving andecisionmaking «ills

Effective communicatioskills

Leadershig leads byexample

Teamworkg shares credit with others and hedpthers perform better
General knowledge about his herfield

< <K<K KL

After your boss writes his or hecemments about how wélou performed in bdt areas of
LISNF2NXYIFyOSs GKSe gAftf IABS e2dz 'y 2 @S NIsdmple NI G Ay 3
completed performance evaluatigithe scale ranks 1 as best and 5 as worst, although some scales will

go the other way)

Scoring Thescaingwill be based on a fivpoint scale.

1) Outstanding Performance exceeds standard performance by an exceptional degree and clearly
superior to above standard performance. This high level of performance is consistent throughout
appraisal peod and contributes heavily to the achievement of company gaadsobjectives. (Eligible
for 5% Raige

2) Exceeds Expectation®erformance consistently exceeds expectations for the position. Performa
contributes to the achievement of company goals amnjectives. (Egible for 3% Raige

3) Meets ExpectationsPerformance meets expectations for the position and occasionally exceeds
them. Efforts areconsistent with what is routinely expectddr satisfactory performance

4) Needs ImprovementPerformane falls below established standards (i.e. what is routinely expect
of the employee in the position) but is not totally unaptable. mprovement § needed.

5) Unacceptable Performance fails to meet the work requirements of the positionfdterance fai to
significantly contribute talepartmental work goals or objectives. Substantial improvement and
immediatecorrective action are needed.

If this performance rating scale looks familiar to you, you might be right. It does look like the grading
systemimfi OK22ft ® | 4 g2N] X &2dzQNB fA(1Sfe (2 KILWwS GKSAS
have five grading leveld.would not be unreasonable to assume that the performance Level #1 in our

&l YLX S 3aINIRAyYy3a aoll S | 6andSofokth(udt th goBpleteyhe comparisehN> RS A
f SOSt | pSorekhingsyhevér Changad

Now,6 KSYy &2dzNJ LISNF2NYFyOS SOl tdd A2y 2@0SNItt a02NB
GaAl GAATFIOG2NBE A02NAYI NI y3IS mDgagedrjoh Whatithedly y 1 G K I
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means is you are performing at a basic level of performay2elzQNE R2 Ay 3 &2dzNJ 2206 |
of performance necessary to stay out of trouble. This may be fine for the first evalwattomw;

however, asyourenfp2 @ YSyYy i O2yliAydzSaz AT &2dz R2y Qi aS8S &2 dzN\
study your performance more closeind makeextra effort to improve. This isecause continuing to be
d02NBR i GKS avySSia SELISOiilpagsgoby and ih devidistcase @ Y SI y
may put your job in danger if your employer makes staffing changes

Ol 2NE¢

z

GAATL
2 U2

With thatinmind, § NA S (2 &d02NB KAIKSNI GKIy é(él
ask openly and honestly gburself a trusted friend oevenyour bossd 2 K+ & OF y L

0SU00GSNI LISNF 2N)VSNKE

T« +H
(@]}
U ™

Anothersubject related taknowA y 3 K 2 goingé2 bk@diredtake a good and hors look at
@ 2 dzNJ & Y S i Kniggera oA T adc2aNJl 6 godeirue &l Ndepesfimysaboat workirg). In
short, what areyour attitudes aboutboth workingin generalandyour current jobspecificall If you
have negative feelingdaut either of theseit maydramatically affect the quality of yowvork efforts
and, in turn, your performance&uccessil workers know the importance of monitoring thedeeper
factors or feelingsvithin themselvesbecause they understartie importanceof being in the right
frame-of-mind about work.

Yourd Y S (i K 2 R dngeZ, a yoaraathtiide about working is the foundation upon which

performance either ges up or dowi® s liké €zhool. \Wenever you were unhappy or hagkgative

feelingsabout schoolthe quality of your workprobablywent down(if you still kept those grades up,

then well done)So, look even deepektl y G KS agKI G¢ YR aK2gé @&2dz2QNB LI
deeper feelings about it alif you arefeelingnegativdy about work, you mustieal wth it before bad

things happenConsult with a friend or coworker, have a talk with your boss, or maybe fewéa

professional job coactybut take actions to improve your attitude so that you can more easily make a

high-quality work product.

Somequestionstor 41 €2dzNB St F | 02dzingge 2 dBIYaYSIK2Ra 2F 62N]

<

Do lalways show up, on timand prepared for the dg?

Doltal] S (22 YdzOK f othapfy withhgjobdza S L QY
Am Irested and energized for work?

Am Iclean and properly dressed for work each day?

Do Igreet people when arrive at work?

Do peopt like to talk with me

Do Ishow a good attitude

Do Ikeep myeffort high all day?

Do Icommunicate well?

Am Ipositive, even when things aye@ding well?

Do Itake reasonablénot too many or to longpreaks, including lunch time?
Do Icomplain about worko others (at work athome, or both)?

IflsayQY 3J2Ay 3 (2 R2 &2 YoBiti &rdoyfefendRddditz. Y I 1S &adz2NB L
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V Do | always treat others with respect?
V Dol@Seé& GKS 32t RSY NHzZ ST G52 dzyid2 20KSNABR | a &2dz

Your answers to these questions will help you understama mental readiness or attitde about
either (or both) wakingin generalor yourjob specifically

{23 AGQa G A Y yoil engagaiifteredteddaNdcBninifitt¥tb your jobg or are youfeeling

lazy, bored, or not that excited about the idegettingup each morningtogotoworl®2 y Qi 6 S I T NI
ofyouranswei @ L T @& 2 ouerésRd efigagd oflic&nmiltted to the idea ofvorking,deal with it

now before it becomes a negative experience or a bad mark on your record.

Oneway to deal wth negative feelings about wolik to identifywhy these feelings may be so. Maybe
youdislikeworking because foa generalfear aboutfailure, or because you feahot accepted or even

rejectedin the workplaceor becaused 2 dz FSSt & 2 dzQ N, onpéerdusekeeimnfosting 32 2 R
your disabilityR2 Say QG a SSY Hf Rofyliedithgd Senniiie ydheldfan these reasons

like work is a dragr working is tiring; digdeeper. Usually, if the workplace is a positive experience

then thesetypesof Y2 NB ISy SNI f yS3aAFGABS FSStAy3da g2yQi oS i
bottom of any negative feeling you might be haviigu can deal with your concerns by reflecting on

your own or discussing them with someone you trust.

Everyworker,@ 2y S GAYS 2NJ Fy20KSNE KIa KFER G4KS&asS yS3arda
giveup. There are solutions and answers to all of thead feelingsand, perhapsmany answesto
these question®r concerns canbe found in this book.

The key oimportant point here $ to get these questionsut of your subconsciouso they can be
explored and answered thoughtfullyhere are always answers to be found which caange the whole
situation. If not, it may be time to find a new job.

[ SG Q& ephBnest witNdurselves and recognize thairk is calledworke for a reasn: it Q& . 16 2 NJ
takes time, focus, energy, effottand can become tiring after a whilEven the most exciting and
meaningful jobs can leave people drained at the end of the Haygiven the right opportunity, the

good outweighs the bad.

However, the answer taegative fears ofeelingaround workis tofind work that you like ofove to do.

L Ure2By rue to say woik canbefurh ¥ @2 dz f 2 @S gHOIesample ga@ IS beR@ A v 3
around young people and helping them grownaybe being a teacher is the waygo. If you love

animals maybeworking at an animal shelter or becoming a veterinasaruld berewarding and

fulfilling carees. To avoichegative feelings aut your line ofwork, try to match your interest and

abilities to jobs and careers which give you what you like or love ttt dught be hard to imagine

havinga job you love to do, but it can happen if you try. And, should you find such iveik both

make work easier and enrich your life.

If you already have a job and find yourself unhappy where you work, youtwaweptions. 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 willneed to balance working with sending out resumes and doing intervigwscouldchoose

to quit and then apply for jobs while unemploydajt thisOF'y 68 NR &1 & F2NJ @2dzNJ FAY
have income for an unknown amount of timmend because gendhg, unemployed job applicants are

less appealing to potential employers, wbften 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 oa 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 youactuallyenjoyatworkd L F G KAy 3a NBY lblatfviewdarauwork ask losga | & 2
terminvestment AA i NS aa¥dzZ 220 OFy &aidAtft 0SS | cforddabpledAy3 &
a position filing paperwork in an office can be a starting point toward working on projects, then

managing those piiects, then becoming part of upp@nanagement, and so on. If you think that the

sacrifice of alemandingposition is worth doing what you love lo#tgrm, you may want to look to the

future to stay motivated during tough dayi$work is really adragan@ydz R2y Qi 4SS ( KAy 3a
better, though, sometimes the first option of changing things up is the way to go.

b2gs tSiQa ale (GKIFG @2dz FNB t221Ay3 F2NI I 220 0SA
really want to make sure you choodeetright one.The first step is to understand your own skills and

what you want out of workAs you seltevaluate or assess yourself around the subject of working,

0 K S N#Bchrdquelwhichmightd S dzA SF¥dzf & L{iQa OFff SR GKS {2h¢ YS{K

{2 h¢ &di 9yeRgihs, Wenki@sseOpportunities andThreatsé This management technique was
developed by Dr. Robert Humphrey of Stanford University in the 1960s to help organizations better
analyze thé& risksandthen developa planto respond And although it was deoped for organizations
it can k& helpful to individuals whemanaging theibarriers toperformanceand reaching their goals

The SWOT analysi®rks this wayWhen analyzingheir situationsA Y RA @A Rdzl f amytoar] = &2 K| {
strengthsandweaknessesg and what arethe opportunitiesandthreatsin front of me The person
using SWOT then uses compares those 4 factors and builds a strategy for achieving their goals.

As we mentioned above, thisol can be applied to either organizations or individu&lst ourpurposes
heref SG Q& dzaS G KS { 2-assesdmant tbofFirstioff, IRdk érdide: dehadre yaus f
strengths(plusesandweaknessegminusesys you seek tbetter understand youcurrent

employment performancefeelings aboutvorking or even finding or holding jéhin 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 exampleg S QddBng to find a job.

The following SWOT exammlecuments JSNE 2y Qa &aUNBy3IGKa YR 6SI{1ySaas
opportunities and threats in the job market around thetRor a blank personal SWOT analysis form to

usefor the job market in general, speiifpositions, or other parts of your lifsee Appendix B on page

237)

44

141) WID

&



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.

daé {2h¢ | tinga@dbhd & T2 NJ 3

Strengths(Pluse$ WeaknessegMinuseg
1 Ilwantajob 1 L Q ¥t sufe what work |
Your PersonaS8ituation 1 I'have worked before want
1 | have mysbrag bitesé T IRy QG 1y2#6
elevator speech, and look
resume ready 1 L QWtgabd at job
interviews
Opportunities (Pluses) Threats (Minuses)
1 There are plenty of job 1 Accessible
Outside orExternal Forces openings transportation is limited
1 My parents and friends 9 There are no
want to help employment agencies
1 I have good references that can help me

Having done this reviewd 2 dzQNB Yy 2 g Aty define voh&t ddlidhdNgr gldhsiydueed to follow

in order tofind solutiors. In fact,justby doing this assessmeft 2 dzZQNBE o6 SIAAYyy Ay 3 (2 G 1
moving forward If helpful, takevhat you wote in your SWOT analygis a trusted friend and talk

further with themabout it With your SWOT analysis, you have some facts to laegdodconversation.

And, use this SWOT formula to help you see the various factors that need to be understooefritoord
best approach a situation.

L giirdportant for youto understand and continually think abosélfassessing yowork place
performance If you takehe initiativeto selfl 84 Sa &4 NB I dzf | NI & @2dzQNBE FIF NJ Y2N
and rewarding carer.

Be incontrol of your future.

G8g)
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Making mistakes

Make no mistakein the world of workg 2 dzQf £ Y I 1S LI Sy G & 2dandfristakes { Sa o
FNBE | NRdziAyS LI NI 2@ 8QWE Kdz¥ik K & digou RReEigh@ 2 dF 1 S
after a slipup, just remind yourself:\veerybody makesnistakes

2

The trick about making mistakes is to strive to learn from themtarize sure not to make the same

mistake twice. As a general rule, the first time you make a misttkan be called &t S| Ny A y 3

S E LIS NA& Sy O S éncludiyigitourli$s®) Wiflisballyiinderstand and be forgiving. § Q& 2 FG Sy al A
that you learn more from your mistakes than from your successes. The keyhem#l &  GéfsStakdy/

an effort to reflect on your mistakeand understand how to avoid it in the futurd 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, ifyou make the sammistakea second timeit might beviewed in a worse light (this is why

AGQa AYLRNIFYyd G2 € SLWifbodsyhay believe haRtiaSydaiied ® ledid NB G GA Y
from your first mistake, and KS & F I A f inigiddSed di Burt yo& jopgfférmance Because your

boss is responsible for supervising you and your wbedr boss may also hold them responsible for

your mistakes. Your bossay become concerned that it will happen again, whichadéect your

working relationshiplf you shoull make the same mistake a third tinier more) they likely aren't

goingtobe atallhappp ¢ KSe gAff o0S3IAYy G2 GKAYy] GKIG @2dzQQNB &
taking the effort to improveyour job performance. If this happs, you maye demoted (moved to a

lower-paying positionprevenfired.¢ KA & A& F3AFAYyI gKe A0Qa a2z AYLRNI

take the necessary steps to improve.

Another rule around making mistakesto learn NOT to let it undermine your confidence. Self
confidence $ vitalto you andyour performance® 5 2 yv@ily upsed oshaken by a mistak®ather,
be professionad which means being calrtaking responsibilitand fixngany problems that your action
causedas soon as possibléry to stay positiven fact, @metimes the fix to a mistake can better

than theoriginal idea, if you learned fromit. K 1 Qa K2 ¢ 6S AYLINR ZS®

{22 R2Yy Qi 0S5 | T MhehWumakg nfistes.2 RQDIF 8668 R o2dzi oKI
if the same thing happens the future. Justcorrect any consequences and change your own habits that
led to the mistake itself. Y R R2y Qi .NBLISF i (GKSY

CAylftes GKAY]l loz2dzi 6KIFG OF dasdsa 201184840 {2YS8iA
GKAy3as 42YS8AxSal nBEWRAld o8I0 tif 3 ruusyuxzy éfzéSfé
68 AAYLX ® &fALILISR dzlJd . dzi &2YSGAYSE AiQa 680k das

that too much is happening at once and we miss a detail. In this last cese)esaders believe thaf
82dzQNBE y20 ¥l PRYANBAF2IG] FRIAYy3I Fl ald Sy2dak

Justbe sure you moveven faste to fix them.
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Being innovative and excelling
hilé&z AiQa aSEGNI ONBRAGE GAYSO

L¥ @2dz F2f{t26 GKS | ROAOS 2REEBD@S 5 2aANdz0f ASaSO2¥v3 ¢ 24
& 2 Y Ssiroybut job Now,youQ NB 6 S 3 A v wihatyt Bhkes t8 ensuithil/ & pedz®@ni iell in

a job and career. You know how to continuoBIp | £ dz- G S @2 dzZNESt F Ay 2NRSNJ (2
job ina manner that keepboth you and youiboss happy regarding yoperformance.

However, you have thambition and drive to do more. Youwanttoexgel2 dz g+ yid G2 3Sd ¢
G! béad . SAy3a 3IA22R A aYouwahtSobe maeihasd godd ¢raplogedlBduivanh & 0 S &
to be a great employee who is heading for the top of your department or organizatgng our

example earlier, you want to move from filing papers to working on projects to managing those projects

to being uppedevel managemset. You want to lead (and get paid more as you do).

WhatQ & { Kreedssl & 8x8el to the tof® What else do you need to know in order to be more than
2dzad | FAYyS SYLX2eS8SK 2KIFd R2Sa AdG d11S G2 oS a3aN

In a word, it takes being an innovator.ddeingthat trusted employee who not onlgets their job done
effectively butis always loking at everythingrom 30,000 feet high up in the air, where you can gee
GoA3 Libre dedulyBhin the skyyou can see more. Yauill belooking at where the@mpany
has been, \wereit isnow andwhere it needs to go next. With this perspectiyeu can become an
innovator and an outstanding employdeading for the top ranks.

Practice thesadditionalskillsif you want tobecorne a top performer Here are evemore secresto
maximum success in your careAndR 2 y Q {i : alftBaNdsSéen said inithbook and whiclies
aheadmust be included in your performander you to reach the top

This ighe extra creditstuff ¢ and here are those extra lessons
1. Stay Positive

5 2 ye@niplainabout thingsi K I G | NBeg¢ ése thidgsds jotblen opportunities for you to excel

by finding solutionsL (G Q& S| & & anidl probErkey R (TQ adekdéie SuRitHN See?the silver

lining in the dark cloudslways be positivet 2 8 A G A @S LIS2LX S | GGNIF OG0 20 KSNJ L
where innovation occurs.

2. Observe, noticeand ask the deeper questions.

Striveil 2 dzy RSNEUFYR ¢Ké& (GKAy3Ia INB GKS ¢greé& (KS& | NBo
goingon and why.Look for pattens or deep underlying causdsearn mordhan othersjust notice. Be

curious. Most people focus on the getting the job at hand done corragtiite not paying:lose

attention to the deeper meanirgpr insighsNBE 3+ NRA y 3 ning Ask Quastidkd, thinkBeyond

GKS &adz2NFIF OS NBI f Aell; indésstagtQaur j@ izdhé coRext ol ddble 2 2 0

operationg of your organization and even the industry it operateslimaddition, always trio find the

things that are dittle bit off or not quite right.And listen to everyone, especially those who may
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disagree with you or see things differentyK S& Y I & LINRPQDPARS AyaAzEd Ayl2 4Gk
show you the viewpoints that are holding things back.

3. Think, ponderanddream

Most people hink that daydreamingr reflectingh & y Qi 6 2 NJ A y d@eamidglaige®td & G2 LI R

worké & 2 Yrfightys&/. Well, research has shousthat daydreaming or stepping back from the

G LINd®ya dza A ¥y S & adering aduit thingsga great way to remain innovative and productive.

Daydreaming, in this example recaling informationwithout distractionsg sosimply taking a break to

reflecton a meeting otask you completed (or are working onMany top organizations give their

employees fre time to engage in experimenssNJ 2dza G (G2 ( KA yriin theaarkizidce 6 K I (1 Q&

F NPdzyR GKSY® DNBI i LISNF2NNVBSWA: ySBSRYEKBaOayYdh SGSiia

analyzethe true meanings ofheir daily routine, ways toimprove their performance, the direction of

their organization, andnore. Reflection can also happen off the jathink, ponder and dream about

work eveng K Sy @ 2 dzQ NJBot all théitimd, Kub fkBome of the timg@nd try to keep it positive

and constructivep 2 KA f S @ 2 dzQ NBdzaRe AoySST KNeRIzA&S26d2 NA = ail@@med f SS LI 2
getting ready for work, let your mingflectorLJ2 Y RSNJ A G £ £ & L { (ndightfuyybur A y 3 K 2
mind will bewhen you reflect away from the hustle @fustle of work.

4. Pay attention to everything

52y Q0 RAAYAAA YA e@phihing Sént alvdga yo2chidislyig yoyf GoinfordzdneBe

alert and look to identify inconsistencies, anomalies, and unexplained outcomes.dagture and pay

ati SyaAzy G2 it (K WKE2RRREW VAEQA 2 NBdddednga § 2. S A
those randomdots in new and noepreviouslyunderstood wag. Obviously, without all the dots
ARSYGAFASRI 22dz 62y Qi 3ISH &KY D2NNMBSOG>ILIROYMNERAEEKS
notice. It might be the key to developing a deeper underidny 3 & Actualli kappening which

can help you be more innovative for making things better

5. Look closely at contradictions

Deep and important insigh most often occur when we notice things that don't make sense to us.

| SNBEQad 6KSNB @2dz RA3I RSSLISNWP LT @2dz2NJ AyagdgAayoda 4GS
does. These are the situations where innovation most often occurs. Huragpsdlly 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 exXigakes time and energy task questions,

F'YyR 2dzNJ Ay ad Ay Oivérth thetetiod 16 investifate fadi@rSukelisOnietingeg tiie is

y2i YS8LYyAy3a Ay GKSaAS ayz20 | dekiihadhenadisto BmitdiaT K2 6
by the outstanding innovative employee on their way to the top.

6. Do something

L ¥ egpidg@oNgke the time and invest the energy to follow the steps abibv@without value
unless youtakethd i SLJ 2 T & R 2N akidg adtignYedherekyauy leadership skills kidk. This
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means gettingieededdata or evidencedefining the chaéinge,developing a plan of action or response,

as well as speaking out aouts K I G & 2 dzQ @ S re@dmraefdIISRhe Ipagdtf point and the
ONRgYyAYy3ad I OKASGSYSyYy(l 27 e seoztdlyolnbgse adtedmud@undJA NA G @
around ad LINE ocfin§&eéad offer a complete proposal.

Lastly there are often great opportunitiefor innovativeworkers when there is great crisis.

Too many times, when a company or organization is in crisis, most of its workers run andded

their desks. This is not the time to l&yw. This is the time for you, as an innovative and high performing

leader, to seize and rise tthe challenge. Great leaders are born when defeat is reéame examples

are Lee lacoccat Chrysler, Steve Jobs at Applengton Churchill during World War Hnd 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 wader control. &fe or stabletimes are time of

routine performance steadyexpectatiors andslow promotions However, dung a company crisis
innovationisneedS R® L i Okt i A¥BS i @2 KR | YyBNBRAIRE dIND 2 KIS y ik ¥ Hyp3
chance tarun tothe 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 wrkplace relationships are often 8eONA 6 SR | & £G4 hAFFM @S R MTM
GKS aR2&¢ FYR aR2yQiaé¢ 2F LINRPLISNI 60SKIFE@ZA2NI Ay {(KS
so be alert for local variations to the rules or advice below. @smart and performing well around

oFFAOS LREAGAOA Aa SOSNER O0AG a AYLERZNIIFYyd & @&2dzNJ
performance. 2 dzQf f 06 S Y2 NB fifiyjuiedrithe dtategieSof cifidedlitcand F dzt

practice them to your advantage.

LT érxw2Q tké 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 thevery powerful brces behind them. AndijiQ & A y 0 Seblow pebpleRharige when
they arecompeing 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 tearkwaod equality, some have more strict power
structures, and some are hypeompetitive. Individual employees also vary: certain people are friendly
and others are more ctthroat in their search for money, power and promotions. Politics are different
amoryg industries and within them, tod.he way things work in a factory are different than they do in a
restaurant, while a startip business is different than a large corporation which is different than a
charitable norprofit. At the same time, one startup ay be upbeat 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 politicbe alert for and follow these basic rules dr 1
commandments.

G8g)
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1. Learn how things actually work Each workplacdnas its own pecudirities on how things get
doneorg K2 NBIFffeé& gASEtRA Lizakpbhekstructyfe nadBrivinkdr I G A 2y Qa
change over time. #d, it can be quite different from what the formal office organizational chart
02N aYl yl 3SY Shiws. Farlexanirde(ivahB epbrted to my first,jsbmeone
hinted that the reabosition ofpower in theoffice was not theéop managey but his
administrative officerlf | wantedto get somehing done or accomplishedhy coworker told me
that smart workers wnt to her because she was the cenfmint around whichthings gd done.
So, guess whthe first friend was | triedtomake® | Ay GY A (G & .Ayidtheendk S YI y I :
befriending the administrative officavas the smartest move | made durimy early careerSo
observe, ask, study, learn, and adapt to the political landscape wheregu

2. Guard against being manipulateor controlled ¢ 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.eSedy ofthe coworker who
comesup to you soon after you report for work and tells yodfiaendly secret about your boss
or another coworkero S& LISOA L f £ & AT (KS a4 Aratdrddsllingss mai bed 2 Y S (i K
an attempt to manipulate you to do or sagraething 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 véipbarswvrong, as it likly is wrong.
The temptationérl  ySg 62NJ SNJ A& (KIG GKS@QNB | yEA2dza
trust. Rememberthe people you canNtza i 2 T i Sy soR&hjh@that seedrk fiegadivd dz
orevendestructiveL 1 Qa y 2 G LINE TnSdch dagey, judt filedh® Kfor@zh awdyp
ayR aSS1 G2 f SI Ny offizeNndlitics befdrezaiou actkKAs siou BakPrare)Q a
@2dzQNB tA1Sfte G2 fSINYy GKIFG (KA &eperSahthéyT NA Sy Ré
were talking trash about.

3. Talk to peopleg You can sagguard your reputation and practice great office political skills if you
make it a practice to leave your weskation (deslor otherwisg and go to talk tahe other
peopleyou work within person. Key reasons for this suggested practice is that it teelmpsild
better relationships with your cavorkers (it shows a respect for them byosting up at their
work-station) L i | f a2 KSfLJA e2dz 42 3ASH (2 1y2¢ 6KIG GK
,2dzQf £ £ S NY Y ZowilterdctidRwitvovotiers thatzsi@dlytb@ doing the tasks
youaregivenh ¥ O2dzNASS> |t gl &a&a 3ISG @2dzNJ 2206 R2yS 4SSt ¢
socializing, otherwise your boss may think you are not putting in enough effort.

4. 52y QG 0S5 I¢Ndbadyenpys Beingaxdd someone wh@ complaining. Watch
yourself and when things are going badhunfairly R2 y QG 3IA @S Ay 2 GSYLIGF GA;
about it in the workplacePeople do not want to heaothers venting at work (they have their
own things to deal with)More than that, complainers are viewed as both troubtakers and
drags on progresgeople viewed negatively in these ways are not likely to move ahead in an
organization Obviously, things will go wrong for yatiyour job at some poing and people,
even yourboss, may do you an injustioe two. If that happens, ghome andvent, butR2 y Qi R 2
it at work.When you are on the jatbe proactivanstead Think of ways to positively respond to
the injustice. If someone else got the task or job you wanted andgeldike it should have
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