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 I ntroduction           : 

Welcome to this resource book 

This resource book is designed for you if you have had mental 
health problems and you are now considering finding a job, you 
have already decided to find a job, or you already have a job in 

the general workforce. Finding a part-time or full-time job in the general 
workforce—a job not set aside for people with disabilities—is known as 
competitive employment. This resource book is designed to help you think 
about working and guide you before, during and/or after your competitive 
employment job search. It will also help you move your life in a meaning-
ful direction.

The resource book is based on the principles and practices of effective 
employment services that help people seek work independently. This re-
source book does not recommend lengthy pre-work activities, because they 
have not been shown to help people find competitive employment. 

Instead, this is an action-oriented book, meaning that it encourages you to 
make thoughtful choices and then consider taking steps toward finding and 
keeping a job that’s right for you.

Getting started—Suggestions for using this book
 T his    is   y our    resource         boo   k 

It is designed to help you as you strive to choose, get, and keep a job that 
will be meaningful to you. It can be used in individual sessions with a coun-
selor, with an employment specialist, or with other members of your support 
team. You can use it during team meetings or on your own. 

 You    m ay  co  m p l ete    topics       at  y our    o w n  pace    

You might choose to complete a topic all at once or a bit at a time. Or you 
might choose to complete a topic with others during one meeting or during 
several meetings. There is no need to complete all of the topics in this book. 
Instead, you can choose the topics that you think will be most helpful to your 
needs. What is most important is to use this resource book in a way that 
works for you. 

 T his    resource         boo   k  co  v ers    m an  y  topics      

Some of the topics will be very important to you. You may want to dis-
cuss these in greater detail with a counselor, employment specialist, or other 
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people who support you. Bringing these topics up in conversations with 
people you trust, including mental health professionals, will probably help 
you get the most out of this book.

 You    can    start      w here    v er   y ou   w ant   

Once you read this introduction, you might look over the topics listed at 
the beginning of the book to decide which sections might be most helpful 
to you now. For example, you might choose the topic “My decision to work.” 
This topic will help you to think about your desire to add employment to 
your life. Or perhaps you have already applied for a job and are preparing 
for an interview. “Preparing for the job interview—The basics” might be 
your starting point. If you are working with a counselor or employment spe-
cialist, he or she may also have suggestions about topics that may be helpful 
to you.

 P eop   l e  do   things       at  different          speeds      

This resource book acknowledges that people go about a job search in 
different ways and at different rates. This book need not slow you down nor 
pressure you in this process. Instead, we hope that this book will be a re-
source for you as you go about choosing, getting, and keeping a job that is 
right for you.

Sections and Topics
This resource book is organized into 32 important topics, which are 

divided into three sections. It also offers appendixes with practical guid-
ance and examples to help you with important issues. You may choose 
to go through some of the topics in order. Or you may prefer to focus on 
just a few topics and spend more time on those topics. Keep in mind that 
you don’t need to go through this resource book from beginning to end. 
Instead, you may pick and choose the topics that fit your needs at this 
moment. 

This book covers the following sections and topics:

 S ection       1 — P rior     to   J ob   S earch     

•	 My decision to work
•	 Talking with family and supports about work
•	 My hopes and concerns about working
•	 My personal strengths and job preferences
•	 Important things to consider about my mental health
•	 Things to consider if I am using substances like drugs and alcohol
•	 What if I have had legal problems?

 In
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•	 Important things to consider if I am a parent
•	 What if I have physical health issues?
•	 Medications and side effects
•	 Finding work without a high school diploma
•	 Working and my benefits
•	 Work and my schedule preferences
•	 Figuring out what I would like to do for work

 S ection       2 — D uring      J ob   S earch     

•	 Developing my specific work goal	 	 	 	 	
•	 Developing a plan and finding a job
•	 Applying for a job	
•	 Disclosure and deciding what to say about my background
•	 Preparing for the job interview—The basics	
•	 Preparing for the job interview—Answering questions and asking questions
•	 How do I explain gaps in my work history? Or having several brief jobs? 

Or being an older worker?
•	 What to do when I’m offered a job—Talking about a start date and pay
•	 What are reasonable accommodations, and what’s the best way to request one?

 S ection       3 — A fter     G etting       a  J ob  

•	 Dealing with my concerns when I’m starting a new job
•	 Transportation to and from work
•	 Talking with people on my first few days of the job	 	
•	 Important considerations for the first month of a new job	 	
•	 Contacting supports when the job becomes challenging	
•	 Workplace protections—What are my rights as a worker?
•	 Talking with employers about getting a promotion or a raise 
•	 How do I know if I want to end my job? And how do I appropriately end a job?
•	 Planning for my next job and/or developing a career path	 	 	

 A ppendixes         

 A 		 Basics of benefits counseling
 B 		 Sample cover letters
 C 		 Sample resumes
 D 		 Sample job applications
 E 	 	 Interview tips
 F 	 	 Sample thank you letter
 G 		 Sample scripts and a letter requesting an accommodation 
 H 		 Starting the new job and preparing for the first day of work 
  I 	 	 Using supports
  J 	 	 Sample letters of resignation 
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 Wor   k ing    through        a  topic     

Each topic has three parts:

•	 Important information: Each topic contains several “Important Infor-
mation” sections that introduce the topic and provide important facts for 
thought and discussion.

•	 Personalized activity: After many of the information sections, you will 
be presented an activity to help you think through the information and 
how it applies to you. Activities may consist of worksheets, checklists, 
questions for consideration, or other exercises.

•	 Next steps: These sections allow you to decide your next steps for moving 
closer to your goal. 

Suggestions for practitioners
Practitioners’ feedback on earlier versions of this resource book yielded 

the following suggestions:

 R e v ie  w  the    contents         of   the    resource         boo   k 

We recommend taking some time to review the contents of the resource 
book so that you can familiarize yourself with the topic areas that are covered, 
as well as the types of activities that are available for the job seeker. The more 
familiar you are with the contents of this resource book, the better you will be 
able to guide and direct people to sections that are most relevant to them.

 T a l k  w ith    peop    l e  about      ho  w  the   y  w ant    to   use    the    resource         boo   k 

Engaging them in choosing how to partner with you in its use is an impor-
tant aspect of recovery. Here are some common ways to use the resource book:

•	 People may want to keep the resource book, work through some topic 
areas and exercises with you, and work through other topics or exercises 
on their own. 

•	 People may want to have an initial conversation with you and then use 
the resource book largely on their own time but bring back to you their 
completed materials, exercises, and thoughts for discussion.

•	 People may want you to keep the resource book in your office. Then, 
when they come in for a face-to-face meeting, you can review topics or 
pieces of the resource book together.
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 U se   effecti       v e  job   - searching          practices         

If you are a practitioner, we recommend that regardless of your role 
(e.g., counselor or employment specialist), you become familiar with basic 
job-searching practices if you are not already familiar with them. Further, 
if you are an employment specialist and expect to spend time searching for 
or developing jobs, we recommend that you learn the effective job-search-
ing practices and how to implement them. For example, face-to-face con-
tacts with employers are critical for success. Another effective job-search-
ing practice is to develop relationships with potential employers over 
multiple visits and then foster those relationships by staying in contact. 
More information about effective job-searching practices can be found 
on Dartmouth Psychiatric Research Center’s website at www.dartmouth.
edu/~ips/. A video about job development is also available from Dart-
mouth Psychiatric Research Center via YouTube, at www.youtube.com/
watch?v=w0B8x4yEcDo&list=ECFBCDC9B8FD6C0434&index=2.  

 A dopt     the    indi    v idua    l  p l ace   m ent    and    support        ( I P S )  approach        

The IPS model of supported employment is an evidence-based approach 
to help people with diagnosed mental illness to find their own jobs via com-
petitive employment. The IPS method has been found to improve rates of 
competitive employment for this group of people. The eight principles of the 
IPS approach are as follows: 

•	 Each person’s preference is central: Research suggests that when people 
work in the types of jobs and settings that they have selected, they are 
more likely to achieve satisfaction and success in the workplace. A per-
son’s individual preferences drive the process of the job search.

•	 Zero exclusion: Research and experience have shown that people with 
a mental disorder can find satisfaction and success in the workplace 
regardless of their level of psychiatric impairment (or symptoms), use of 
drugs and alcohol, and/or behavioral issues. Zero exclusion means that 
anyone, regardless of illness severity, can expect to find support from 
job-finding services when choosing to look for competitive employ-
ment. No one is excluded. This method of helping people focuses on 
matching people’s skills and strengths with the specific jobs they want 
to do.

•	 Benefits counseling: Many people in recovery rely on government ben-
efits for both their income and their general medical and psychiatric care. 
The IPS method focuses on providing assistance in managing these ben-
efits so that going to work will make good sense on several fronts, includ-
ing financial health, physical health, and mental health.
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•	 Competitive employment is the goal: The IPS method is based on find-
ing jobs in the standard workforce that pay at least the minimum wage 
and that are open to anyone. Piece-rate work and sheltered employment 
are not encouraged and are, in fact, the opposite of the employment expe-
riences that this model stresses.

•	 Mental health services and vocational services are integrated: The IPS 
method for successful job matches involves creating a treatment team that 
partners practitioners who do not provide employment services (e.g., nurses 
and psychiatrists) with practitioners who do (e.g., employment specialists). 

•	 Time-unlimited follow-along support: This approach to helping people 
move toward recovery by finding gainful employment recognizes the 
importance of support, technical assistance, and plain old help. IPS 
programs offer individualized job support that is based on the person’s 
preferences and needs. Support is available as long as help is needed. The 
frequency of visits and the intensity of the help are dependent on what 
the person wants and needs at any time.

•	 Staff systematically develops relationships with employers according to 
each person’s choice: Employment staff who provide intensive IPS ser-
vices develop relationships with potential employers and develop a net-
work of relationships with multiple employers. They listen closely to the 
needs of potential employers and try to match available jobs with people’s 
preferences.

 •	 Rapid job search: Research has proven that programs that help people 
move toward employment right away have better employment outcomes. 
In the IPS model, as soon as people express that they would like to find 
a job, they are engaged in activity toward that goal. Programs that prog-
ress more slowly have lower employment rates compared with those that 
begin individual job searches immediately.

 U se   the    resource         boo   k  w ith    indi    v idua    l s  in   1 : 1  settings        

 This resource book is designed to be used—and we believe it will be the 
most helpful—as a tool to support your work with individuals while you are 
practicing the evidence-based IPS approach. It is not intended for use as an 
intervention approach for groups, and we caution against trying to use this 
book as a group curriculum. That said, you may wish to bring in or copy 
parts of the book to share during group sessions. This may be an efficient way 
to help people learn about this resource while you are trying to engage and 
inspire them to consider activities that lead to an individual job search. In 
other words, it is possible to introduce the resource book in a group setting 
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as a time-limited engagement strategy that will lead to 1:1, focused vocation-
al efforts with people in your program. 

 D o  not    use    the    resource         boo   k  as   a  stand     - a l one    inter     v ention      

Our hope is that this resource book is helpful in supporting your work 
with people who are pursuing a job. This book is not intended as a stand-
alone intervention, and it should not slow down the process of helping 
people find competitive employment. Instead, it is designed as an adjunct 
resource to support your ongoing IPS practices. We recommend that you 
consider suggesting topics or exercises in the resource book that you think 
are the most relevant for people at specific points in time, with the goal of 
supporting their most immediate needs related to finding, getting, and keep-
ing a competitive job. In other words, we encourage you to skip to specific 
parts of the resource book that are helpful to you and, most importantly, to 
each person with whom you are working.
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 I M P O R T A N T  I N F O R M AT I O N : 

Why Do You Want to Work?
People choose to join the workforce for many reasons. These can include 
making money, taking pride in the status of being employed, feeling that 
having a job enables them to make a difference in their community, and 
furthering their personal recovery. There is no one “correct” reason to go to 
work; many of us have several reasons. Knowing what is contributing to your 
desire to work can help you to make a good decision about whether to start 
looking for a job. We provide you with an exercise below to help you think 
about this.

 TO P I C : 

My decision to work

{ Choose a job you LOVE, and you will never } have to WORK a day in your life.  
CONFUCIUS (bc 551–bc 479)

Chinese Philosopher
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 P E R S O N A L I Z E D  A C T I V I T Y: 

Why Do You Want to Work?
Here is a list of reasons that people might choose to explain why getting a 

job is important. Please choose all that are true for you and add others that 
may not be listed. 

 I M P O R T A N T  I N F O R M AT I O N : 

Pros and cons of working in a regular job
Every decision has its positives (pros) and negatives (cons). Even the best 

decisions usually have some cons as well as pros! Identifying your pros and 
cons to finding a job will provide valuable information to you. The exercise 
below can help you to think about this.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Pros and cons of working in a regular job
Please list the pros and cons of working and the pros and cons of not 

working, as you see them now.

	  

	 Making money

	 Valuing the status of being employed

	 Feeling that I’m making a difference in my community

	 Being with other people and feeling less isolated

	 Feeling more like everyone else

	 Pleasing family or friends

	 Giving me something to do

	 Believing that I’m on the road to my recovery

	 Believing that going to work is more enjoyable than going to a mental health program

	 Having an active role in my community

	 Helping to reduce stigma by being a living example of success

	 Having an opportunity to use my skills and talents

	 Other reasons: _____________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

18	 Prior to Job Search / Employment Resource Book
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 I M P O R T A N T  I N F O R M AT I O N : 

How culture might affect your decisions 
about working

Culture is a word for all of the thoughts, languages, practices, beliefs, 
values, customs, and traditions of an ethnic, religious, or social group. People 
sometimes see themselves as belonging to several different cultures. You 
might want to think about your own cultural background and whether your 
beliefs affect your decisions about working. 

Whether you choose to get a job, and the type of job you try to get, may 

PROS of working:

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

CONS of working:

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

PROS of not working:

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

CONS of not working:

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

•	 _________________________________________________________________________________________

Employment Resource Book / Prior to Job Search	     19
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or may not be related to your own cultural values. The exercise below en-
courages you to think about how different parts of your culture may affect 
your thinking about work.

 P E R S O N A L I Z E D  A C T I V I T Y: 

How culture might affect your decisions 
about working 

Below is a list of statements designed to increase your awareness of the 
connection between your cultural, family, and religious background and your 
thoughts about working. Think about each statement and circle YES or NO.

 N ext    steps     : 

What would you like to do to make more progress with this topic? This 
topic is “My decision to work,” and your personalized activities identified the 
following possible next steps:

•	 Review the pros and cons that you came up with about work, and talk 

My religious beliefs affect the decisions I make about whether to look 
for a job, which days I could work, or what kind of job I will take. YES NO

My preferred language affects the jobs that I will consider or whom I 
want to talk with about jobs. YES NO

The customs and beliefs of my family affect how I feel about getting a 
job or what kind of job I will take. YES NO

My sexual orientation affects how I feel about getting a job in certain 
environments or industries, what kind of job I will take, or which em-
ployer I will work for.

YES NO

My gender affects whom I’d like help from as I look for a job or whom I 
will talk with about whether I want to work. YES NO

My ethnic background affects how I feel about getting a job. YES NO

20	 Prior to Job Search / Employment Resource Book
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with someone who is supportive, ideally an employment specialist or 
counselor, about your decision.

•	 Choose one of your YES responses above and explore it further by talking 
with someone about your cultural values and how they may affect your 
decisions about working. 

You may have additional ideas about helpful next steps. With those and 
the steps outlined above, what would you like to do next?

 

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Talking with family and
supports about work

 I M P O R T A N T  I N F O R M AT I O N : 

Your treatment team and other supports
The support of other people can be very helpful in choosing, getting, and 

keeping a job. These people include all of your treatment team members and 
perhaps some family and friends. You may want to think about which family 
members or friends can provide support and encouragement. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Your treatment team and other supports
Whose support would be helpful to you? Whom would you like to ap-

proach to ask for support? They may be family members or friends. Supports 
may be one person or several. 

 
 I M P O R T A N T  I N F O R M AT I O N : 

Conversations with others about your desire to work
Your friends and family members can be some of the best people to root 

for you. They may be very supportive of your interest in working. And they 
may be happy if you asked them for support in your quest to get a job and 
become successful. On the other hand, your friends and family may be con-
cerned about how things will go for you when you start working. They might 
be concerned about what will happen with your government benefits if you 

Please list the person or people you might want to approach:

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________
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start working, or they may worry that your psychiatric symptoms might get 
worse with the stress of a new job. Talking with them about these issues and 
their thoughts and feelings about your working is probably an important con-
versation to have. However, the choice to have this discussion is up to you.

Talking with others may be a good way to clarify your thinking about 
work and to find out who will be there to support you as you move ahead 
with finding a job. By thinking about all points of view, your decisions will 
become clearer and stronger. If you haven’t yet had these kinds of conversa-
tions, you may want to think about whom to speak with and how to start that 
conversation.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Conversations with others about your desire to work
If you do not know how your friends and family feel about your working, 

and if their views are important to you, please think about whom you’d like 
to talk with about this. Whose opinions do you value, and what do you want 
to ask them about your working?

In the space below, write down a plan for when and how you might con-
tact the people you listed above to discuss your interest in finding a job.

People who know you and whose opinions you value concerning your getting a job:

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

_________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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In the spaces below please list the people you’ve talked with about find-
ing a job. If they were mainly positive about your going to work, circle the +. 
If they were mainly negative about your going to work, circle the –. If they 
were about as positive as they were negative, or if they didn’t seem to have an 
opinion, circle the =.

Overall, what kinds of things did people say about your going to work? 
Below, please write down some of what you heard.

Thinking about what your friends and family have said, how do you think 
they feel about your working? Please explain your answer.

person’s name: circle  
(positive, negative, or equal)

+ – =

+ – =

+ – =

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

________________________________________________________________________________________________________
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What do you think about their feelings? Do you agree? Do you disagree? 
What are your thoughts and reactions?

 I M P O R T A N T  I N F O R M AT I O N : 

Things you might say to family 
and friends about working

Finding support from others can be very helpful when making your way 
in the work world. Although some people can be very helpful and support-
ive, other people in your life may worry and have trouble supporting your 
idea to find a job. 

Below are some examples of typical conversations that you might have 
with others as you begin your search for work.

Friend or family member: “You know, I really am concerned about your get-
ting a job. I’m worried that it will be too stressful for you and that you won’t 
be able to handle it. Working probably isn’t a good idea.”

You: “I can appreciate your concern about my well-being. The team at my 
program and I have discussed my interest in working, and I have learned that 
I can get a lot of support in finding and keeping a job. We have put together 
a plan so that working will be a positive thing in my life and I will be able to 
move ahead with my recovery and go to work like everyone else.”

* * *

Friend or family member: “It doesn’t pay for you to go to work; you will 
stop getting your monthly check.”

You: “A lot of people say that. The good news is that my counselor and I have 
mapped out a plan that will allow me to work and still receive some of my 
check. At the end of the month I will have almost twice as much money as I 
was getting in just my benefit check. We double-checked this with the Social 

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

________________________________________________________________________________________________________
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Security office. To top it off, the counselors at the program are going to con-
tinue to help me manage my wages and government benefits for as long as I 
need. Learning to manage my benefits while earning a paycheck is going to 
be a challenge for me. I am happy to have all the help I can get.”

OR

You: “I know that you have concerns about what will happen to my benefits 
if I get a job. I worry, too, and that is why I have been working with the ben-
efits experts at my program. I learned that the Social Security Administration 
has all kinds of incentive programs to encourage people receiving benefits to 
go back to work. People almost always come out ahead if they work. It isn’t 
like it used to be.”

* * *

Friend or family member: “That’s great—you are going to go out, earn a 
paycheck, and come out ahead—but what happens if you lose the job after 
your checks are reduced or gone altogether?”

You: “That is actually one of the programs. Nowadays, all you have to do if 
you lose a job is go down to the Social Security office and tell them, and your 
check starts coming the next month, kind of like a safety net.”

* * *

Friend or family member: “You had better be careful that you don’t earn too 
much money, or you will lose all of your benefits. Work might not be worth it.”

You: “Work is very important to me and my recovery. I know that if I stay on 
my benefits forever, I might never live comfortably or live like other healthy 
people. Right now I am using my benefits to help me get back to being inde-
pendent, and I look forward to eventually doing without them. I don’t like 
being unemployed, and I want to enjoy a better quality of life than I have 
now being on benefits. I want to rejoin the world.”

* * *

Friend or family member: “I know that you tried to work a few years ago, 
and it didn’t go well. Why do you think things would be different this time? I 
don’t know if this is a good idea.”

You: “The good news is that at my program I am working with a team that is 
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going to support me to help things go better this time. As a matter of fact, I 
would like you to be a part of my support team and meet the others who are 
on it.” 

OR

You: “I am building a team of people who are important to me and who sup-
port my plans to return to work. Work is very important to my recovery, and 
I would really like to have you on my team.” 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Things you might say to family 
and friends about working

Think about what you might say to family and friends if they bring up 
specific concerns or topics about work. Some of the concerns mentioned 
above may sound familiar and match concerns raised by people close to you. 
Now please think about how you might respond to them. Write down your 
ideas below.

 N ext    steps     : 

What would you like to do to make more progress with this topic? This 
topic is “Talking with family and supports about work,” and the personalized 
activities identified the following possible next steps:

•	 If you do not know how your friends and family feel about your working, 
and if their opinions are important to you, you may want to ask them 
what they think. 

•	 Approach one or more people (family or friends) and ask for their sup-
port concerning your desire to work.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

________________________________________________________________________________________________________
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You may have additional ideas about your next steps. Remember, this is 
an exercise to help identify people who will support you and to think about 
ways to talk with them. It is not an exercise to seek permission from others 
about going to work. It is to find support for your decision about going to 
work.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

My hopes and concerns
about working 

 I M P O R T A N T  I N F O R M AT I O N : 

Identifying your hopes
We all have dreams and hopes about the future. Our hopes help to mo-

tivate us and move us in a positive direction. This is a good time to identify 
your hopes about finding employment. Do you have a vision of what working 
will be like for you? How will it affect your life? How will it affect how you 
feel about yourself? What will be different? 

You might want to buy things that you cannot currently afford. For exam-
ple, some people want to get a job so they can buy a new TV or computer or 
even a car. Perhaps you want to earn more money so that you have enough 
to go on a date or see a movie with friends. These are all fine reasons for 
wanting a job. Think about what things are most important to you and how 
getting a job may help you achieve some of your goals. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Identifying your hopes
Please take a moment to envision yourself successfully working in the com-

munity. How does the “working you” look and feel? Use any form of creativity 
(words, art, etc.) to share this vision. For example, you could consider drawing 
a picture that reflects the positive changes that working will bring to your life. 
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 I M P O R T A N T  I N F O R M AT I O N : 

Identifying and addressing your concerns
People often wonder whether finding and keeping a job will be possible and 

whether that job will be satisfying. Answering these questions means thinking 
about your concerns and worries about working. Doubts about finding and 
getting a job can lower a person’s confidence. A person might give up the job 
search too early or not start at all, or a person might give up at the first sign of 
difficulty. Identifying and resolving your concerns about working is an impor-
tant step in your success. Below is an exercise to help you to think about this.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Identifying and addressing your concerns
Below are some common concerns people may have about working. 

Please review each item and check the ones that apply to you. 
What concerns you? What makes you think you won’t be able to find and 

keep a job that you will like?

	 I haven’t worked before—what would I tell an employer?

	 I tried to work before, and it didn’t go well—why would it be different this time?

	 I have no skills.

	 I don’t want to lose my benefits (such as Supplemental Security Income [SSI] and Medicaid).

	 No one will hire a person with mental illness.

	 I’ve had legal problems, and that’s going to be hard to overcome.

	 Other people in my life—family, friends, mental health staff, my doctor—don’t want me to work.

	 My current vocational rehabilitation program is very comfortable for me. 
	 Will a regular job be too stressful?

	 What am I going to talk about when people at work start a conversation with me?

	 What do I say if people ask me about my previous jobs and I haven’t worked for a while?

	 What if I get symptoms at work?

	 What if I have a relapse?

	 I like the mental health program that I’m attending. 
	 I would miss the staff and the friends I’ve made there and don’t want to leave them.

	 I think I use drugs and alcohol in a way that will get me in trouble at work.

	 How will I feel if the job does not work out or last?

!
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Now you can begin to address your most important concerns and ques-
tions. For each concern that you have identified, it may be helpful to find out 
more information and to discuss the concern with a counselor, employment 
specialist, psychiatrist, or other team member, including a friend or acquain-
tance and a family member you trust and with whom you feel comfortable.

Thinking about the concerns that you identified in the section above, 
please write down your thoughts about how you might address them. You 
might talk about this with people you trust.

While you are considering addressing your concerns and going back to 
work, please think about the following questions. Your answers may help you 
to decide whether it is time to find a job that’s right for you.

If you went back to work today, how would that be? What would be dif-
ferent in your life?

If you waited a bit—say you went back to work one month from now—
how would that be? What would be different in your life? 

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

	 Other concerns that I have: ________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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What would your life be like if you decided not to try to get a job? 

 N ext    steps     : 

What would you like to do to make more progress with this topic? This 
topic is “My hopes and concerns about working,” and your personalized ac-
tivities identified the following possible next steps:

•	 For each concern that you identified, you may want to find out more 
information and to discuss the concern with your counselor, a friend or 
acquaintance, and family members you trust and feel comfortable with.

•	 Moving ahead with finding a job.

You may have additional ideas about helpful next steps.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

My personal strengths 
and job preferences
 

 I M P O R T A N T  I N F O R M AT I O N : 

Strengths you can bring to a new job
Everyone has strengths, yet sometimes mental health problems can keep 

people from recognizing or remembering their strengths and what they 
have to offer an employer. This is a good time for you to become aware of all 
that you offer—you may be surprised by how many strengths and skills you 
discover. Many people have found success when selecting a job that will use 
their strengths and that matches the types of things that they do well.

Strengths include

•	 Personal qualities and values, for example, flexibility, resiliency, respect 
toward others, motivation to work, and self-confidence. 

•	 Interests, which are things that you enjoy doing and things that excite you. 
Examples may be reading literature, listening to music, and exercising.

 I do KNOW one thing about me: I don’t  
measure myself by others’ expectations 

or let others define my WORTH. 
Sonia Sotomayor (1954–present)

Supreme Court Justice
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•	 Skills, which are tasks that you do well. They may be general in nature, 
such as solving problems and managing your time well. Or they may be 
job specific, such as computer programming and driving. 

Below is an exercise to help you to think about your strengths. Better un-
derstanding your strengths can help inform your job search as you look for a 
job that best matches your values, interests, and skills.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Strengths you can bring to a new job
As you review this list of personal strengths, ask family members, friends, 

and other important people in your life for their opinions about your 
strengths. They may see strengths in you that you don’t see in yourself.

Below is a list of strengths that may or may not describe you. Please check 
the strengths that apply to you.

Personal qualities and values:

	 Friendly

	 Respectful of others

	 Highly motivated to work

	 Resilient

	 Confident

	 Contributes to team effort

	 Open to change

	 Flexible

	 Honest 

	 Trustworthy

	 Good listener

	 Kind

	 Likes doing a job well

	 Other personal qualities and values (list): _________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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Interests:

Skills:

	 Computers 

	 Art

	 Music

	 Dance

	 Sports (specify) ___________________________________________________________ 

	 Exercise

	 Reading literature

	 Current events 

	 Helping others

	 Painting or drawing 

	 Building or making things

	 Fixing things

	 Outdoors and nature

	 Animals

	 Organizing things 

	 Movies 

	 Theater or acting

	 Working with your hands 

	 Personal beauty aids

	 Other interests (list): ______________________________________________________________________________

__________________________________________________________________________________________________________

	 Solving problems

	 Brainstorming creatively 

	 Managing time well

	 Communicating with others

	 Taking public transportation

	 Driving 
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 I M P O R T A N T  I N F O R M AT I O N : 

Using past work experiences to guide your search
Some people may have worked in the past, and some may not have. Some 

people may have had positive experiences with work in the past, and some 
may not. What matters now is that you are interested in finding and keeping 
work that is meaningful to you. For this section, we define past work experi-
ences as any paid work or nonpaid work in which you had a specific job and 
responsibilities to an employer or business of some kind. This experience can 
include volunteer or education-related positions. 

If you have worked, talking about your work experiences with your coun-
selor or another supportive person would be helpful. What have you liked 
and disliked about past jobs? You may have learned a lot from the problems 
and the achievements that you had in past jobs. When things went well, why 
did they go well? When things went poorly, why did they go poorly, and what 
would you like to do differently this time?

It may be useful to identify the qualities that you will want in a job, and 
one way to do this is to learn about the qualities of past jobs that you liked 
and disliked. Below is an exercise to help you to think about this.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Using past work experiences to guide your search
You may want to complete this activity if you have worked in the past and 

would like to use that experience to guide your current planning. As stated 
above, for this activity we define past work experiences as any paid work or 

	 Working with computers

	 Writing 

	 Accounting and bookkeeping

	 Working with my hands

	 Building things

	 Inspiring others 

	 Reading 

	 Organizing things

	 Other work-related skills (list): _____________________________________________________________________

__________________________________________________________________________________________________________
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nonpaid work in which you had a specific job and responsibilities to an em-
ployer or business of some kind. Past work experiences can include volunteer 
or education-related positions.

If you have not worked in the past, skip this activity.
For each job that you have had, please write down

1.	 Job type or title:

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

2.	 Employer:

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

3.	 How long did you work?

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

4.	 Why did the job end?

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

5.	 What are some positives about the work experience?

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

6.	 What was your favorite part of the job?

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

7.	 What are some negatives about the work experience?

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

8.	 What did you like least about that job?

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________
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Now answer the following:

Some people have already discussed past work experiences with their 
team members. If you have not already done so, you may find it helpful to 
discuss this information with your counselor, employment specialist, or oth-
ers on your support team. This information can help you with the decisions 
that you will be making about work.

 N ext    steps     : 

What would you like to do to make more progress with this topic? This 
topic is “My personal strengths and job preferences,” and your personalized 
activities identified the following possible next steps:

•	 Review your list of personal strengths, ask others their opinions about 
your strengths, and add those strengths to your list. 

•	 If you have worked in the past and have completed the activity in this 
topic called “Using past work experiences to guide your search,” discuss-
ing this information with your counselor and other supports may be 
helpful. This information can help you with the decisions that you will be 
making about work.

You may have additional ideas about helpful next steps.

1.	 Which job did you like best and why?

__________________________________________________________________________________________________________

2.	 Which job would you not want again and why?

__________________________________________________________________________________________________________

3.	 What lessons have you learned from past experiences for your current planning?

__________________________________________________________________________________________________________

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Important things to consider
about my mental health

 I M P O R T A N T  I N F O R M AT I O N : 

The impact of your mental health issues
Knowing about your psychiatric symptoms and their possible impact on 

finding and keeping a job will help you achieve your work and career goals. 
Different types of symptoms can affect a person’s feelings, mood, and think-
ing. Understanding how your psychiatric symptoms might affect you while 
you are working is important to finding the right job. For instance, for some 
people who experience depression, the sadness and hopelessness they feel are 
so severe that they are unable to pursue work. However, for others with de-
pression, work may be welcome because the focus it requires might improve 
their mood and self-esteem. 

Understanding the symptoms you are having or have had in the past will 
help prepare you for dealing with them if they arise while you are pursuing 
or performing a job. It is also important to understand any symptoms that 
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 It doesn’t MATTER what you’re trying to 
accomplish. It’s all a matter of discipline.  
I was determined to DISCOVER what  

life held for me beyond the inner-city streets.

WILMA GOLDEAN RUDOLPH (1940–1994)
American Athlete and Olympic Champion 
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you are having now and how they might affect your employment efforts. Ex-
ercises below will help you identify which symptoms are most bothersome, 
how your symptoms may affect getting and keeping a job, and ways you can 
manage your symptoms at work.

 P E R S O N A L I Z E D  A C T I V I T Y: 

The impact of your mental health issues
Think about any psychiatric symptoms you may experience that may af-

fect finding or keeping a job. If any psychiatric symptoms have bothered you 
over the past month, please list them below. 

How do these symptoms affect your day-to-day life?

How might these symptoms affect your ability to perform the basic duties 
of the kind of job that you are looking for?

What have you found that is most helpful to you in managing these symptoms? 

1.	 _________________________________________________________________________________________

2.	 _________________________________________________________________________________________

3.	 _________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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If you would like to give more thought to the topic of how you manage or 
maintain your wellness, including your mental health, many resources are 
available to you, and you can access many of them, including the ones listed 
below, on your own. If you are working with a counselor or employment spe-
cialist, you could also talk with him or her about the following resources: 

•	 Wellness Recovery Action Plans have been used by many people 
for dealing with mental health and other kinds of health challenges. 
For more information, you can go to the following website: www.
mentalhealthrecovery.com. 

•	 Wellness Self-Management and Wellness Self-Management Plus work-
books can help you help yourself. These workbooks can be accessed 
at the following website: practiceinnovations.org/CPIInitiatives/
WellnessSelfManagementWSM/tabid/189/Default.aspx. 

•	 There are also several potentially helpful resources for managing 
your wellness that were developed by Dr. Patricia Deegan and her 
team. You can find these at www.patdeegan.com. 

How might you explore this topic further?

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Important things to consider about my mental health,” and your 
personalized activities identified the following possible next steps:

•	 Talk with someone you trust, such as your employment specialist, coun-
selor, psychiatrist, or other team members, about the ways that your 
psychiatric symptoms may or may not affect the type of job you want. 

•	 Explore the websites mentioned above for more information about man-
aging your mental health and wellness.

You may have additional ideas about helpful next steps.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Things to consider if I am using
substances like drugs and alcohol

 I M P O R T A N T  I N F O R M AT I O N : 

The impact of your substance use issues
When thinking about using substances, especially illegal substances such 

as marijuana or cocaine, please keep in mind that many employers require 
drug tests for all job candidates. In addition to basic blood or urine tests, 
many employers are now using hair follicle testing because it can indicate 
whether someone has used illicit drugs within the past year. Although this 
section is not meant to discourage you from applying for a job, please be 
prepared for the fact that you may be tested for drug use.

Understanding how using drugs or alcohol may hurt your chances of get-
ting or keeping a job means learning about the pros and cons of each activity 
and making informed choices. It is important for you to understand what 
types of substance use activities may affect your ability to get a job or keep a 
job. Below is an exercise to help you think about how substance use may or 
may not play a role in your employment.

 P E R S O N A L I Z E D  A C T I V I T Y: 

The impact of your substance use issues
If you currently use drugs or alcohol, what’s your pattern of use? In other 

words, how often do you use, what substances do you prefer, with whom, and 
in what situation or setting? 

If you currently use drugs or alcohol, how do you think your drug or 
alcohol use will negatively affect your job performance or ability to keep a 
specific job?

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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If you currently use drugs or alcohol, how do you think your drug or 
alcohol use will positively affect your job performance or ability to keep a 
specific job?

If you answered NO to the question above, you may wish to discuss this 
with someone you trust and who is supportive of your getting a job, includ-
ing your counselor or employment specialist if you have one. 

What kinds of jobs do you think you might be able to do while still using 
drugs or alcohol?

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Will you be able to pass a drug test?  (Circle) YES NO

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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What kinds of jobs do you think you would not be able do while still us-
ing drugs or alcohol?

Are there jobs that you might like and be able to do if you used drugs or 
alcohol less frequently? 

Please take some time to think about the following question: What is your 
plan for managing your use so that you can be successful at work? Write your 
thoughts below.

How might you explore this topic further?

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Things to consider if I am using substances like drugs and alcohol,” 
and your personalized activities identified the following possible next step:

•	 Talk with someone you trust from your treatment team about your sub-
stance use and how it relates to getting and keeping the type of job you 
want.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

What if I have had legal problems?

People who have a criminal record or other legal issues can and do find 
jobs. Many people who have been arrested, been in jail, or had other 
involvement with the criminal justice system are not sure how these 

experiences will affect their job search. Some people feel ashamed or embar-
rassed that they have a legal history. Although having a legal history presents 
some challenges, finding and keeping a job are still possible. 

State and federal laws protect the employment rights of people who have 
had legal problems. There are also many effective strategies and programs to 
help people become gainfully employed. Employment specialists receive train-
ing and have access to expert knowledge about helping people with a criminal 
history. Also, it’s a good idea to take the time to research what documents you 
will need and what steps you will need to take before looking for work. This 
section covers some of this process. By understanding what you need to do, 
you will have a much better chance of succeeding on the path to employment. 

 It is all ONE to me if a man comes  
from Sing Sing or Harvard.

We hire a MAN, not his history.

HENRY FORD (1863–1947) 
American Industrialist
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 I M P O R T A N T  I N F O R M AT I O N : 

Your legal record
It is common for people to be confused about what is and isn’t on their 

legal record. 
One of your first steps is to request a copy of your criminal record, also 

commonly referred to as a Record of Arrest and Prosecution or “rap sheet.” 
Anyone who has ever been arrested and fingerprinted has a rap sheet. Rap 
sheets, just like any other paperwork, can have errors, and it is important to 
check your rap sheet so you can get any possible errors corrected to prevent 
them from coming up during your job search. 

Knowing what is on your legal record will help you prepare to talk about 
this information in a job interview. For example, someone who was in prison 
might say, “Yes, I was in prison for something I regret doing when I was 
younger and hanging out with a bad crowd, but that’s behind me now.”

There are several ways to obtain a copy of your rap sheet. Every state has 
a criminal records office. If you have a counselor or employment specialist, 
you can talk with him or her about requesting a copy of your rap sheet. You 
might ask for help by saying, “I have no idea what an employer might be able 
to see about my criminal record. Can you help me get my rap sheet?” Or, “I’d 
like to get my history of arrests to make sure it’s accurate. Can you please 
help me contact the state’s criminal justice services to get this?”

If you happen to live in New York State, you may access the Division of 
Criminal Justice Services website at www.criminaljustice.ny.gov/ojis/ 
recordreview.htm, or you may request an informational packet about obtain-
ing a copy of your criminal record by calling (518) 485-7675 or writing to

DCJS Record Review Unit
New York State Division of Criminal Justice Services
Alfred E. Smith Building
80 South Swan St.
Albany, NY 12210 

In New York, you can also access a helpful document that contains in-
formation about criminal history background checks on the New York State 
Office of Mental Health’s website at www.omh.ny.gov/omhweb/fingerprint/
need_to_know.html.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Your legal record
If you’ve been arrested (which means taken into custody by law enforce-
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ment), convicted of a misdemeanor or felony (which means convicted in court 
by a judge or jury), or incarcerated (which means time spent in jail or prison), 
do you know what information is on your rap sheet? If you don’t know what’s on 
your rap sheet, you might consider contacting your state’s criminal records office. 

Take time to identify any and all convictions that you have received. If 
there are any convictions that you are not sure about, or if you need addi-
tional information from the criminal justice system, find out who can help 
you access that information. Please list any convictions you may have below.

 I M P O R T A N T  I N F O R M AT I O N : 

Legal issues and job applications
Many job applications have a section that asks applicants about their legal 

history or involvement with the criminal justice system. Unfortunately, what 
is and isn’t on your legal record can be very complicated and confusing. Be 
sure to have accurate information about your criminal history before apply-
ing for jobs. If you don’t have this information yet, you can request a copy of 
your rap sheet (see the sections above for more information).

In many states, such as New York, it is illegal for an employer to ask (on a 
job application or in an interview) about any arrests you have had that did not 
result in a conviction. However, an employer is allowed to ask about any mis-
demeanor and/or felony conviction(s) you may have on your criminal record. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Legal issues and job applications
Talk with a counselor or employment specialist about how you might 

complete a job application that is accurate and has the best possible wording 
to improve your chances of getting a job interview. Write your ideas down in 
the space below.

!

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 I M P O R T A N T  I N F O R M AT I O N : 

Legal issues and what to say during job interviews
It will be important for you to think about how you’ll tell an employer 

about your legal history. We recommend that you practice how you’ll explain 
your legal history with someone you trust before you interview for jobs. It is 
worthwhile to spend some time thinking about how you will answer ques-
tions about your criminal record in a job interview and how to also talk 
about your strengths.

Keep in mind that any work experience or education that you received 
while you were incarcerated may help you get the job you want. You may 
wish to consider sharing some or all of this information with an employer, 
especially any skills that you learned while incarcerated. 

For examples of what you can say when talking with potential employ-
ers, Dartmouth Psychiatric Research Center’s website offers a helpful slide 
presentation at www.dartmouth.edu/~charky1/page40/page24/styled/files/
justice.pdf. 

Below are some examples of conversations with potential employers, in-
cluding what you can say, that might occur during your job interview. When 
you read these examples, we suggest that you start to think about how you 
could best respond to these types of questions.

Employer: “Tell me about your offense and conviction. Tell me why I should 
consider hiring you.”

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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Possible answers:
 “On April 30, 2007, I was convicted of [insert offense here] and sen-

tenced to [insert sentence here]—not something I am proud of. While I was 
away, I worked doing [insert here] and/or studied [insert here]. I am now 
looking to get back on track and move ahead with my life. I have grown and 
want to join the workforce.”

OR

“In 2005 I was arrested for [insert here], convicted, and sentenced to [in-
sert here]. At the time of my offense, my judgment was impaired, and I was 
not mentally well. I have since found good treatment and have built a sup-
port network. I very much want to prove myself to you and your company, 
and I have truly learned from my experiences. Because of my history, any 
employer who hires me may qualify for the Federal Bonding Program. I have 
the information here if you are interested.”

OR

“In 2005 I was arrested for [insert here], convicted, and sentenced to 
[insert here]. The person who committed that offense is no longer here. I am 
a different person now and want very much to start working and getting on 
with my future. I am hoping that you will consider hiring my future and not 
my past. Because of my history, any employer who hires me will qualify for 
the Federal Bonding Program. I have the information right here if you are 
interested. Or you can go to their website, which I’ve written on this piece of 
paper for you. You can see it right here, it’s www.labor.ny.gov/businessservices/
services/fbp.shtm.”

 P E R S O N A L I Z E D  A C T I V I T Y: 

Legal issues and what to say during job interviews
Please write in the space below some of the ways that you may talk 

about your conviction(s) with prospective employers during a job inter-
view. For example, you might say something like, “The person who com-
mitted those crimes is not in this room. I am now a different person and 
ready to move on with my life.” Or “Yes, I was in prison for something that 
I regret I did when I was hanging out with a bad crowd, but that’s behind 
me now.” You may want to talk with others on your support team, such as 
your counselor or employment specialist, to come up with ideas together. 
Give examples of how you have changed your life and what you are doing 
differently.
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When you need to talk about legal issues with a potential employer, what 
will you say about your legal history? Practice your response below.

 I M P O R T A N T  I N F O R M AT I O N : 

Programs that can help if you have had 
legal problems 
 P rogra     m s : 

Many states have special programs and strategies designed to help people 
with criminal records. To find out about programs in your area, contact your 
state’s department of labor. For example, if you live in New York, the New 
York State Department of Labor office can send you a booklet called The 
Prime Objective, which has information to help people with legal histories 
return to work (or access the booklet at the Department of Labor’s website 
at www.labor.ny.gov/formsdocs/pubs/pdfs/es302.pdf). The booklet covers 
employment-related topics from before being released through getting and 
keeping a job. 

 A gencies       : 

Some states also have agencies that can assist you with many of the 
topics discussed in this section of the Employment Resource Book. For 
example, the Legal Action Center (LAC) is a resource for New York State 
residents. The LAC can help you obtain a copy of your rap sheet and “clean 
up” or correct any mistakes that may be on it. The LAC website, www.lac.
org, also provides many free, helpful, and easy-to-understand publications 
on topics such as reviewing your rap sheet for errors and taking steps to 
correct them, obtaining a certificate of rehabilitation, and requesting a 
“disposition slip” for any convictions you have. All of these documents are 
worthwhile to have before you start your job search, and some of them are 
required before you start working. For more information about these and 
other resources the LAC offers, New York residents can also call the LAC 
office: (212) 243-1313. 

!
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__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 I ncenti      v es   for    e m p l o y ers   : 

Just as there are laws to protect people with legal histories to ensure that 
they are treated fairly, there are laws that provide hiring incentives to compa-
nies that hire people with legal histories. The Federal Bonding Program and 
the Work Opportunity Tax Credit are two such hiring incentives to motivate 
employers to provide employment opportunities to people with criminal 
records. One protects the potential employer against the risk of hiring some-
one with criminal justice system involvement; the other provides a monetary 
incentive in the form of a tax credit. More information about the Federal 
Bonding Program is available at www.bonds4jobs.com, and New York resi-
dents may visit the New York State Department of Labor’s website: www.
labor.ny.gov/businessservices/services/fbp.shtm. To find out more about the 
Work Opportunity Tax Credit, New York residents may access www.labor.
ny.gov/businessservices/edsu/edsu%20wotc.shtm.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Programs that can help if you have had 
legal problems 

Think about whether any of the programs or strategies above might be 
helpful to you. For example, do you want to order and read The Prime Objec-
tive? Are you interested in learning more about the Federal Bonding Pro-
gram? You may wish to share your ideas with your counselor or employment 
specialist if you are working with one. 

Write down which of the programs or strategies above you would like to 
learn more about.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “What if I have had legal problems?” and your personalized activities 
identified the following possible next steps:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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•	 If you’ve been incarcerated or convicted of a misdemeanor or felony, and 
you don’t know what the following two items are, you may want to speak 
with someone on your support team, such as a counselor or employment 
specialist, about how to find this information:

	 1.	 Rap sheet (Record of Arrest and Prosecution)
	 2.	 Information about the Federal Bonding Program or other hiring 		

	 incentives

•	 Practice what you might say on a job application and in a job interview 
about your legal issues.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________Wh
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 TO P I C : 

Important things to consider 
if I am a parent

 I M P O R T A N T  I N F O R M AT I O N : 

How might being a parent affect 
finding and keeping a job?

If you are a parent, one of the important issues that you need to face when 
looking for work is how your parenting responsibilities may affect your job 
search. For instance, it will be important to think about whether you’ll need 
child care and whether your role as a parent affects the specific days and 
hours that you want to work. You may find that you want to coordinate your 
work hours with the hours you want to be available to your children. Other 
considerations are the location of your job and how much time is needed to 
travel to and from it and whether your job is located near where your chil-
dren spend their time while you’re at work. If you are a parent, these issues 
and more will need your careful consideration as you look for work.

An exercise below helps you to consider which, if any, issues related to 
being a parent may affect finding or keeping a job.

 P E R S O N A L I Z E D  A C T I V I T Y: 

How might being a parent affect 
finding and keeping a job?

This activity is designed to help you identify how being a parent may or 
may not affect your ability to find and keep a job. Please list below any of 
your concerns about being a parent that might affect your job search and 
selection. 

List your concerns about how being a parent may affect your job search 
and selection:

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________
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How might these concerns affect finding and keeping a job?

What types of jobs or specific aspects of job responsibilities may be af-
fected by your role as a parent?

What kinds of things do you need to do to address your concerns above? 
For example, if you can work only certain days of the week outside of your 
home, how might you handle that with an employer? Or if you need child 
care, how might you go about finding a child care situation that’s right for 
your children and for you?

 I M P O R T A N T  I N F O R M AT I O N : 

Child care considerations
Whether you’ll need to get child care depends on the age of your children 

and whether they are in school or preschool, whether you are working days 
or hours when your children are not in school, and whether another adult is 
already able to be with your children. In other words, will you need to be at 

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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work at a time when your children would be home without an adult? It may 
also be important to have a backup plan for emergencies such as when your 
child gets sick in school while you’re at work. Also, child care can be expen-
sive. This is a topic that you may wish to further discuss with people you 
trust, such as your counselor, your employment specialist, other members of 
your treatment team, and your family.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Child care considerations
If you have child-rearing responsibilities, thinking through child care is-

sues is important. Below is an exercise to help you think about this.

If you answered YES to the question above, please write down your plan 
here:

If you answered NO to the question above, please write down your 
thoughts about child care and what you might do next to further explore this 
topic:

Do you have a current plan for child care if you need it when finding 
and keeping a job that’s right for you? (Circle the best answer for you) YES NO

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Important things to consider if I am a parent,” and your personal-
ized activities identified the following possible next steps:

•	 Talk with someone you trust, including your counselor or employment 
specialist if you have one, about how being a parent may affect your job 
search, the job you choose, and your work day. 

•	 Think further about how your role as a parent does or does not affect 
your ability to work or do a specific type of job.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

What if I have physical health issues?

 I M P O R T A N T  I N F O R M AT I O N : 

How might physical health issues 
affect finding and keeping a job?

When it comes to finding and keeping a job, understanding your personal 
strengths and challenges, including your physical health, is important. Some-
times physical health issues can interfere with obtaining or keeping a job, but 
this is not always the case.

You need to think carefully about your own physical health issues and 
how those issues may or may not affect your ability to work. Health con-
cerns may not affect one type of job but may affect a different type of job. For 
example, back problems might not be an issue for a job that involves moving 
around throughout the work day, but back problems would likely be an issue 
for a job that involves sitting for a long time in front of a computer or lifting 
heavy objects. An exercise below helps you to consider which, if any, of your 
physical health problems may get in the way of finding or keeping a job.

 P E R S O N A L I Z E D  A C T I V I T Y: 

How might physical health issues 
affect finding and keeping a job?

This activity is designed to help you identify any physical health issues 
that may or may not affect your ability to find and keep a job. These include 
conditions such as diabetes, high blood pressure, asthma, cancer, coronary 
heart disease, being overweight, arthritis, or having had a stroke. If you have 
not already done so, having a medical professional check any physical symp-
toms or problems would be a good idea. Some of these conditions can limit a 
person’s stamina, strength, dexterity, mobility, or speed. 

The following are my physical health issues:
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1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________
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How do these physical health problems affect your day-to-day life?

What types of jobs or job duties may be affected by your health issues or 
physical condition?

 Are there ways that these health problems probably will not affect 
your performance on the kind of job that you are looking for? Please 
explain.

What kinds of tools or accommodations will enable you to do a specific 
job (for example, reading glasses, a wheelchair, or having a private place to 
take medications)?

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “What if I have physical health issues?” Your personalized activities 
identified the following possible next steps:

•	 Think further about how your physical illness does or does not affect your 
ability to work or do a specific type of job.

•	 Talk with a medical care provider or an employment specialist about how 
to best take care of your physical health issues while working.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Medications and side effects

 I M P O R T A N T  I N F O R M AT I O N : 

Medication side effects and how they may 
affect your job performance

If you are taking medications for any condition, your medicine is meant 
to help reduce the symptoms you experience. For example, you may be 
bothered by feelings of hopelessness or depression, or you may experience 
frightening sights, voices, or sounds. With the right medicine, these types of 
symptoms may improve, or they may completely disappear. Although help-
ful for treating these symptoms, many medicines create different problems, 
called “side effects.” Understanding how side effects from medications may or 
may not affect your job performance will be helpful to your job search.

If you experience side effects from medications that your doctor has 
prescribed, do you think they will interfere with doing your job? We strongly 
recommend that you discuss this with your doctor, who might be able to 
make changes. For side effects that cause serious health issues or that really 
bother you, it is important to take care of these issues as soon as possible. If 
you are currently managing side effects, we also suggest that you think about 
which methods are working best for you. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Medication side effects and how they may 
affect your job performance

Below, please list in the left column any medication side effects that you 
currently experience. Then, on the right, please think about what kinds of job 
or job duty might be affected by this side effect.

side effect: what kind of job or job duty could be affected by this?
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Now please think about how you might manage the side effects that you 
experience. This includes what has been helpful for you in the past. Please 
write your thoughts here.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Medications and side effects,” and your personalized activities iden-
tified the following possible next step:

•	 Talk with your treatment team about the side effects that are most trou-
blesome to you or that might seriously affect your ability to do a job 
activity.

You may have additional ideas about helpful next steps.
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__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Finding work without 
a high school diploma

 I M P O R T A N T  I N F O R M AT I O N : 

Identifying jobs that do not require 
a high school diploma

Finding a job can be more challenging for people who have not gradu-
ated from high school. Certainly higher education can lead to increased 
employment opportunities as well as to a wider variety of jobs. However, 
many people without high school diplomas can and do find work. Most com-
munities offer a wide range of competitive work and jobs that do not require 
a high school education. It may be helpful to talk with others to figure out 
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 Learn to do COMMON things uncommonly  
well; we must always keep in mind that anything 
that helps fill the dinner pail is VALUABLE.

GEORGE WASHINGTON CARVER (1864–1943) 
 American Scientist, Botanist, Educator, and Inventor 
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which jobs are available and then think about whether any of the jobs match 
the types of things that you want to do. 

Below is an exercise to help you think more about getting a competitive 
job without a high school diploma.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Identifying jobs that do not require 
a high school diploma

It can be helpful to focus your job search on the types of jobs in your 
community that match your skills and interests and that do not require you 
to have a high school diploma. Program employment staff and vocational 
rehabilitation counselors (ACCES-VR in New York State, which is Adult Ca-
reer and Continuing Education Services—Vocational Rehabilitation) can be 
helpful with this part of the job search. Employment staff often have relation-
ships with local employers and might know of jobs already available.

Talk with your support team about which jobs in your community do not 
require a high school diploma. Please list those jobs below.

Once you have identified possible jobs, you can prioritize them in order 
of the ones you like the most and the least. You can cross out the “I never 
want to do that” jobs. Now you can start a focused and targeted job search ei-
ther by yourself or with assistance from your support team. By working with 
your team, you are doing what we call “networking,” which means you are 
talking with others who might know about job leads that fit your interests.

 I M P O R T A N T  I N F O R M AT I O N : 

High school equivalency programs
It is also important to remember that many people have a job while 

they work on earning their high school equivalency certifications. This 
means that you can earn a certificate indicating that you’ve completed 

!

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

4.	 ____________________________________________________________________________________________________

5.	 ____________________________________________________________________________________________________
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an education that is equal to obtaining a high school diploma. In fact, 
having a job can be a powerful motivator to complete your studies. 
Increasingly, many jobs require frequent and ongoing training; work 
combined with study outside of work hours is becoming very common. 
This additional training and education can lead to promotions and pay 
raises in your job.

No matter the reason, some people feel bad about not finishing 
high school and may feel self-conscious when filling out a job applica-
tion. If you can indicate that you are working on your education, your 
job application will look more attractive to employers. They will have 
the impression that you are motivated and in the process of making 
improvements in your life. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

High school equivalency programs
If you think you would like to complete your high school educa-

tion, a helpful step is to identify the programs in your community 
that offer this kind of service. Please keep in mind that not everyone 
can get a high school equivalency degree. If you are working with 
a counselor or employment specialist, he or she should know more 
about this and probably has a list of the services that are available in 
your community. 

The following organizations offer high school equivalency programs in 
your community:

Once you have identified community programs that offer high school 
equivalency services, you might want to consider making this a part 
of your job search plan. For instance, you might want to set aside your 
search and focus on your GED. Or you may want to look for a job with 
fewer hours so you can study. For many people, employment is a quality-
of-life issue, and increasing your education can increase the employment 
opportunities that will be available to you. 

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

4.	 ____________________________________________________________________________________________________

5.	 ____________________________________________________________________________________________________
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Finding work without a high school diploma,” and your personal-
ized activities identified the following possible next steps:

•	 Find out which jobs don’t require a high school diploma and decide 
which ones might work for you.

•	 Find out about high school equivalency programs in your community.

•	 Determine how getting a high school equivalency certificate fits in with 
your job search efforts.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Working and my benefits

 I M P O R T A N T  I N F O R M AT I O N : 

What are your current government benefits?
There are many different types of government benefits and resources that 

you may rely on for your income and other needs. When people talk about 
benefits, they are usually referring to things like income or the money they 
may receive each month, health insurance coverage, housing supports, food 
stamps, and some other specific types of benefits. If you receive benefits, the 
income, insurance, and any other support that you receive all work together 
to best support you. 

Your government benefits depend on many things, such as your mental 
health condition, physical health issues, and income level. Knowing the de-
tails about your benefits and exactly what types of benefits you are receiving 
is important. When you are thinking about getting a job or changing jobs, 
understanding your current benefits will help you make informed choices. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

What are your current government benefits?
What government benefits are you receiving now? If you are not sure, 

you, your counselor, or your employment specialist can find out from your 
local Social Security Administration and other agencies whether you are a ben-
eficiary. Please look at the following list and check all of those that you receive:

	 SSI (Supplemental Security Income)

	 SSDI (Social Security Disability Insurance)

	 Medicaid

	 Medicare

	 TANF (Temporary Assistance for Needy Families)

	 SNAP (food stamps)

	 Subsidized housing

	 Veterans disability benefit
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 I M P O R T A N T  I N F O R M AT I O N : 

Will working affect your government benefits?
When people think about working, many questions come to mind. 

One important question relates to the ways that working may affect their 
various benefits. As stated above, benefits are extra income and resources, 
such as Social Security checks, Medicaid payments, or support for hous-
ing, that are provided by the U.S. government to people with disabilities. 
The ways that working will affect your benefits, such as the amount of 
money available to spend weekly or monthly, will depend on your personal 
situation. 

It is important for you to know how getting a part-time or full-time 
job will affect your financial situation and your benefits. For instance, 
bringing in additional dollars each month may affect your income pay-
ments (e.g., SSI and SSDI) but not your housing supports. It is important 
to understand which of your benefits will be affected if you get a job and 
how. Many counselors today have formal training in benefits management 
as well as a broad network of counseling and expert assistance that will be 
available to you. If you have access to this resource book, you have access 
to these opportunities. For example, Appendix A contains information 
about working with a benefits counselor.

Some people choose to work and manage their own benefits. Others 
choose to work to replace their benefits with their paychecks. It is a very 
important matter that should be given a lot of attention by both you and 
your employment staff and support network. Below is an exercise to help 
you think about important questions and concerns related to jobs and 
benefits.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Will working affect your government benefits?
Here is a list of common questions that arise when people think about 

working and their benefits. Please check off all of the items below that you 
have questions about, and add others that may not be listed.
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	 Other (please list) _________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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If you answered NO to the question above, be sure to discuss this with 
someone with expertise about this issue, such as an employment specialist or 
a benefits counselor in a mental health program.

 I M P O R T A N T  I N F O R M AT I O N : 

What are your biggest hopes, fears, 
and concerns about benefits?

Many people who receive different types of benefits also work and enjoy 
earning a paycheck. However, many people who do not have a job wonder how 
working might affect their benefits. For instance, they hope that they can keep 
enough of their income benefits to give them the support they need while they 
are also working at a job they enjoy. On the other hand, they may worry about 
losing all of their income or other benefits if they make too much money. It is 
important to explore your biggest hopes, fears, and concerns about working 
and your benefits. Below is an exercise to help you think about these things.

 P E R S O N A L I Z E D  A C T I V I T Y: 

What are your biggest hopes, fears, 
and concerns about benefits?

Here is a list of common hopes and concerns that people have when they 
are thinking about their benefits. Please choose all that are true for you, and 
add others that may not be listed.

Do you know how getting a job might affect your benefits, such 
as your income payments, your housing supports, your health 
insurance, your food stamps, or other specific benefits? (please 
circle the answer that’s right for you)

YES NO

	 If I start a job, will I lose my income or housing benefits?

	 Where do I find help managing my benefits and my earned income?

	 Who can help me find answers about my benefits?

	 If I start a job, where and how do I need to report my hours worked or the amount I’m paid?

	 If I leave my job, will I be able to get back any benefits that I may have given up when I took the job?

	 Will some or all of my benefits (including my income, housing support, and health insurance) 	
	 be affected when I get a job?

	 Other _____________________________________________________________________________________________
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 I M P O R T A N T  I N F O R M AT I O N : 

Where to find facts and help 
concerning your benefits

It is really important to be sure that you get correct information about 
working and your benefits. There are many resources you can turn to in 
order to find accurate information. If you are working with a counselor or 
employment specialist, talking with him or her is a good place to start. Other 
people in your life may also be helpful. It will be important for you to figure 
out which people in your life may help you the most. Below is an exercise to 
help you think about where you can get the facts and which people in your 
life may be the most helpful to you for this topic.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Where to find facts and help 
concerning your benefits

Please identify the benefits counselor in your program. 

	 I hope that getting a job will help me make more money each month.

	 If I start a job, I am worried that I will lose my benefits, including health insurance.

	 I don’t know how much I need to earn to replace my cash benefits. 

	 How can I improve the quality of my life through getting a job?

	 My big fear is that someone will give me the wrong information about benefits. 

	 If I start a job, I have no idea where or how to report my hours worked or the amount I’m paid.

	 I’m really afraid that if I were to lose or leave my job I would not be able to get back any 
	 benefits that I replaced with a paycheck.

	 My family may worry that I will lose benefits and not want me to work.

	 I hope that getting a job will improve my life.

	 Other hopes:	 ______________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

	 Other fears and concerns:	 ________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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There are other ways that you might obtain information about your ben-
efits. For instance, you can go to the Social Security Administration website 
at: www.ssa.gov. Or you can schedule an appointment to talk with someone in 
your local Social Security Administration office about your plans to get a job. 

If you decide to talk with someone at your local Social Security office, please 
write down the address to the local office below. It may also be helpful to write 
down directions or how you might get to the Social Security Administration of-
fice nearest to you as well as the name of the person with whom you can meet.

In addition, each Social Security Administration office has a work incen-
tive liaison, who can review your benefits information with you. You might 
want to schedule an appointment with this person, or if you are working 
with an employment specialist or counselor, he or she can help you with this. 
Your local area work incentive liaison’s name and phone number is:

 I M P O R T A N T  I N F O R M AT I O N : 

What about work incentive programs? 
Can they help you?

Work incentive programs are programs that were created to help people get 
back to work. Work incentives are special rules that make it possible for people 
receiving SSDI or SSI to improve the quality of their lives through employ-
ment. Some working people will still receive monthly payments and Medicare 
or Medicaid. In other words, you can work and still receive part or all of your 

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Name	 ___________________________________________	 Phone number ____________________________________

What is your counselor’s name?	 ________________________________________________________________________

What is your counselor’s phone number or e-mail address? 	___________________________________________

What’s the best way to contact your counselor with questions or to set up an appointment? 
(Your counselor or employment specialist can help with this.)

__________________________________________________________________________________________________________
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benefits. There are many different types of work incentive programs that can 
help people. Talking with someone who has expertise in these programs can 
help you make good choices when you are looking for a job. In many cases, 
people choose to replace their benefits with earned income or a paycheck.

 P E R S O N A L I Z E D  A C T I V I T Y: 

What about work incentive programs? 
Can they help you?

Below is a list of the work incentive programs that are available. You may 
wish to talk with someone who has been trained in incentives planning, such 
as an employment specialist, to find information about how these work incen-
tive programs might be helpful to you. Please write down your ideas below.

work incentive how can this program help me?

Ticket to Work Program

Plan to Achieve Self Support (PASS)

1619(a)

1619(b)	

Student Earned Income Exclusion

Special Conditions and Subsidies

Trial Work Period	

Extended Period of Eligibility

Expedited Reinstatement	

Impairment Related Work Expense (IRWE)

Medicaid Buy-in

Housing Earned Income Disregard

SNAP earned income offsets
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Working and my benefits,” and your personalized activities identi-
fied the following possible next steps:

•	 If you are not sure about your current mix of benefits, then you, your 
counselor, or your employment specialist can contact your local Social 
Security Administration office to find out.

•	 Plan to talk with someone you trust who has expert knowledge about 
benefits. Tell him or her about the concerns and fears you have in regard 
to your benefits. That person may be able to answer your main questions 
or offer the support that you’re looking for.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Work and my schedule preferences

 I M P O R T A N T  I N F O R M AT I O N : 

Thinking about work and your schedule preferences
Some employers offer jobs only to people who will work during the day, 

such as between the hours of 6 a.m. and 6 p.m. However, other employers 
offer jobs that have evening or overnight work times. Everyone has differ-
ent schedule preferences. Deciding the best time of day for you to work is 
an important decision for you. Also, think about whether you want to work 
weekends or only during the week, such as Monday through Friday. The days 
and times that you may wish to work or not work may affect the type of job 
you can get. Below we provide an exercise for you to think about what work 
days and hours would fit best with your life. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Thinking about work and your schedule preferences
Sometimes people try to arrange their schedules so that they work at a 

time when they are feeling the most awake and alert. Is there a time of day 
when you are most awake or alert? If possible, you may want to look for a job 
where you can schedule your work hours at these times.

Please check below which time or times during the day you feel that you 
function best (for example, times when you are the most awake or alert):

Please think about whether there is anything important in your life 
that happens on a specific day of the week that you do not think you could 
change—for example, a worship service or an ongoing class. You will want 

	 Morning (for instance, anytime between 6 a.m. and 10 a.m.)

	 Late morning and early afternoon (anytime between 10 a.m. and 1 p.m.)

	 Afternoon (anytime between 1 p.m. and 5 p.m.)

	 Evening (anytime between 5 p.m. and 10 p.m.)

	 Nighttime (anytime between 10 p.m. and 6 a.m. the next day)
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to be sure to plan your work schedule at a time when this event does not 
occur. 

Think about which days of the week you would prefer to work. Please 
check below which days you would prefer to work. For example, if you want 
to work only on weekends, check only the Saturday and Sunday boxes.

Please keep in mind that while we all have preferences for our ideal work 
schedule, most employers are not interested in hiring people who do not ex-
press some flexibility about when they can work. Also, many work schedules 
are not negotiable.

 C o m m u t i n g : 

How much time are you willing to spend traveling to and from work 
each way?

	 I do not need to plan my work schedule around any specific regular events.

	 I need to plan my work schedule around a recurring event that is important to me. The specific 

	 day of the week and time that I cannot work because of this event is: ___________________________ 

I would prefer to work these days of the week:

	 Monday

	 Tuesday

	 Wednesday

	 Thursday

	 Friday

	 Saturday

	 Sunday

	 Less than 15 minutes

	 16–30 minutes

	 31–60 minutes (between ½ hour and 1 hour)

	 61–90 minutes (between 1 hour and 1½ hours)

	 91–120 minutes (between 1½ hours and 2 hours)
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 C o m m u t i n g :  
What towns or areas are in the traveling range you stated above? Please 

list them below.

 P r a c t i c a l  C ons   i d e r at i ons   : 

Now think about some practical considerations. Do any of the issues be-
low affect the schedule preferences that you described above? In other words, 
might any of the issues below affect your ability to arrange your schedule and 
meet the desires you indicated above? 

Please check each box below that contains an issue that may be a factor 
or concern for you, and talk with someone you trust about what you can do 
about the issues you checked. 

You may find that your answers about your schedule preferences might 
change when you find a job that you really want.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Work and my schedule preferences,” and your personalized activi-
ties identified the following possible next step:

•	 While looking for a job, consider how each job does or does not match 
your schedule preferences and your traveling range.

	 There is no public transportation at night (i.e., the buses in my area only run during the day).

	 I don’t have a car or other ride, and I may be limited about how far away I can travel to a job.

	 My neighborhood does not feel safe after dark, so I wouldn’t want to be out after dark.

	 Child care may not be available at a time when I’d need it for my children.

	 Although I might prefer to work only on weekdays, the type of job I want does most of its 
	 business on weekends (so it’s more likely I’d get offered a job that includes weekend hours).

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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You may have additional ideas about helpful next steps.

 

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Figuring out what I would
like to do for work

 I M P O R T A N T  I N F O R M AT I O N : 

Thinking about what you may want to do 
When people are thinking about getting a job, sometimes they already 

know the types of things they want to do. Others are not so sure, and they 
will want to think through their job preferences and interests. This allows 
them to focus on looking for a job that matches their interests. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Thinking about what you may want to do 
Before focusing on what kind of job you want to do, please think about 

the following: Have you ever had a dream job? Some people might be embar-
rassed to identify a “dream job,” but it is important to remember that dream 

{ Everyone ENJOYS doing the kind of work }for which he is BEST suited.

NAPOLEON HILL (1883–1970)
Personal-Success Writer
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jobs can reflect our values. Our values are important when deciding on the 
types of jobs we want to have. 

If you have ever had a dream job, please list it here and explain why it was 
a dream job. In other words, what was it about that job that made you like it 
so much? For example, was it something you’re good at? Did it allow you to 
do something you’ve done for many years and were you delighted to know 
you could get paid doing it? Or was it something you’d always wanted to try 
or to get involved in? Please explain below.

 I M P O R T A N T  I N F O R M AT I O N : 

Exploring your preferences and deciding 
what kind of work you want to do

Many people don’t know what they want to do when it comes to getting 
a job, and it’s hard to know where to even start. We encourage you to think 
about what kinds of things you enjoy doing. Is there something you have 
always wanted to do or that you are good at? Are there things that you would 
like to try? Also, are there things that you definitely do not want to do? 

One good strategy when deciding what kind of job to seek is to think 
about the things you enjoy or that you’re good at and try to figure out if there 
is a job out there that matches those things. In other words, is there a job 
that matches your interests and abilities? Once you figure out your personal 
preferences, you can explore whether those types of jobs are available in your 
community. Below we provide you with an exercise to help you think about 
your job options and personal preferences. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Exploring your preferences and deciding 
what kind of work you want to do

It’s okay if you don’t know what you want to do for a job, but thinking 
about what kinds of things interest you will help you make choices. To help 

!

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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you get started, here is a list of things that people sometimes enjoy that can 
also be found in a job. Please check each box if it’s something that you’re 
interested in or enjoy. We’ll narrow down the list later.

Now look at the boxes you checked above. Out of all of the things that 
you checked, which one or two things do you enjoy doing the most? In other 
words, if you had to pick only a couple of things that you enjoy and might 
want to do for work, what would you pick? Please write your answer below.

	 I like to cook

	 I like to clean

	 I like animals

	 I like to organize things

	 I like doing things with numbers and math

	 I like to work outdoors

	 I like to work indoors

	 I like to work with people

	 I like to work by myself

	 I like to work nights

	 I like to work days

	 I’d like to work full-time

	 I’d like to work part-time

	 I like to work with my hands

	 I like to work at a desk

	 I want to be able to move around at my job

	 Please add your own idea here:  ____________________________________________________________________ 

	 Please add your own idea here:  ____________________________________________________________________ 

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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Please list here the things that you definitely do not want to do.

How might you explore this topic further?

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Figuring out what I would like to do for work,” and your personal-
ized activities identified the following possible next steps:

•	 Using the checklist above, create a broad list of things you like to do and 
then narrow it down to your favorite activities.

•	 Using the checklist above, think carefully about things you do not want to do.

You may have additional ideas about helpful next steps.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Developing my specific work goal

 I M P O R T A N T  I N F O R M AT I O N : 

Establishing your work goal
Once you have thought carefully about the things you would like to do, 

it’s time for you to establish your work goal. A work goal clearly states what 
you would like to do for work, what kind of job you’d like to find, and the 
days and times you’d like to work. This goal will be your roadmap to employ-
ment. For example, if you are good at math, you might set the goal of getting 
a part-time Monday–Friday job as an accounting assistant. 

Setting a goal for yourself is important because then you can plan the 
steps to achieve it. Your work goal should be specific and realistic, and it 
should include a time frame, all of which will help you succeed. 
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 P E R S O N A L I Z E D  A C T I V I T Y: 

Establishing your work goal
Please write a work goal that is as specific as possible. We recommend 

that you try to make this goal achievable and realistic. For example, instead 
of “I’d like to have a job helping a contractor work on homes,” a more spe-
cific goal might be “I’d like to get a part-time job working Monday through 
Thursday between 8 a.m. and 1 p.m. helping a local contractor with dry wall-
ing for additions on homes.” Adding a time frame in which to achieve your 
goal can solidify your commitment and motivation. For example, Bob will 
finish culinary school in a few months, and therefore he has set a goal to find 
a full-time pastry job in 6 months that’s within 25 minutes from his house.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Developing my specific work goal,” and your personalized activity 
identified the following possible next step:

•	 Set a realistic goal that identifies the type of job you will look for and a 
timeline for finding one.

You may have additional ideas about helpful next steps.

My work goal is: _________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

My next steps will be:
__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Developing a plan and finding a job

 I M P O R T A N T  I N F O R M AT I O N : 

Developing an action plan
One of the best ways for people to accomplish goals is to develop a plan 

for achieving them. A good plan usually involves thinking about practical, 
sequential steps toward meeting a goal. Steps for finding a job can include 
things like talking with other people, thinking about what kind of work you 
might like, figuring out a way to find available jobs quickly, and deciding 
what help you might need from others. Different people can offer different 
ideas and new ways of looking at things that can help you achieve your goals. 
Keep in mind that if you have an employment specialist, he or she is talking 
with employers in your community on a regular basis. An employment spe-
cialist gathers information about possible jobs in the community and builds 
relationships with employers by meeting with them regularly. If you have an 
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confidence. An important key to self-

confidence is PREPARATION.
Arthur Ashe (1943–1993)
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employment specialist, ask if he or she has any good leads for jobs that match 
what you want to do.

Some states also have online resources where people can submit resumes 
and receive information about jobs that are available. These sites often allow 
you or someone you designate to receive daily e-mails on jobs that match 
your skills and interests. If you live in New York State, for example, you may 
want to consider creating a resume on a New York–based website like Job-
Zone (https://jobzone.ny.gov) or CareerZone (https://careerzone.ny.gov). 
If you live elsewhere, you can conduct a web-based search using Google or 
another good search engine and type in the words job search and the state in 
which you live, and you may get some good leads this way.   

Consider writing down your plan, including your overall work goal and 
next steps. When making your list of steps, think of the specific things that 
you and others need to do to meet your work goal. (For more information 
on work goals, please refer to the topic “Developing my specific work goal.”) 
Your plan also involves thinking about specific people, services, and supports 
that will be helpful to you. Finally, a good plan includes a  time frame for 
accomplishing each step. In other words, how much time do you think you 
will need to complete each step of your plan? Below is an exercise to help you 
think about and organize your plan. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Developing an action plan
This exercise asks you to think about the specific steps or actions that 

you need to take to achieve your goal of getting a job. To get the most out 
of this exercise, first write down a specific job goal, meaning the kind of 
job you want and maybe the number of hours per week and the days of the 
week that you’d like to work (see “Developing my specific work goal” in 
Section 2). 

With that information, here are some suggestions to help you get started 
on your action plan:

My goal: ________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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The steps or actions that you intend to take in order to achieve your work 
goal are as follows:

It’s a good idea to talk with others about the plan and steps you wrote 
down above. Getting feedback and input from others can be helpful for ev-
eryone. See below for more information.

 I M P O R T A N T  I N F O R M AT I O N : 

Collaborating with someone to find a job
Once you know that you want to work and have identified a possible work 

goal, you can begin actively looking for a job that will suit you. Sometimes, 
just looking for a job can help you feel good about moving forward. Your 
counselor or employment specialist, if you have one, can be a big help as you 
search for a job that fits what you want to do. You may also wish to involve 
someone else who is important in your life. The decision is up to you.

A common phrase heard when looking for work is, “It’s not what you 
know, but who you know.” One of the ways that many people find a job is by 

1.	 Talk to a counselor or employment specialist about your job interests and which employers
	 might be hiring for related positions. 

2.	 Talk to someone who has a job that is similar to the kind of job that you want.

3.	 Search the Internet on your own for job openings or work with someone you trust, 
	 such as a counselor or employment specialist. 

4.	 Learn about your government benefits and how getting a job might affect them. 

5.	 Practice interviewing skills. 

6.	 Write or revise your resume. 

7.	 Make sure you have appropriate clothes to wear to an interview. 

8.	 Get vocational training or education. 

9.	 Go to your local Department of Labor office to find information on job openings.

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

4.	 ____________________________________________________________________________________________________

5.	 ____________________________________________________________________________________________________

6.	 ____________________________________________________________________________________________________
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talking with family, friends, or acquaintances. These people can provide what 
we call leads, or ideas about possible job openings. You do not need to try to 
find a job all by yourself. In fact, many people have some kind of help from 
another person. It can be interesting and useful to ask the people you know 
who are working how they got their jobs.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Collaborating with someone to find a job
Think about the different people in your life. Who do you think might 

be helpful to you in finding a job? Remember that these people can include 
a counselor as well as other people in your life. For instance, your list might 
include your counselor, an employment specialist, a family member, and 
a friend. What about others? Where do you go and what do you do when 
you’re not at home? Could you talk to people you might know from these ac-
tivities about your intention to go back to work? For example, do you know 
anyone from church/temple/synagogue or from your eating establishments? 
Do you live in a neighborhood or perhaps in an apartment building or in a 
housing program where you talk with one another? 

If you are well acquainted or friendly with the people around you, they 
may hear of a job and they might let you know, or even recommend you to a 
potential employer. This is called networking, and it is one of the best ways to 
find a job. You may also choose to connect with an organization in your state 
that links you with vocational rehabilitation counselors, who help people 
with disabilities who are trying to get jobs. For example, in New York State 
this organization is called ACCES-VR, which stands for Adult Career and 
Continuing Education Services—Vocational Rehabilitation. You can learn 
more about ACCES-VR at the website www.acces.nysed.gov/vr. 

List two people who might help keep you informed about possible jobs.

 I M P O R T A N T  I N F O R M AT I O N : 

Identifying the kind of help you want
Once you have identified people to help you stay informed about jobs, 

the next question is, how do you want them to work with you? For example, 
you may want assistance finding a job opening in the community. Or you 

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________
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may want help writing a resume. Or you may even want someone to talk 
with an employer to learn more about a job that’s being offered. Or perhaps 
you’d find it helpful to have someone to practice with for an upcoming job 
interview. There are a lot of different ways that a person can be helpful. It will 
be important for you to think about exactly what kind of supports you want. 
Below is an exercise that will help you do that. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Identifying the kind of help you want
Think about the person you listed on line 1, above, and choose from the 

list below the kind of help you would like from him or her. 

Now think about the person you listed on line 2, above, and go through 
the list again to determine the kind of help you would like from him or her. 

	 I would like him/her to help me search through job ads in newspapers.

	 I would like him/her to help me look for jobs posted online.

	 I would like him/her to go into the community with me to talk to potential employers.

	 I would like him/her to help me get job applications.

	 I would like him/her to tell all friends and coworkers about me and the fact that I am looking
	 for a job.

	 I would like him/her to tell me about any job leads that match what I want to do. 

	 Other:   ____________________________________________________________________________________________ 

	 Other:   ____________________________________________________________________________________________ 

	 I would like him/her to help me search through job ads in newspapers.

	 I would like him/her to help me look for jobs posted online.

	 I would like him/her to go into the community with me to talk to potential employers.

	 I would like him/her to help me get job applications.

	 I would like him/her to tell all friends and coworkers about me and the fact that I am looking
	 for a job.

	 I would like him/her to tell me about any job leads that match what I want to do. 

	 Other:   ____________________________________________________________________________________________ 

	 Other:   ____________________________________________________________________________________________ 
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We also recommend working closely with a member of your support 
team, such as a counselor or employment specialist, as you look for a job. 
These team members will be happy to talk with you about what they can do 
to help you find the right job for you.

 I M P O R T A N T  I N F O R M AT I O N : 

Learning about potential employers
Potential employers try to let people know about a job opening in many dif-

ferent ways. Some employers advertise in newspapers. Others put information 
about job openings on the Internet, on their own website or on other websites. 
People also find out about jobs by word of mouth, which means that people 
who have a job tell people about an upcoming job opening where they work. 
They hope that telling people, and inviting those people to tell other people, 
might help them find someone who is a good match for a specific job. 

Employment specialists can also be a good resource for learning about 
potential employers and job openings. After all, they are working in your lo-
cal community to try to find the best possible jobs for people like you. 

As you can see, there are many ways to learn about job openings. You can 
choose to learn about potential jobs and employers in the ways that feel most 
comfortable for you.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Learning about potential employers
Which of the following resources do you feel would be helpful in learning 

about potential employers?

	 Employment specialist

	 Department of Labor office

	 Department of Labor website

	 Newspaper

	 Online or web-based job listings

	 Trade papers

	 Chamber of Commerce

	 Local community organizations/networking

	 Acquaintances or peers

	 Family members

	 Other resources for learning about potential employers:  _______________________________________

__________________________________________________________________________________________________________
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Developing a plan and finding a job,” and your personalized activi-
ties identified the following possible next steps:

•	 Outline the steps needed to achieve your work goal. This is your action 
plan.

•	 Identify who can help you as you look for a job and what kind of help 
may be most useful to you.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Applying for a job

Now that you have decided to apply for a job that you want, there 
are a few steps for actually applying. These include writing a cover 
letter to the employer to identify the job you are applying for and to 

briefly describe your qualifications. Many people also create a resume, which 
provides more detail about qualifications and work history. All applicants 
will need to complete a job application. 

Although most people apply for a job by mailing their cover letter and 
resume or submitting them online, consider doing this in person. You might 
simply pick up an application and express your interest in working. If you 
can make contact with the person in charge of hiring, you can introduce 
yourself and express your interest in applying, and then he or she will see you 
as a person instead of as just a name on a piece of paper. 

{ “I can’t DO it” never yet accomplished anything; } “I will try” has performed WONDERS.
GEORGE P. BURNHAM (1814–1902)

Author
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Do you use any social media, such as Facebook? If you do, then before 
you begin sending out resumes and job applications, you may want to con-
sider activating the privacy settings for the social media you use. Employers 
often do Internet searches on applicants, and they could view your Facebook 
page if you don’t have privacy settings turned on. One tip is to enter your 
name into a search engine such as www.google.com to see what information 
comes up. You can talk with a counselor or employment specialist about this 
if you don’t know how to do it. If you have a common first and last name, 
another tip is to include your middle name on any job applications to help 
potential employers avoid confusing you with anyone else. 

For every step of the process, remember that you want to present your-
self as someone who is “ready, willing, and able” to work. You also want 
to let the employer know that you are a good match for the job for which 
you’re applying. If you have ever worked in volunteer positions, be sure to 
include the skills gained from this work when discussing your strengths 
and skills. You may even get a good reference from supervisors of your past 
volunteer work. 

The sections below are designed to help you with each step of the job 
application process: 1) creating a cover letter, 2) creating a resume, and 3) 
completing a job application. 

 I M P O R T A N T  I N F O R M AT I O N : 

Creating a cover letter
One important part of applying for a job is the cover letter that goes 

with your application and, for many professional positions, your resume. 
The cover letter is often the first thing a potential employer will read when 
a person applies for a job. This letter is your first chance to make a good 
impression. A good cover letter lets the employer know that you are seri-
ous about getting a job. Like a good story, the cover letter has a beginning, 
a middle, and an end. The beginning is where you introduce yourself to the 
employer and state which job you are applying for. In the middle section, 
let the employer know about your employment background and the skills 
or abilities that match well with the job. At the end, thank the employer for 
taking the time and attention to review your materials, and provide your 
contact information. 

You should create a new cover letter for each specific job for which you 
apply. Creating one basic letter to use for all your job applications is not a 
good idea because it will be too general, which may be seen as lack of inter-
est in your job search. Instead, use the cover letter to let each employer know 
that you are interested in the specific job that is available. Take care to ensure 
that your cover letters are spelled correctly and neat and clean. It is usually a 
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good idea to have another person read your cover letter before you submit it. 
Below we provide an exercise to help you complete a cover letter.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Creating a cover letter
Look at the cover letter section in Appendix B. Pick a template or format 

that you like and use it to write a first draft of a cover letter. Feel free to ask 
for help if you need it. Employment specialists are often able to assist you in 
this task.

 I M P O R T A N T  I N F O R M AT I O N : 

Creating a resume
Some employers will want to see a resume along with a job application. 

The resume is a tool that you use to tell potential employers about your work 
history, skills, and education. You can describe where you’ve worked before 
and some of the job responsibilities you had. The resume should be brief, 
which means it should be no more than one or two pages long. Just like with 
the cover letter, it is important for the resume to have correct spelling and to 
be neat and clean. 

Many people ask someone who knows a lot about making good resumes 
to help them create one. You can also ask people on your support team, 
including an employment specialist if you have one, to share examples of 
resumes. You can look at different resume examples and pick the format that 
you like best to create your own resume. You may wish to talk with someone 
who is good at making resumes about creating a resume for you to post on a 
job search site. If you live in New York, for example, you might try JobZone 
(jobzone.ny.gov) or CareerZone (careerzone.ny.gov). 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Creating a resume
Look at some of the sample resumes in Appendix C. Pick a template or 

format to follow, and create your own resume. You may do this on your 
own or with someone you trust, or you might even give someone your 
information and have that person type up a first draft for you. The impor-
tant thing is to create a resume; it does not matter how it is created or who 
creates it, as long as it is accurate. Many people use a resume service to get 
theirs done.

!
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 I M P O R T A N T  I N F O R M AT I O N : 

Completing a job application
All job applications are different. However, many job applications involve 

filling out a form that can go along with a cover letter and resume. Employers 
pick and choose what specific information they want from the person apply-
ing. Job application forms usually ask for basic information such as your full 
name, mailing address, phone number, and the names of your past employ-
ers. They also often ask whether you have ever been convicted. 

It’s important to read each job application form closely and provide all of 
the information that the employer is requesting. Do not leave any items blank. 
Most employers will not even consider an application that is not complete. 

In addition to an application form, a cover letter, and a resume, many 
potential employers also ask people to provide references, or the names of 
people who know you well who can comment on your work strengths and ac-
complishments. If the application asks you to provide a list of references, it is 
important for you to provide the names and contact information for people in 
your life who know you well. Then be sure to let those people know that you 
have provided their name as a reference. This way, these people will be pre-
pared in case the employer contacts them. Don’t forget to verify their phone 
numbers, e-mail addresses, and street addresses. Below is an exercise to help 
you think through how to complete the different parts of a job application.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Completing a job application
Appendix D includes a blank job application. Consider filling it out and 

showing it to someone you trust and asking for feedback. Also, you might 
consider picking up a job application from a local employer. Fill it out as 
practice, and show it to someone you trust and ask for feedback. Once you 
are satisfied with your sample job application, keep it handy to refer to when 
filling out an application for a job you really want.

 I M P O R T A N T  I N F O R M AT I O N : 

Applying for jobs online
Many potential employers use the Internet to post job openings, and 

they invite people to apply for jobs online through the Internet. It will be 
important for you to know whether you can submit your application in pen-
and-paper format or whether it needs to be submitted online. For online job 
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applications, you’ll need to find a quiet place where you can use a computer. 
You will also want to have a lot of your personal information handy when 
you start the application so that you can complete it in a timely manner. For 
instance, you may want to have a copy of your work history, sample job ap-
plication, or resume with you when you sit down at the computer, both on 
paper and as electronic files, if possible. Some businesses also may ask you to 
complete a survey on a computer station.

Some websites limit the time you can work on your application. For oth-
ers, there is no time limit. Also, some job websites will let you save your ap-
plication while you’re working on it so that you can come back and finish it 
later. Others require you to complete the application all at once. These are the 
types of issues that you’ll want to learn before starting to complete an online 
application. Below is an exercise to help you think about and prepare for an 
online job application.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Applying for jobs online
Applying for jobs online can be very time consuming. If you have access 

to the Internet, you may want to consider applying for a job online with a 
major company as practice. You might ask someone such as a counselor or 
an employment specialist to sit with you as you do this and provide feedback. 
It may be helpful to practice applying for jobs that you are not even interest-
ed in just to get used to applying online. Once you get comfortable applying 
online, you can target the companies you might want to work for.

If you answered YES, please write down the name of the person you’d like  
to ask for assistance.

We suggest that you contact the person you listed above within one week 
from now to ask for assistance.

Name	 __________________________________________________________________________________________________

Phone number 	_________________________________________________________________________________________

Do you wish to ask someone to sit with you and give you feedback 
while you complete a sample online application? Please circle one of 
the following answers: 

YES NO
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Applying for a job,” and your personalized activities identified the 
following possible next steps:

•	 Write a first draft of a cover letter. Feel free to ask for help if you need it.

•	 Pick a template or format to follow and create your own resume. You may 
do this on your own, consider doing this with someone you trust, or even 
give someone your information and have that person write a first draft for 
you.

•	 Consider filling out the blank job application in Appendix D and showing 
it to someone you trust, asking him or her for feedback. Also, you might 
consider picking up a job application from a local employer. Then, fill out 
the application and show it to someone you trust and ask for feedback.

•	 If you have access to the Internet, you may want to consider applying for 
a job with a major company that you can identify in the community. You 
may wish to use a fictitious name and fictitious information to familiarize 
yourself with the process and to get a sense of what to expect. You might 
even ask someone to sit with you and do it together.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Disclosure and deciding what to
say about my background	

 I M P O R T A N T  I N F O R M AT I O N : 

Disclosing or not disclosing 
your psychiatric history

Do you want to tell potential employers about your psychiatric diagnosis 
and history? If so, what and how much should you disclose or share? And 
most important, why do you think it might be helpful to disclose some of 
this information?

Many people wonder whether to tell an employer about their psychiatric 
diagnosis and history in a job interview. There are pros (positive things) and 
cons (negative things) to doing so. Some employers will be very open and 
understanding. After all, many people have experienced mental health issues 
at some point during their lives. In some cases, telling a potential employer 
about your diagnosis might help you “get started on the right foot” with open 
and honest communication. On the other hand, some employers may lack 
understanding about mental health issues. It will be important for you to de-
cide for yourself whether to tell employers about your diagnosis and history. 
You may wish to disclose to one potential employer but not another. And 
if you decide not to raise the issue in a job interview, you can change your 
mind at any time once you are hired. If you mention this information in an 
interview, keep in mind that you can’t take it back. 

If you choose to tell any employers about your psychiatric diagnosis and his-
tory, the next choice will be what, exactly, to reveal in the interview and why.

•	 Do you want your employer to know only your diagnosis?

•	 Why might that be helpful? 

•	 Do you want to also explain some of your symptoms and what types of 
treatment you’re involved with? 

For example, some people feel comfortable sharing that medication and 
therapy have been helpful to them. Others do not feel comfortable sharing this 
much. You might wish to share, if this is the case for you, that working often 
helps you feel better and helps you keep your symptoms under control. These 
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decisions are up to you. In general, we would recommend disclosing only in-
formation that may relate to arranging a work accommodation. For example, if 
you have fearful thoughts when you are around a lot of people, you might want 
to negotiate a private work space in which you won’t have to be around a lot of 
people. Another example of an accommodation that you might request is hav-
ing a quiet work station or using headphones to muffle background noise.

The important thing to remember is that the choice about which potential 
employers to tell and what to share is yours. Here is an exercise that will help you 
think about what you do and do not want to share with potential employers. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Disclosing or not disclosing 
your psychiatric history

What are the PROS of discussing your condition with potential employers 
during an interview?

What are the CONS of discussing your condition with potential employ-
ers during an interview? 

What are the PROS of not discussing your condition with potential 
employers? 

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________
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What are the CONS of not discussing your condition with potential 
employers? 

If you decide you want to disclose to one or more potential employers 
that you are in recovery from mental illness, this next activity is designed to 
help you think about what you want an employer to know. Please list below 
the things that you feel comfortable discussing with a potential employer and 
the things that you do not wish to discuss.

Please keep in mind that if you are working with an employment spe-
cialist, you can also talk with him or her about what to share with potential 
employers. 

 E xa  m p l es  : 

Below are some examples of conversations with potential employers, in-
cluding what you can say during your job interview.

Employer: “You indicated that you receive mental health treatment at a local 
program. Tell me about your mental illness.”

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

what i may choose to discuss: what i definitely do not want to discuss:
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Possible answers:
“Sure. I was diagnosed several years ago with depression. Although I’ve 

been in and out of treatment for years, I now have a great relationship with 
a team that is really supportive of me. I’ve found that things go better for me 
when I’m working at a job that I like. That’s why I applied for this job, and I 
am confident that I can be a good employee for you.”

OR

“I am sorry, but that is something that I am not comfortable talking 
about. I will be more than happy to tell you about why I think I would be a 
good employee for you. Because I receive disability, my employer will qualify 
for a federal tax credit. I have the brochure right here if you are interested.”

OR

“I indicated in my cover letter that I have been out of work due to my 
mental illness. I shared this in the hope that the Work Opportunity Tax 
Credit would be an incentive for this company to hire me. I don’t want to go 
into too much detail about my mental health, but I can tell you that I am do-
ing well right now, and I’m sure that I am a great match for this job.” 

OR

“I am sorry, but I would rather not answer any questions about my dis-
ability. Given my skills and background, I’m confident that I would be really 
good at this job, and I hope that you give me the chance to prove it.” 

OR

“Okay. I was diagnosed several years ago with bipolar disorder. I’ve been 
in treatment for the last few years. I’ve worked for most of my adult life, and 
I’m really motivated to rejoin the workforce and work for your company. The 
only way that I think my illness might affect my job is that once per month 
I would have to leave early to see my doctor because she only has evening 
hours. Is that okay? I’m willing to do whatever it takes to figure this out be-
cause I think I’m a perfect fit for the position.” 

* * *

You may have noticed that the examples above demonstrate different lev-
els of disclosure. Carefully consider each level, and choose which disclosure 
level feels right for you. Remember also that you are not “locked in” to this 
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choice and may choose differently for one potential employer compared with 
another. Let’s review the levels of disclosure:

•	 open disclosure: This means you will discuss your psychiatric condition 
briefly, be specific about how it may affect your work hours or work hab-
its, and then emphasize your qualifications that match the position avail-
able and make you a good choice for the job.  

•	 no disclosure: This means that you will not bring up your psychiatric 
condition and instead will talk about your qualifications and why you 
think you’re a good match for the job.  

•	 partial disclosure: Here, you choose to disclose that you have a psy-
chiatric condition but you share very little detail about how it affects 
you. With this option, you’ll briefly note that you have a mental health 
condition, tell the employer that you would prefer not to go into detail 
about it, say that you don’t anticipate that your condition will affect 
your job, and discuss why you think you’re a good match for the posi-
tion available. 

Please keep in mind that the Americans With Disabilities Act (ADA) 
protects people who have physical and mental health problems from dis-
crimination. Be aware that there are certain things that an employer cannot 
ask during a job interview. For example, did you know that it is illegal for an 
employer to ask a job searcher whether he or she has a disability?  An inter-
viewer also cannot ask your race, or your age, or whether you’ve been arrest-
ed. Detailed information on the ADA can be found at the U.S. Department of 
Labor website at www.dol.gov. Additional information also can be found in 
the topic “Workplace protections: What are my rights as a worker?”

How might you explore this topic further?

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Disclosure and deciding what to say about my background,” and 
your personalized activity identified the following possible next steps: 

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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•	 Think carefully about whether to discuss your mental health condition 
in a job interview by identifying the pros and cons of doing so or not 
doing so.

•	 If you decide to discuss your condition in a job interview, think carefully 
about what aspects of your illness and treatment you want to disclose.

•	 If you decide to discuss your condition in a job interview, practice what 
you will say, always ending with why you think you’re a good match for 
the position.  

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Preparing for the job interview—
the basics

 I M P O R T A N T  I N F O R M AT I O N : 

First impressions
The first few minutes of a job interview might be the most important 

because this is your first opportunity to make a good impression in person. 
Within just a few minutes after meeting you, the interviewer you will often 
form an opinion about you and whether you’d be a good employee. This 
means that how you look, what you do, and what you say in the first few 
minutes can greatly affect your chances of being hired. On the other hand, if 
you do not make a good first impression, your chances of getting the job may 
decrease. Although this may not seem fair because the interviewer does not 
know you well, it is a fact that first impressions are important. 

Be sure to arrive 5–10 minutes before your interview is scheduled to be-
gin. Arriving earlier than that is something you will want to avoid. Arriving 
5–10 minutes early will help you make a good impression even before you 
meet the interviewer. Definitely do not be late to your job interview.

The first few minutes need to convey that you are someone who is friendly, 
honest, and hardworking and someone who listens and communicates well. 
Often, this is communicated without words, for example with eye contact and a 
firm handshake as you introduce yourself. Some people often find it helpful to 
quietly take a deep breath at the start of the interview to relax. It is also impor-
tant to remember to speak slowly and clearly, especially when you’re answering 
the interviewer’s questions. We suggest that you have a few ideas about what 
you will say first in case the interviewer asks you to tell a little about yourself or 
to explain why you want the job. More about answering questions is covered 
below in another section. Also a few exercises are provided below to help you 
think about how to make a good impression during your interview. Most im-
portant, be confident about all the strengths and skills you have to offer.

 P E R S O N A L I Z E D  A C T I V I T Y: 

First impressions
Are you typically on time or late for events? Do you think that getting to 

an interview on time might be a challenge for you? If not, skip to the next 
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part of this topic. If this is an issue for you, please check all of the things be-
low that you could do to make sure that you arrive 5–10 minutes before your 
interview is scheduled to begin. Refer to Appendix E for additional informa-
tion about this.

Now think about other things that you can do to make a good first im-
pression during your interview. Are there specific things you may say or do 
to start off the interview? Please write them down here.

Are there any things that you should avoid doing or saying at the begin-
ning of the job interview? You might want to check with family members, 
friends, an employment specialist, or other members of your treatment team 
about this one. Sometimes we all do things or have habits that would not 
make a good first impression, and because they are habits, we may not even 
be aware of them. You might want to ask others about this so that you can 
avoid doing any of these things in the interview.

	 Go to the interview location a day or two early to make sure you know how to get there.

	 Set your alarm to make sure you wake up and start getting ready when you need to.

	 Get ready extra early the day of your interview.

	 Plan your transportation to and from the interview a few days before the interview.

	 Plan to arrive in the general location of your interview 15–20 minutes early 
	 (but do not go to the interview until about 5–10 minutes before it’s scheduled to begin).

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

To make a good first impression, I should avoid doing or saying these things:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 I M P O R T A N T  I N F O R M AT I O N : 

Dressing for success
The clothes you wear to a job interview tell the employer a lot about you. 

Wearing nice “dress clothes” tells the employer that you are serious about 
the job and that you care about what the employer thinks about you. Clothes 
should be neat, clean, and professional. Avoid dressing casually, such as 
wearing shorts and a T-shirt. Below we provide you with an exercise to help 
you think about wearing clothes to the interview that will help you succeed 
at getting the job you want.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Dressing for success
Dressing appropriately for interviews is important. Please refer to Appendix 
E for additional information on this topic. Do you own nice dress clothes 
that you could wear to a job interview?

If you own nice dress clothes, make sure they are clean, unwrinkled, and 
available to wear on the day of the interview. 

If you do not own nice dress clothes, we suggest that you plan to buy or 
borrow some before the interview. There are places in most communities 
where you can obtain clothes for free, such as churches and even some em-
ployment agencies. 

Would it be helpful to you to have someone else’s opinion about your 
outfit for the interview? If so, you’ll need to contact him or her and arrange a 
good time to see your outfit or go shopping together. If you plan on wearing 
a tie to your interview and don’t know how to tie a good knot, you will want 
to line up someone to help you out on the day of your interview.

Below please describe your plan for getting nice dress clothes to wear to 
the interview. Be as specific as possible.

	 Yes, I own nice dress clothes for an interview.

	 No, I do not own nice dress clothes.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 I M P O R T A N T  I N F O R M AT I O N : 

What to do immediately after a job interview
One of the other basics of the job interview is what you do after the 

interview. It is a good practice to follow up on your interview with a thank 
you letter to the person or persons who interviewed you. A thank you letter 
shows the employer that you are grateful for the opportunity to interview for 
the job and gives you an opportunity to restate your interest in the job and 
remind the interviewer who you are. If the competition for a particular posi-
tion is strong, a good thank you letter can tip the scale in your favor. Many 
employers expect serious job candidates to follow up with a thank you letter.

 P E R S O N A L I Z E D  A C T I V I T Y: 

What to do immediately after a job interview
A sample thank you letter is available in Appendix F. You may wish to use 

the same format or draft one on your own. In any case, since the letter will be 
an expression of your thoughts and feelings, try to create one that makes you 
comfortable. Just as with cover letters and resumes, it is a good idea to have 
a friend or someone from your support network check your letter before you 
send it. Typos and misspellings can sink an otherwise good thank you letter. 

For this activity, please use a blank piece of paper and write a thank you 
letter to a company. Pretend that you have just finished an interview for your 
dream job. What might you say to the interviewer in the letter to express your 
gratitude and let the employer know that you think you are the right person for 
the job? Once you’re finished, show your letter to someone you trust, such as a 
counselor or employment specialist, to give you thoughtful feedback.

 I M P O R T A N T  I N F O R M AT I O N : 

Maintaining perspective when dealing with rejection
An unpleasant part of the job search is dealing with rejection. You may 

not get a call back from an employer about a job for which you applied. 
You may get called for an interview but not get the job. You may even get a 
second interview and still not get the job. It’s important not to take this bad 
news personally. Anyone who has ever searched for a job has experienced 
rejection at one or more of these points, and the path to successful employ-
ment is rarely smooth. Try not to get discouraged. Use your supports, and 
give yourself credit for your determination and “can do” attitude. You have 
control only over what you do, and by looking for a job that’s right for you, 
you are taking positive steps to improve your life.
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 P E R S O N A L I Z E D  A C T I V I T Y: 

Maintaining perspective when dealing 
with rejection

Below please describe what you will do to positively cope with not getting 
offered an interview or not getting offered a job. Be as specific as possible 
about what activities or ways of thinking will be helpful to you. Feel free to 
ask someone you trust for input, because most people have had some experi-
ence with not getting a job that they wanted.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Preparing for the job interview—the basics,” and your personalized 
activities identified the following possible next steps:

•	 Plan ahead for the interview by thinking a few days in advance about how 
to arrive a few minutes early and about an outfit that will make a good 
first impression.

•	 Plan to follow up your interview with a thank you letter that expresses your 
gratitude and reminds the employer about your skills and motivation.

•	 Plan for some disappointment in not hearing back about a job, and plan 
to remain positive in your search.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

Preparing for the job interview—
answering questions and 
asking questions

 I M P O R T A N T  I N F O R M AT I O N : 

Preparing for basic questions
Ensure your interviewing success by preparing for basic questions the 

interviewer may ask. Interviewers often ask the same types of questions, in-
cluding ones about work history and reasons for applying for the job. Think-
ing about how you might answer these types of questions even before you go 
to the interview can help you feel prepared and confident to discuss the skills 
you offer. 

It is important to be honest when answering the questions. Think about 
how to answer each question so that you can share your strengths and other 
positive things about yourself with the interviewer. You might consider writ-
ing down your answers so that you will be better prepared for your interview. 
It’s also a good idea to practice answering these questions with someone you 
have chosen to support you in getting a job. Below is an exercise that helps 
you think about your answers to basic questions that interviewers often ask. 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Preparing for basic questions
Here is a list of commonly asked interview questions. After each question, 

there is space for you to write possible responses. Writing them down will 
help you prepare just in case the interviewer asks you any of these questions.

1)	 Tell me about why you applied for this job.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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2)	 Tell me a little bit about yourself.

3)	 Describe your work history and background for me.

4)	 What are your biggest strengths?

5)	 What are your biggest challenges?

6)	 Why do you think you’re a good fit or match for this job?

7)	 I see from your resume that you haven’t worked in a while.  
	 Can you please explain these periods of unemployment in your  
	 job history?

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 I M P O R T A N T  I N F O R M AT I O N : 

Addressing your personal history in the interview
At some point during the interview, you may have an opportunity to talk 

about your personal history with mental illness or substance abuse or with 
legal troubles you may have had. The interviewer may ask you a direct ques-
tion about your history. Or you may decide to bring up your personal history 
in a way that makes you feel comfortable. Think in advance about whether 
to tell the interviewer about your mental illness or substance abuse history. 
Be sure to decide before the interview about what you do and do not wish 
to share about your personal history. The choice is yours. There is no right 
or wrong way to address this topic. Instead, we suggest that you be prepared 
with some brief comments about your personal history so that you are not 
surprised or “caught off guard” if questions about it arise. 

Please refer to the topic “Disclosure and deciding what to say about 
my background” for more information and exercises about this issue. Also, 
below are examples and an exercise to help you think about how you’d like to 
address your personal history. 

 E xa  m p l es  : 

Below are some examples of answers that you can give to potential em-
ployers during your job interview. 

Employer: “I notice that you have no professional references on your appli-
cation. Have you worked anyplace before?”

Possible answers:
“I have not worked in a number of years and do not have any current ref-

erences. I am eager and ready to make a fresh start and be a member of your 
team.”

OR

“I have not worked in some time due to working out issues with my disabil-
ity, but I can certainly provide you with personal references who can tell you 
about me.” 

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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OR

“It’s been a while since I worked, but I have been polishing the skills and as-
sets that I can bring to your company if you hire me.” 

 P E R S O N A L I Z E D  A C T I V I T Y: 

Addressing your personal history in the interview
This activity is designed to help you think about how you’d like to address 

different parts of your personal history. For instance, if your psychiatric, 
substance abuse, or legal history has gotten in the way of working in the past, 
you might choose to talk about this during the interview.

The following are some important parts of my personal history that an 
interviewer might ask me about:

Here are some ways that I might answer the interviewer’s questions about 
the issues I described above:

If the interviewer does not bring up any of these issues, but you still want 
to address them, what might you say? How might you approach this? Please 
write down some of your ideas here. Take a look at what you’ve identified as 
challenging in your life, and write down what you might say to address this 
in a positive way with an employer.

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________
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It’s probably a good idea to talk with another person you trust in your life 
about the ideas in this section. Asking other people for their feedback and 
practicing your interview responses with them can help you do your very 
best at the job interview.

 I M P O R T A N T  I N F O R M AT I O N : 

Asking questions during the interview
Many people often think about a job interview as the time when a po-

tential employer gets to ask questions. This is true. However, it also may be 
important for you to ask some questions in the interview. Many potential 
employers think that job candidates who ask some questions are really inter-
ested in the job and in working for the company. 

Consider using the Internet to do some research on the company. 
You may learn that the company needs something, and you may think of 
questions to ask about that need, especially if the company’s need relates 
to a special skill you have. You may also learn some details about the 
company that will help you develop questions to ask during the inter-
view. The questions you ask can be basic about the company, or they 
can be about something specific about the job available. Either way, it’s 
important to think about which questions you’d like to ask during the 
interview. 

 E xa  m p l es  : 

Below are some examples of questions that you can ask potential employ-
ers during your job interview. 

Employer: “Do you have any questions for me?”

Possible answers:
“Yes. What kind of training for the position will be available?”

OR

“How often will I get to meet with a supervisor to review my progress and 
performance?” 

OR

“When are you hoping to fill the position?” 

OR

“How many people are being considered for the position?” 
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OR

“How would you describe the working atmosphere here?” 

OR

“What are some of the qualities that successful workers at this company 
tend to have?” 

OR

“Could you tell me about the management style that I could expect to 
work under?”

Below we provide an exercise that encourages you to think about the ba-
sic and specific questions that you might ask during your interview.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Asking questions during the interview
Talk with an employment specialist or someone else with hiring expertise 

about basic questions you might ask at a job interview. Please write down 
your own ideas about basic questions you might ask below.

Now talk with an employment specialist or someone else with hiring 
expertise about what specific questions you might ask about the job respon-
sibilities or job activities of the job that you’re applying for. What would you 
want to know about the position? Please write down your ideas below.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Preparing for the job interview—Answering questions and asking 
questions,” and your personalized activities identified the following possible 
next steps:

•	 Think about how you might best respond to some typical interview 
questions, and practice your responses by writing them down or having a 
“practice interview” with a trusted support person.

•	 Think about how you would like to respond to questions that touch on 
your psychiatric or substance abuse history and any legal troubles you 
may have had.

•	 Think about what you might like to ask in an interview to learn more 
about the company, position, or work environment.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 TO P I C : 

How do I explain gaps 
in my work history?
Or having several brief jobs?
Or being an older worker?

!  I M P O R T A N T  I N F O R M AT I O N : 

Addressing gaps in work history 
Some people have periods in which they have not been able to get or 

keep a job. Many months or even years may have passed since a person 
had a competitive job. The reasons for this could involve past psychiat-
ric symptoms or substance use that interfered with getting or keeping 
a job. Or someone may have been so focused on recovering from these 
symptoms that he or she did not have the time or energy to get or keep 
a job. 
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{  AGING is not ‘lost youth’ but a new   } stage of opportunity and STRENGTH.   
BETTY FRIEDAN (1921–2006)

Author, Writer, Publisher, and Activist
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Interview questions about gaps in work history can be difficult or uncom-
fortable to answer. Regardless of the reason, it is important to be honest with 
a potential employer about your work history. 

For the gaps, it will be up to you to decide what to tell the potential em-
ployer. For example, some people have had part-time volunteer positions or 
internships for which they were not paid. These are important to include in 
a conversation with the potential employer about your work history. Helping 
the interviewer understand your work history and the fact that you are now 
committed to working will be important.

You might even consider putting together a sample of any work or a 
portfolio of achievements you may have accomplished that were unpaid. If 
you receive training or attend classes, a record showing what you have been 
doing while out of work will be helpful.

 E X A M P L E S : 

Below are examples of how to answer a typical question that you might 
be asked during a job interview. If these responses do not seem to fit for you, 
play around with them and arrange them in a way that feels more comfort-
able for you.

Employer: “I see that you have been out of work for several years. What have 
you been doing with your time?”

Possible responses: 
 “I was out of work due to a disability. I am ready to return to work now.”

OR

“I was unable to work due to emotional issues. I am feeling great now and 
want to get back to working.” 

OR

“I was unable to work due to a mental illness. It was a rough time for me, 
but now that I am better and feeling good, I would like to return to work as 
soon as possible. I am hoping that you will give me a chance.” 

OR

“I was unable to work because I struggled with mental illness. I now have 
the right treatment and great supports and I feel more than ready to return 
to work. As a matter of fact, because I was out on disability, if I am hired, the 
company will be eligible for a tax credit from the federal government. I have 
the tax credit brochure right here if you are interested.”
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 P E R S O N A L I Z E D  A C T I V I T Y: 

Addressing gaps in work history
Close contact with your support network is important when deciding 

what to disclose about your gaps in work. Remember that it’s up to you how 
much you share or do not share about your illness and circumstances. But 
it’s important to be prepared to respond if you are asked about your gaps in 
work or if you decide to bring these issues up to an employer.

In the space below, develop a script about what you would say if someone 
were to ask you why you have not worked for a long time. For example, you 
might say something like, “Mental health and emotional issues made work-
ing difficult. I now have the treatment and support that will make work pos-
sible and rewarding.” Practice your response many times with trusted others.

 I M P O R TA N T  I N F O R M AT I O N :  
Explaining the issue of several brief jobs 

Another challenge is how to explain a pattern of several jobs of short du-
ration, meaning that the jobs ended quickly. If you’ve had this kind of work 
history, some employers may wonder whether you’ll be able to keep a job 
if they give you one. It is important to think about communicating directly 
with employers about this issue. You can do this through a cover letter or 
during a job interview, or both. 

Before applying for a job, be sure to think about what you’ll tell employ-
ers. For example, did you start jobs in the past without thinking through 
whether they matched your skills or interests? One big question you can 
think about answering for employers is: How will it be different this time? 
In other words, you’ll want to tell the interviewer what is different about you 
or the job or the situation that will help you be successful in the job you’re 
applying for. For instance, maybe your psychiatric symptoms are more under 
control than they’ve been for a long time. Or you’ve realized a specific activ-
ity that you enjoy, such as cooking, that the job you’re applying for will allow 
you to do.

!

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 P E R S O N A L I Z E D  A C T I V I T Y: 

Explaining the issue of several brief jobs
As with the previous activity, write a script about what you would say if 

any employer were to ask, “I see you stayed in this job or these jobs for only 
a short amount of time. Why is that?” And then practice, practice, practice 
your answer! Try it now:

Now practice what you would say in front of a mirror, and practice with 
people in your support network. You may also ask someone in your support 
network to set up a practice interview with you.

 I M P O R TA N T  I N F O R M AT I O N :  
Things to think about if you 
consider yourself an older worker

Some people who think of themselves as “older workers” often wonder 
whether their age will help or hurt their chances of getting a job. The answer 
is that it all depends on the specific job, as well as how you decide to deal 
with this issue. If you are discouraged about your older age and talk nega-
tively about your age during an interview, this issue may work against you. 
However, if you embrace your older age and the fact that you offer unique 
and important things because of your life experience, this issue can work in 
your favor! You might consider talking with an employer about the fact that 
you’re an older worker and then highlight the positive things about it. Below 
we provide an exercise to help you think more about this.

 P E R S O N A L I Z E D  A C T I V I T Y: 

Things to think about if you 
consider yourself an older worker

Below may be some pros or positives about being an older worker that 

!
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you may choose to bring up during a job interview. Please check the box next 
to each statement that is correct for you.

Once you’ve thought about positive things about yourself and being an 
older worker, we recommend that you be prepared to talk about these pos-
itive things during your job interview. It may help to practice what you will 
say.

 I M P O R TA N T  I N F O R M AT I O N :  
What to do if you’re getting interviews 
but no job offers

Getting invited for job interviews is excellent progress and shows that 
your hard work and efforts are really paying off. Try not to get discouraged if 
you do not get a job offer right away, though. It often takes several different 
job interviews before a person lands the right job. 

If you find that you’re going on interviews but not getting job offers, 
you may want to talk about this with a counselor or employment specialist 
or other people you trust. You may want to practice your interview skills 
and ask someone for honest feedback about what you can change to do 
even better. Or you may consider changing the types of information  
that you’re sharing with the potential employer during the interviews.  
For example, it may be worthwhile to adjust what you’re disclosing to  
employers. 

Sometimes a small change to your interview approach or the things you 
say during your interview can make a big difference in how you come across 
to potential employers. Below is an exercise to help you think more about 
this.

	 You are a hard worker and have an “old-fashioned” work ethic.

	 You’ve had more life history and experiences than younger candidates, and this experience 	
	 may help you view things in a different and more mature way than others.

	 Although you may not know as much about technology as younger candidates, you are willing 	
	 to learn and are excited about it.

	 A job is so important to you. And since it has been a while since you’ve worked, you’re eager to 	
	 prove to yourself and to everyone in your life that you can do it. All you need is the chance to 	
	 show that you can succeed.

	 Another positive about being an older worker is: ________________________________________________

__________________________________________________________________________________________________________
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 P E R S O N A L I Z E D  A C T I V I T Y: 

What to do if you’re getting interviews 
but no job offers

Please think about your current situation and the types of information 
you’re sharing during your interviews. Is there anything that you might 
change about what you’re disclosing or how you’re disclosing your personal 
information or history? You may want to talk with someone about your 
ideas.

Below write down at least two changes that you can make to your inter-
viewing approach. 

 It may be helpful for you to practice interviewing with your counselor 
or employment specialist (if you have one) or someone else you trust and 
who knows how to get a job. It’s a good idea to ask that person for specific 
feedback about things that you can change to make the interview even better. 
If you’d like to practice interviewing, write down the name of one person 
whom you can ask for assistance:

 N E X T  S T E P S : 

What would you like to do to make more progress with this topic? This 
topic is “How do I explain gaps in my work history? Or having several brief 
jobs? Or being an older worker?” Your personalized activities identified the 
following possible next step:

•	 Practice the things you might say to a potential employer about your gaps 
in work history or having several brief jobs.

1.	 ____________________________________________________________________________________________________

__________________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

What to do when I’m offered a job—
talking about a start date and pay 

If you’ve been offered a job, you’ll need to evaluate the offer and think 
about negotiating a salary. The sections below are meant to help you 
think through this and other issues before starting a new job.

 I m portant        I nfor    m ation    : 

Talking about your pay
If you didn’t talk about your possible pay during your job interview, it’s 

important to talk about it now that you’ve been offered the job. For some 
jobs, the pay is already set, and the employer will tell you the pay when offer-
ing you the job. In other cases, the employer may ask you what kind of pay 
you’re hoping for. Either way, being clear about exactly how much you will 
be paid is important before you start the job. Below are some examples and 
an exercise to help you think about how to handle the topic of pay or salary 
when you’re offered a job.

 E xa  m p l es  : 

Below are some samples that you can use during this part of the hiring 
process.

Employer: “I would like to offer you the position. What kind of salary are 
you looking for?”

Possible answers:
“Thank you very much. I accept. I am hoping to earn a minimum of 

____________  per hour. Is that reasonable to you?”

OR

“I am very happy to hear that you would like to hire me. The minimum 
amount I will need to earn is ____________  per hour/week/year. Is this pos-
sible?” 
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OR

“Thank you very much for the job offer. I am grateful for this opportunity 
and grateful that you will allow me to flex my schedule in order to keep my 
regular medical appointments. I will do my best to be successful and help 
the company reach its goals. I would like to earn at least what the job posting 
stated.”

 P ersona      l ized     A cti   v it  y : 

Talking about your pay
Please think about what to say about your pay when the employer offers 

you the job. Write down your ideas below.

 I m portant        I nfor    m ation    : 

Talking about a start date
Do you already know the start date for the new job? If you have not 

already talked about this, it’s important to do so when you’re offered the job. 
In some cases, the employer might ask you when you would like to start, and 
there may be some flexibility that allows you to start the job any day over the 
next couple of weeks. In other cases, the employer might want you to start as 
soon as possible, maybe even the next day. 

Think about when you are able to start, and talk with the employer about 
this. For instance, are you able to start right away, or is there another job you 
need to continue for another week or two before you can start the new job? 
Below are some examples and an exercise to help you think about how to 
determine a start date when you’re offered a job.

 E xa  m p l es  : 

Below are some examples that you can use during this part of the hiring 
process.

!

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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Employer:  “I am glad that you will be joining our team. When will you be able 
to start?”

Possible answers: 
“I will be able to start right away.” 

OR

“The best time for me to start will be next Monday, if that is all right with 
you. That will give me time to prepare for my first day.” 

OR

“My current employer requests that employees give a two-week notice. I 
would like to honor that commitment and start my new job on [insert date 
here]. Is this possible?”

 P ersona      l ized     A cti   v it  y : 

Talking about a start date
Please think about your current situation and when you would be able to 

start working once offered a job. You may want to talk with someone about 
your ideas. Write down below what you will say to the employer when of-
fered the job.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This top-
ic is “What to do when I’m offered a job—Talking about a start date and pay,” 
and your personalized activities identified the following possible next steps:

•	 Practice talking with an employer about your pay. You may want to ask 
someone to practice and role-play with you.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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•	 Practice talking with an employer about your start date.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

What are reasonable 
accommodations, and what’s 
the best way to request one?

 I m portant        infor     m ation    : 

Discussing reasonable accommodations 
If you’ve been offered a job or you are considering a job, you may 

want to think about any reasonable accommodations that might help you 
perform your job. Reasonable accommodations are changes to the work-
place or to schedules and assistance that help people with a disability to 
perform the essential functions of their jobs. Employers are required by 
the Americans With Disabilities Act (ADA) to provide reasonable ac-
commodations for employees with disabilities such as mental illness or 
a serious physical disability. Please keep in mind that in some instances 
a request may not be granted if it would place an undue hardship on the 
employer.

Not everyone wants or needs to ask about reasonable accommodations. It 
depends on the job you get and your personal situation. For example, some-
one might ask for an extra 15-minute break in a 6-hour work shift to adjust 
to a new job. Or perhaps wearing earphones and listening to music would 
help with focus and productivity. Below we provide some examples of how to 
talk about reasonable accommodations as well as some exercises to help you 
think about your situation. Additional tips for requesting accommodations 
are available in Appendix G.

 E xa  m p l es  : 

During an interview or when being offered a job
Below are some examples of conversations with potential employers, in-

cluding what you can say, that might occur at your job.

Employer: “You told me that you are in recovery from mental illness. I ap-
preciate your openness with me. Based on the job description that I gave you, 
do you feel there is any way that your mental illness might affect your ability 
to perform the job as I described it? Is there any way that we need to make 
accommodations for you?”
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Possible answers:
“No, not at all. I am very confident that this is a good job match for my skills.”

OR

“Based on your description of the job, I am very confident that it will be a 
good fit for me. The only accommodation we might need to consider is that 
I want to keep seeing my doctor, but she does not have evening hours. I only 
see her once a month and would have to leave early on appointment days. 
Would it be possible for me to come in early or stay late once a month in 
order to make up the time?” 

OR

“I am nervous about starting work again, but I really do want to work 
because it is important to me. I am hoping that I can use a job coach, who 
would be someone from my program who can come to work with me, at least 
in the very beginning, to help me adjust and feel comfortable while I learn 
the position. I really do want this job and think my coach would help me get 
off to a good start. Would this be okay? I have her card if you are interested 
in talking to her.”

Employer: “You told me that you are in recovery from substance abuse. I ap-
preciate your openness with me. Based on the job description that I gave you, 
do you feel there is any way that this issue might affect your ability to per-
form the job as I described it? Is there anything that I should be concerned 
about?”

Possible answers:
“No, not at all. I am very confident that this is a good job match for my skills.”

OR

“Based on your description of the job, I am very confident that it will be a 
good fit for me. The only thing that we might need to consider is that I attend 
a daily 12-step meeting that starts at 7 p.m. I know that we’ve talked previously 
about my hours being from 11 a.m. to 7 p.m. Would it be possible for me to 
come in each day at 10:30 a.m. and work until 6:30 p.m. so that I still work the 
same amount of hours but can also make it to my 12-step meeting? I’m really 
excited about this job opportunity and want to find a way to make it work.”

 E xa  m p l es  : 

On-the-job scenarios
Once you begin your new job, situations can come up that require you 

to talk or negotiate with your supervisor and coworkers. Below are some 
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scenarios as well as possible responses that you can use or modify for your 
particular situation.

There may come a time when you feel the need to ask for special accom-
modations concerning your disability in order to keep doing your job. For 
example, you may find it helpful to take an extra break from time to time in 
order to practice deep breathing to help you manage anxiety. You might raise 
the issue with your supervisor as outlined below.

You: “Ms. Jones, would it be possible to discuss something about my job?”

Supervisor: “I have some time right now. How can I help you?”

You: “Thank you for taking the time to talk to me. I really am enjoying my 
job, but sometimes I get afraid that I am not doing a good enough job. This 
makes me nervous, and I find that when I get nervous or anxious, it is very 
helpful for me to take a couple of minutes to take some deep breaths and 
refocus. I really do want to do a good job and think that this would help me. 
Would it be okay if I just took a couple of minutes here and there to regroup? 
I wouldn’t want you to think that I was goofing off.”

Supervisor: “I really do think that you are doing a great job, and your work 
sure is appreciated. I think this is a reasonable request as long as we are not 
talking about ten or fifteen minutes every hour or two. It might also be help-
ful if I were to talk to you more about your performance so that you are not 
worried about not doing a good job.”

You: “Thank you very much for understanding. I will be careful not to take 
too much time. And I think hearing from you about my performance will be 
very helpful. 

An employer may sometimes be either unable or unwilling to accommo-
date your request.

Employer: “I understand that you want to do a good job but get nervous 
sometimes. Unfortunately, I cannot allow you to take a break just any 
time. The other workers will start doing the same thing, and our pro-
duction will slow too much. I hope that you will catch on and feel more 
comfortable.”

You: “I appreciate your taking the time to listen to my concerns. I under-
stand your concern about what the other workers might see and do. I will 
continue to do my best.”
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If you have been given an accommodation, coworkers might ask you 
about why you are getting special treatment.

Coworker: “Hey, how come you get to come in late every couple of Wednes-
days?”

You: “Before I was hired, I made this arrangement with the manager. I come 
in late one day every two weeks and make up the time the following day. I 
usually come in early or leave later on.”

OR

“Every two weeks I have a regular appointment that I need to get to, so 
the manager has agreed to allow me to flex my schedule around the appoint-
ments. I make up the time during those weeks by staying late or coming in 
early on some days.”

 P ersona      l ized     A cti   v it  y : 

Discussing reasonable accommodations 
Think about whether you need any reasonable accommodations from 

your employer. Please list the accommodations in the space below. 

Now think about how you might talk with your employer about the rea-
sonable accommodations you listed above. You may feel comfortable rais-
ing these types of issues with your supervisor, or this may be hard for you. 
Consider asking an employment specialist for help if you need it. Write down 
your ideas below about how you might make a request.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 N ext    S teps   : 

What would you like to do to make more progress with this topic? This 
topic is “What are reasonable accommodations, and what’s the best way to 
request one?” Your personalized activity identified the following possible 
next steps:

•	 Practice talking with an employer and asking about the reasonable ac-
commodations that you need. You may want to ask someone to practice 
and role-play with you.

•	 You may want to contact the Job Accommodation Network, which pro-
vides free information on reasonable accommodations. If you explain 
your need, the staff can help you in how to approach your employer. Con-
tact information: (800) 526-7234 (Voice) (877) 781-9403 (TTY) http://
askjan.org.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

Dealing with my concerns when
I’m starting a new job 

!  I m portant        I nfor    m ation    : 

Your concerns and what to do about them
You are about to start a new job. Sometimes people are so excited to begin 

a new job that they are not worried about anything. They are just eager to 
begin. More often, people have some concerns and questions about starting 
their new job. For example, they may wonder what it will be like to work at a 
new place and with people they have never met. They also might wonder how 
working might affect their psychiatric symptoms. Some people also may have 
concerns about having a new schedule and the commitment of a new job.

Concerns, worries, and fears before starting a new job are natural. Almost 
everyone experiences them at some point before their first day on the job. 

 Just don’t give up TRYING to do what you 
really want to do. Where there’s love and 

INSPIRATION, I don’t think 
you can go wrong.

Ella Fitzgerald (1917–1996)
Jazz Vocalist

D
ea

lin
g

 w
ith

 m
y

 c
o

n
c

er
n

s w
he

n
 I’m

 sta
r

tin
g

 a
 n

ew
 jo

b



138	 After Getting a Job / Employment Resource Book

Thinking about your biggest concerns, devising a plan for managing them, 
and identifying a support person in advance can be helpful. Dealing with your 
concerns before your first day will help you succeed, and you will be happier 
and healthier when you begin your job. Appendix H contains some tips to 
help you prepare for your first day of work. Below are exercises to help you 
identify your biggest concerns, how you’ll manage them, and who can help.

 P ersona      l ized     A cti   v it  y : 

Your concerns and what to do about them
This activity is designed to help you identify your biggest concerns about 

starting your new job. Perhaps you are concerned about getting along with 
coworkers or worried that your first couple of days will be overwhelming and 
aggravate your psychiatric symptoms. Try to identify the things that concern 
you the most, and this exercise will help you work through them.

How might this concern affect your ability to perform certain job duties?

Are there ways that this concern probably will not affect your work? 
Please explain.

 C O N C E R N  1 

The following is my biggest concern about starting my job:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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What are good ways to handle this concern or issue? Has anything 
worked well for you in the past? Below, please write down some possible 
solutions or ways to handle Concern 1 (above):

Now think about whether there is someone who can help you deal with 
that concern. Might someone be a part of your plan for dealing with your 
concern? Please write down the name of one possible support person below.

How might this concern affect your ability to perform certain job duties?

Are there ways that this concern probably will not affect your work? 
Please explain.

__________________________________________________________________________________________________________

 C O N C E R N  2 

The following is another serious concern about starting the new job:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

D
ea

lin
g

 w
ith

 m
y

 c
o

n
c

er
n

s w
he

n
 I’m

 sta
r

tin
g

 a
 n

ew
 jo

b



140	 After Getting a Job / Employment Resource Book

What are good ways to handle this concern or issue? Has anything 
worked well for you in the past? Please write down below some possible solu-
tions or ways to handle Concern 2:

Now think about whether there is someone who can help you deal with 
that concern. Might someone be a part of your plan for dealing with your 
concern? Please write down the name of one possible support person below.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Dealing with my concerns when I’m starting a new job,” and your 
personalized activity identified the following possible next step: 

•	 After identifying your two biggest concerns about starting your new job, 
think about how they might affect your job duties.

•	 Work out a plan to deal with your two biggest concerns about starting 
your new job, including identifying a supportive person to talk to.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

Transportation to and from work

 I m portant        I nfor    m ation    : 

Transportation
Once you have a job, you’ll need to figure out how to get to and from 

work. But you can start thinking about transportation even before you get 
the job. Some people have their own car and can drive to and from work 
on their own. Others often ask friends or family members to drive them 
somewhere. Still others use public transportation, such as buses or the 
subway. Sometimes a combination of transportation choices will work. For 
example, a friend or family member might be able to take you to work two 
specific days a week, but you’ll need to take the bus to work on the other 
days. 

You will need to figure out ways to get to and from work that are the best 
fit for you. You may also find that someone you work with lives near you and 
might be willing to give you a ride; if so, remember to offer to pay for gas. 
Your coworker may not accept payment but will appreciate the offer. Some 
states also have commuting programs to help people carpool or find rides 
to and from work with other people. For example, if you live in New York, 
you may also consider trying to find a ride through Rideshare, a program of 
the New York State Department of Transportation. More information about 
Rideshare can be found at www.511ny.org/rideshare. 

Getting to and from work can seem like a job itself. Things that are be-
yond your control can and will happen, and unless you are very lucky, there 
will come a time when you are late to work. Being late can be uncomfortable 
for both you and your supervisor. Below is an exercise to help you plan ahead 
for transportation (and see Appendix H). But first we provide some examples 
about what you might say if you arrive late to work one day.

 E xa  m p l es  : 

You: “I am sorry, Mr. Pinney, but the highway was shut down and the traffic 
was tied up for miles.”

Employer: That is okay. I heard about the traffic and see that some of the 
others are still not here. Thank you for calling me from the road to let me 
know.”

OR
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You: “I am sorry for coming in late today, Mr. Pinney. I will try to not let that 
happen again.”

Employer: “I understand. You are hardly ever late, so let’s not worry about it.” 

OR

Employer: “I noticed that you were ten minutes late this morning. I need 
you to be here on time in order to cover the front desk for early arrivals.”

You: “I apologize for inconveniencing you. I will make every effort to not let 
this happen again.”

 P ersona      l ized     A cti   v it  y : 

Transportation
You might already have a plan for getting to and from work. If so, please 

write down below how you will get to and from your job. 

If you do not already have a way to get to and from your job, please 
take some time to think about your options. Perhaps you know someone 
who can give you a ride to and from work. Or perhaps you can take a bus 
or some other public transportation. Please write down your ideas in the 
space below:

Will you need to ask anyone for help with transportation? If so, please 
write down the names and phone numbers of two people you might ask for 
assistance:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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Think about what specific kind of help you might need from them to help 
with your transportation plan, and describe it below. 

In some cases, such as if a person helps you on a regular basis or “went 
out of their way” to help you with transportation, you might consider repay-
ing them somehow.  If you would like to, how might you repay them? If they 
won’t accept money from you, consider other ways to show your gratitude, 
like taking them out to eat or buying them a gift certificate to their favorite 
store. Show them how much you appreciate the support. Write down how 
you might show your gratitude here:

 I m portant        I nfor    m ation    : 

A backup transportation plan
It’s always a good thing to have a plan for getting to and from work. 

However, sometimes there will be unanticipated problems with that plan. 
For example, if the plan involves driving to work, what happens if the car 
does not start? Or, if you’re taking a bus, what happens if the bus comes a 

!

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Name: __________________________________________________________________________________________________

Phone number: _________________________________________________________________________________________

Name: __________________________________________________________________________________________________

Phone number: _________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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few minutes early and you miss it or you’re in the middle of the trip and 
you miss your transfer? We recommend taking some time to plan ahead 
and think about a backup plan. After all, you need to make sure that you 
get to go to work. 

It may be helpful to talk with your support people when you are creat-
ing a backup plan for transportation. Below is an exercise to help you think 
about this. 

 P ersona      l ized     A cti   v it  y : 

A backup transportation plan
Talk with people from your support team and think about options for a 

backup plan in case your main transportation plan fails. Write down all of 
the ideas you or others came up with below.

Now take some time to think about the backup options above. Which one 
makes the most sense for you and your job situation? Please write down the 
best choice for you here:

Does your backup plan involve another person? If so, write the name and 
phone number of that person below.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Name: __________________________________________________________________________________________________

Phone number: _________________________________________________________________________________________
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If your backup plan involves asking someone for a ride or other assis-
tance, be sure to talk with that other person as soon as possible.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Transportation to and from work,” and your personalized activities 
identified the following possible next steps:

•	 Develop a plan for getting to and from work, and develop a backup plan 
in case your usual plan fails for some reason.

•	 If your transportation plan involves getting a ride from someone on a reg-
ular basis, offer to pay that person for gas or think of another way to show 
your gratitude.

•	 Suppose your transportation fails on a particular day and causes you to 
be late to work; think of what you will say to apologize to your supervisor 
and assure him or her that you will make an effort to not let it happen 
again.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

Talking with people on 
my first few days of the job

 I m portant        I nfor    m ation    : 

Helpful hints for talking with coworkers
In this section, we provide some helpful hints about how to talk with 

people you work with during your first few days on the job. We often 
want people to like us, and getting along with coworkers can help you 
enjoy and keep your job. And it might even help you make a couple of 
good friends and add people to your social life. A few tips on how to 
make a good first impression with coworkers are below and in Appen-
dix H.

 H o w  to   start      con   v ersations         w ith    others      

There are many possible ways to start a conversation with coworkers. 
Often you can simply introduce yourself to people, state your name, offer 
a firm handshake, and smile. Remember to maintain eye contact during 
these introductions. One possible topic to discuss with people is how long 
they have worked for your employer. You might also ask what kinds of 
things they do in their job. These are good topics because they are things 
related to the job setting that everyone can talk about. You can also let 
people know that you’re glad to have the job and looking forward to getting 
to know people. 

 G ood    con   v ersation        topics       for    y our    first      da y 

After you have met people and the introductions are over, you may have 
the chance to talk with others throughout the day. This can happen when 
taking a break, including a lunch break. Sometimes, there are also chances 
to talk with others while you’re working, if you are working near each other. 
We suggest bringing up topics that are not too personal. In other words, you 
want to ask basic questions about people’s lives and tell them basic things 
about your life. 

For the first few days, it’s probably best to avoid personal questions. 
People differ about how much personal information they wish to share 
with others at work. For example, your mental health is part of your 
personal information, and talking about it is up to you, but it’s probably 
a good idea to hold off on mentioning it until you know your cowork-

!
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ers better. If you chose to disclose your mental health issue to your 
employer, either for a reasonable accommodation or for another reason, 
we advise that you weigh the pros and cons of disclosing to coworkers 
carefully.

Here are some good conversation topics that you can use to get to know 
your coworkers better:

 T opics      not    to   discuss        w ith    co  w or  k ers   

There are five topics that raise controversy and probably should not be 
discussed with coworkers, especially after just meeting them. Even after you 
get to know your coworkers better, talking about the following topics may 
offend someone or make people feel uncomfortable. It is wise to be very cau-
tious about discussing:

 By avoiding these topics, you help improve the chance that people will 
want to talk with you and get to know you better. This will then let you get to 
know them better. Making friends or just getting along with coworkers can 
really add to your happiness while you’re at work.
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•	 The types of things people do for fun when they are not working

•	 Hobbies or special interests

•	 Weather

•	 Books

•	 An activity that you just did recently

•	 Sports and sporting events

•	 Current (nonpolitical) events in the local or national news

•	 Special events taking place in the community (for example, festivals)

•	 Movies or popular TV shows

•	 Music

•	 how much money people make 

•	 religion

•	 politics

•	 sex 

•	 serious health issues
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 P ersona      l ized     A cti   v it  y : 

Helpful hints for talking with coworkers
How would you handle it if someone brought up religion, politics, or sex 

during your first few days on the job? For example, if someone said, “Hey, I 
can’t stand the President of the United States. What do you think?” It’s per-
fectly okay to say, “I hear you. I’d actually prefer not to talk about politics in 
the workplace.” Or “I hear you. I’m not really too into politics.”

How might you handle it if someone brought up a topic that you didn’t 
want to discuss? 

Below, please list the topics that you would feel most comfortable raising 
with others.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Talking with people on my first few days of the job,” and your per-
sonalized activity identified the following possible next steps:

•	 Plan ahead for what you want to talk with others about when you are 
getting to know new people at work.

•	 Aim for general, easy conversation topics as you are getting to know your 
coworkers, and avoid personal questions.

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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•	 Know the five controversial topics to avoid, at least until you know your 
coworkers better.

•	 Even if you have disclosed your mental health issues with your supervi-
sor, you will want to weigh the pros and cons of disclosing your condition 
with your coworkers.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

Important considerations for 
the first month of a new job 

 I m portant        I nfor    m ation    : 

Dealing with issues that may arise during the first month
As you may already know, the first month of a new job is really impor-

tant. It can also be a stressful time as you learn your job responsibilities 
and get to know other people. During the first month, your employer and 
coworkers will get a good idea of your style of working and your work skills 
and attitude. You may meet some new people, so the first month will also let 
your supervisor see how you get along with others. You may also want to be 

 What is the recipe for SUCCESSFUL achieve- 
ment? To my mind there are just four essential 
INGREDIENTS: Choose a career you love, 

give it the best there is in you, seize your 
opportunities, and be a member of the team.

Benjamin F. Fairless (1890–1962)
Steel Executive and Humanitarian
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aware of your own stress level and how it may or may not affect your health 
and wellness.

This period is also a time for you to consider what help you might want 
or need from your support team. One way to do this is to make a list of any 
problems you have experienced at work and any concerns you might have 
about returning to work. You can use the list and suggestions below to help 
you get started.

 P ersona      l ized     A cti   v it  y : 

Dealing with issues that may arise during the first month
Some issues that may arise during your first month are listed below. 

Please read each item and think about whether you have any problems or 
concerns in these areas.

•	 Handling stress and problem solving. You might want to ask for help in 
this area if you have trouble handling stress or get really overwhelmed by 
things. Working in a new job with new people can be stressful for every-
one. Think about how you handle stress and new situations. Do you often 
do well and solve problems pretty easily? Or do you struggle a lot? You 
know yourself best. What are ways you successfully manage stress?

•	 Maintaining wellness. Think about how well you manage or maintain 
your wellness, including your mental health and any physical health is-
sues you may have. If you decide you’d like help in this area, there are 
many resources available to you. For example, you can access the resourc-
es below online if you have access to a computer. Or, if you have a support 
team, you can talk about these resources with an employment specialist, 
counselor, psychiatrist, or other member of the team: 

•	 Wellness Recovery Action Plans have been used by many people for 
dealing with mental health and other kinds of health challenges. For 
more information, you can go to the following website: www.mental-
healthrecovery.com 

•	 Wellness Self-Management and Wellness Self-Management Plus work-
books can help you help yourself. These workbooks can be accessed  
at the following website: practiceinnovations.org/CPIInitiatives/Well-
nessSelfManagementWSM/tabid/189/Default.aspx 

•	 Resources for managing your wellness that were developed by Dr. Patri-
cia Deegan and her team. You can find these at: www.patdeegan.com 
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•	 Maintaining concentration, memory, and speed. You may decide that 
you need help to stay focused, to remember certain things, or to do things 
more quickly or more slowly. Do your job responsibilities mean that you 
need to have better concentration and memory than usual? If so, and if 
you’d like help in this area, be sure to list it below as one of your concerns.

•	 Performing specific job tasks. Think about the specific things that you 
are asked to do while on the job. For many people, some tasks may be 
pretty easy, but others are really hard. You can ask your support people 
for ideas to help you with specific tasks that are hard for you.

•	 Dressing for work. It is possible that dressing for work does not worry you at 
all. If you know what to wear and have the right clothes, there’s no problem. 
On the other hand, sometimes people are not sure what they should be wear-
ing. It may be that they know what they should wear, but they don’t have the 
right clothes. You might not have a lot of money to buy new clothes. If this is 
a concern for you, please be sure to list it in the exercise below.

•	 Handling money. Are you able to plan ahead and save a little money for 
when you need it? Or do you spend money as soon as you get it and then 
find yourself wishing you hadn’t? You’re the best judge of how well you 
handle your money! When starting your job, be sure you have accurate 
information on when you will receive your first paycheck and what pe-
riod it covers.

•	 Getting along with supervisors. Your relationship with your supervi-
sor is an important one. Having a good relationship with him or her can 
help you be successful on the job, and you may enjoy going to work more. 
How well have you gotten along with other people in positions of author-
ity or power in the past? How do you usually get along with someone 
who is supervising you or whom you “have to answer to”? This will be an 
important area for getting help if you think you need it.

•	 Asking supervisors for feedback. Some people find it hard to ask a 
supervisor about how they are doing on the job. They sometimes don’t 
know how to bring up the conversation. If this is true for you, be sure to 
list this as an area where your support team can help.

•	 Getting along with coworkers. Think about how well you have gotten 
along with your coworkers in the past. If you’ve never had a job, think 
about how well you get along with new people whom you need to spend 
time with. How does it usually go? Do people tend to ignore you? Are you 
able to have conversations with them? Do you make new friends? Is there 
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a lot of conflict or arguing? Your support people are there to help you 
figure out how to get along with coworkers if you ask them to. 

•	 Managing personal appointments with your work schedule. If going 
to work seems stressful to your personal life because your work schedule 
disrupts a usual routine, you may consider rearranging your personal 
schedule a bit. By making some small adjustments to your personal ap-
pointments to support your work schedule, you can make your work day 
go more smoothly. For example, consider scheduling dental and medical 
appointments on a day you are not working. This way you won’t need to 
worry about getting to work late or leaving early and figuring out trans-
portation to and from the appointment. Or maybe you need to request a 
day off to attend an appointment. You may decide to ask others for some 
help in this area. That’s up to you.

•	 Managing leisure time and other responsibilities with your work schedule. 
Once you begin working, your leisure time takes on a new meaning and 
may feel more valuable. Time off is important for resting up and recharg-
ing and preparing for another week of work. But grocery shopping, laun-
dry, and housekeeping—all things that support the working life—may 
seem to compete for your time. How well do you plan your days off? 
Think about whether you could use some help managing your leisure 
time and other responsibilities.

•	 Securing reasonable accommodations. Think about whether you need 
any reasonable accommodations from your employer. Are there certain 
things that you can ask for, such as an extra 15-minute break for your 6-
hour work shift to help you better handle the stress of your job? Perhaps 
doing your job while wearing earphones and listening to your own music 
helps to keep you balanced, relaxed, and productive and helps you control 
symptoms. You may feel comfortable raising these types of issues with 
your supervisor, or this may be hard for you. Consider asking a counselor 
or employment specialist for help if you need it. You may also refer to the 
section about reasonable accommodations that can be found by looking 
in the table of contents of this resource book.

•	 Other things. There may be other areas that your support people can help 
you with. You know yourself best. Think about whether there are other 
things that you’ve needed help with in the past or might need in the future.

Now give some thought to the problems or concerns you have that might 
affect your job, especially during your first month. Make a list of the prob-
lems and concerns below. Remember that no problem is too big or too small. 
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All that matters is that it is important to you. 

Now think about how you might handle or manage the concerns that you 
identified above. What do you think might help you? What has helped in the 
past that might help now? List your answers below.

You may wish to talk with someone, such as an employment specialist or 
counselor, about your concerns and how to handle your first month at your 
new job. Or another possibility is to involve other people on your support 
team to help. The choice is up to you. The next section of this workbook en-
courages you to think more about supports that may help you keep your job.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Important considerations for the first month of a new job,” and your 
personalized activities identified the following possible next steps:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

My problems and concerns are:

1.	 ____________________________________________________________________________________________________

	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

	 ____________________________________________________________________________________________________
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•	 Think about what feels challenging in the early days of your new job, and 
examine your past for similar experiences with these challenges and clues 
for what may help you achieve success. 

•	 Consider talking with your support team for additional assistance.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

Contacting supports when 
the job becomes challenging

Finding a job can be a long and challenging process. Starting and 
keeping a job can present a whole different set of challenges. With a 
good plan and the right supports in place, you can make your em-

ployment as positive and rewarding as possible. Many people return to 
work and have little or no problems at all. Still others may struggle to ad-
just to their new routine and responsibilities. This section of the resource 
book includes suggestions and exercises for putting an employment sup-
port plan in place.

 I m portant        I nfor    m ation    : 

Who are your supports?
Your supports are people you would like help from on your path to em-

ployment. To figure out who your supports might be, ask yourself the follow-
ing questions: Who are the people who are important to you? Who is rooting 
for you to do well at work and in your recovery? Do you know anyone with 
special skills or knowledge like managing benefits or staying well and han-
dling stress? These are some of the people you might want on your support 
team. If you don’t know anyone with these skills, start asking around. Many 
people like to be helpful.

 P ersona      l ized     A cti   v it  y : 

Who are your supports?
Make a list of people you might want to have on your support team. Pro-

vide a reason why this person would be helpful and supportive.

!

Person 1: ________________________________________________________________________________________________

Phone number: _________________________________________________________________________________________

Reason I want this person on my support team: _______________________________________________________
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 I m portant        I nfor    m ation    : 

How your supports can help you
In an earlier section of this resource book, you may have identified 

some problems or concerns you have about work or keeping your job. 
If you have not done so, you may want to complete the topic “Impor-
tant considerations for the first month of a new job.” Or you can 
make a list of your biggest concerns now. Once you make a list of your 
problems or concerns about work or keeping your job, you can begin 
thinking about how your support people can help (Appendix I con-
tains additional information on using supports). Sometimes old habits 
or patterns of behavior can return and interfere with work or school. 
Discuss your list with your support team, and brainstorm together to 
find ways to avoid or resolve any of these concerns. Make a list of “If 
this happens, we will do that” scenarios. Remember that we all grow 
and change.

 P ersona      l ized     A cti   v it  y : 

How your supports can help you
Now think about how the support people in your life can help you 

with the problems and concerns you wrote down earlier. Do you want 
them to brainstorm with you about how to handle things or solve prob-
lems? Do you want them to help you think about how to avoid or how to 
change certain behaviors? Would it be helpful to check in with each other 
every week to discuss how you’re handling a challenge or concern? The 
ways that they might help you is up to you! Please write down some ways 
that your support people might be able to help: 
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Person 2: ________________________________________________________________________________________________

Phone number: _________________________________________________________________________________________

Reason I want this person on my support team: _______________________________________________________

Person 3: ________________________________________________________________________________________________

Phone number: _________________________________________________________________________________________

Reason I want this person on my support team: _______________________________________________________
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 I m portant        I nfor    m ation    : 

Other supports
Everyone needs some kind of support to be successful on the job. Maybe you 

would like help managing your money or figuring out how to save money each 
month for the things you need. Or you might have a medical condition that in-
volves regular doctor’s appointments that need to be planned around your work 
schedule; do you need help figuring out appointment times that work with your 
schedule or how you will get to and from these appointments and to and from 
work? Maybe you need a different kind of support. Think about the stresses or 
problems you are facing and what might help you be successful at your job, and 
then think about the people who have agreed to support you and how they can 
help. An exercise below asks you to think about your life and the types of sup-
ports and resources you may need to succeed in your job. 

 P ersona      l ized     A cti   v it  y : 

Other supports
Identify other types of job supports that you might want or need to help 

you be successful, as well as whom you might approach to ask for this support. 
For example, an employment specialist, psychiatrist, counselor, friend, mentor, 
or member of the clergy may be helpful to you in the ways you identify.

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

type of support whom to ask how to contact

!
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 I m portant        I nfor    m ation    : 

How can you reach out to your supports 
when you need them? 
What might get in the way of reaching out?

There are many ways that you can reach out to your support team. For 
example, you can make contact through an employment specialist, you can 
call people on your support list, you can talk with them at a meeting that 
may already be planned, or you can send them an e-mail. Sometimes reach-
ing out for help may be challenging, and sometimes those challenges come 
from within. You might feel reluctant or embarrassed to ask others for help, 
for example. Or, when you decide to reach out, people may be busy and not 
answer the phone. Keeping in mind that reaching out may not go perfectly, 
talk with your support team about how to handle this. Below are some exer-
cises to guide you.

 P ersona      l ized     A cti   v it  y : 

How can you reach out to your supports 
when you need them? 

Here is a list of common ways that people reach out to their support team 
to ask for help. Please look through the list and check the way or ways that 
you would like to reach out to them. It’s important to remember that you can 
choose to reach out to different people in different ways. 

 P ersona      l ized     A cti   v it  y : 

What might get in the way of reaching out?
In the space below, please think about what might get in the way of talk-

ing with your support people or someone you trust about the challenges you 

	 I can call a support person on the phone

	 I can talk with my support person at a weekly meeting that I have already set up

	 I can e-mail my support person

	 I can text my support person

	 I can meet with my support person in a public place (such as a coffee shop) where we see 
	 each other several times per week

!
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are facing in your job. For example, you might write things like, “When I’m 
depressed, I tend to shut down or not want to be with people,” or “When I’m 
using too many drugs or too much alcohol, I don’t think clearly, and I don’t 
realize when I need some help.” The important thing is that you think about 
the things that get in the way for you. You know yourself better than anyone 
else. 

 I m portant        I nfor    m ation    : 

Sometimes a job doesn’t work out
Sometimes, even with supports, things can go wrong with the job. May-

be it wasn’t such a good job match after all. Maybe the tasks weren’t inter-
esting enough, or maybe they were too difficult. Maybe your supervisor’s 
expectations were more than you were able to meet. Perhaps your employer 
experienced financial problems that required letting some employees go, 
including you. For these and other reasons, people can lose their jobs. If 
this happens to you, it will be important to view this as a learning experi-
ence that can lead to your personal growth and better work experiences in 
the future. 

 P ersona      l ized     A cti   v it  y : 

Sometimes a job doesn’t work out
If you have recently lost a job, this exercise can be helpful to you. 
Is there anyone whom you would like to speak with who can help you 

learn from this experience? If so, please identify this person:

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

!
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 What will you tell this person?

What are your “lessons learned” that can help you with your next job? 
How do you want your next job to be different? 

What is a good next step toward finding another job?

How might you explore this topic further?

 N ext    S teps    : 

What would you like to do to make more progress with this topic? 
This topic is “Contacting supports when the job becomes challenging,” 
and your personalized activities identified the following possible next 
steps:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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•	 Identify your support people and know why you chose them.

•	 Think about the specific support you are looking for.

•	 Contact your supports and ask for help with your issues.

•	 If your job doesn’t work out, ask a support person to help you think 
through what happened and what you can learn from the experience to 
help the next job go better.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

Workplace protections: 
What are my rights as a worker? 

 I m portant        I nfor    m ation    : 

Workplace rights and protections
Today’s workplace has specific and important protections in place for 

employees. You can increase the satisfaction and benefits of your work expe-
rience by becoming aware of your rights and the kind of safe and dignified 
environment you should expect from your workplace. Remember that you 
are in charge of your own employment. Having good information about your 
rights can make your experience more positive and productive.

It is important to keep in mind that the protections for workers as 
described in this section are available only to workers who are employed 
with legitimate and legal companies. Employers who hire people “off the 
books” or “on the side” are not bound by these laws, and their workers will 
not benefit from any of these protections and benefits. In fact, working “off 
the books” leaves workers vulnerable not only in the event of job loss but also 
to losing Social Security assistance if caught working “off the books” (without 
properly reporting income to the Social Security Administration), meaning 
loss of their monthly Social Security check as well as health insurance. It is 
also possible that such workers will be charged with fraud and need to pay 
back any benefits received. 

 D iscri     m ination       and    the    w or  k p l ace   

Workers benefit from state and federal laws that protect them from work-
place hazards or environments that might be unsafe or unpleasant. The laws 
protect workers from being discriminated against on the basis of their eth-
nicity, skin color, gender, sexual orientation or identity, age, religion, place of 
birth, and more. Did you know that it is illegal for an employer to ask a job 
searcher if he or she has a disability? In the United States, workers are pro-
tected from potential hostile social environments, bullying, and demands for 
sexual behavior by supervisors and coworkers. One example of the laws pro-
tecting people is called the Americans With Disabilities Act (ADA), which 
protects people with physical and mental health problems from discrimina-
tion. If you have a disability, you may choose to talk with your counselor or 
employment specialist for further information about these topics. Detailed 
information about discrimination, including information about the ADA, 
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can be found at the U.S. Department of Labor website at www.dol.gov. 

 S afet    y  in   the    w or  k p l ace   

Laws protect workers from being placed in potentially dangerous situa-
tions or from using materials, chemicals, and tools and equipment that can 
cause injury. The Occupational Safety and Health Administration (OSHA) 
regulates workplace safety and health of employees. It requires companies 
to follow specific safety rules and provide equipment such as ear, eye, and 
skin protection to workers who work with certain chemicals and equip-
ment. Some examples of this are that companies that use certain chemicals 
are required to provide eye wash stations and even showers for workers who 
might become accidentally exposed to harmful material. Machines that em-
ployees must use in their jobs must have certain safety features. The orange 
vests and hardhats that construction workers wear are good examples of how 
companies protect their employees from accidents. Under OSHA regulations, 
employers are required to provide employees with a list of potentially haz-
ardous materials that will be used or found in the workplace. This protection 
is important because it allows the employee or potential employees to make 
informed decisions about whether they want to work in a particular environ-
ment. You can find detailed information about the protections required for 
the industry you want to work in on the OSHA website at www.osha.gov.

 F air    l abor     practices          in   the    w or  k p l ace   

Laws also protect workers from unfair or exploitive workplace conditions. 
The Fair Labor Standards Act (FLSA) requires employers to provide work-
ers with a minimum wage, standard overtime pay when applicable, accurate 
record keeping of the time employees have worked along with the amount 
that they were paid, and protection of children from situations in which their 
well-being is in danger. Different standards apply to different industries. It 
can be helpful to learn more about your industry workplace rights by visiting 
the U.S. Department of Labor website at www.dol.gov.

 F a m i ly  and    Medica      l  Lea   v e  A ct   ( F ML  A ) 

The Family and Medical Leave Act (FMLA) is a federal law that requires 
employers under certain conditions to provide job protection and unpaid leave 
for some medical conditions and family situations that workers might have. 
Some examples of protection can include coverage for personal or family ill-
nesses, pregnancy, and time needed to arrange adoptions or foster care. The 
rules for qualifying for FMLA benefits are very specific. For example, factors 
such as the number of people a company has employed, how long you have 
been employed by the company, and even the distance you have to travel to get 
to work are all important. To learn the details of your specific situation, you 
can visit the U.S. Department of Labor website at www.dol.gov/whd/fmla.
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 P ersona      l ized     A cti   v it  y : 

Workplace rights and protections
Are you interested in learning more about any of the workplace rights 

and protections that were discussed above? If so, please list the ones that you 
want to know more about in the space below.

Next, you may wish to talk with someone you know who has correct 
information about workplace rights and ask how you might obtain more 
information. List the people you want to talk with below.

Now please think about your next steps in obtaining more information 
about your rights. Please write down your ideas below.

Keep in mind that the Internet is a good place to turn to if you want as-
sistance with learning about your workplace rights and protections. The U.S. 
Department of Labor website is a good place to start. If you live in New York, 
another resource is ACESS-VR, or the Adult Career and Continuing Educa-
tion Services—Vocational Rehabilitation, and your local One-Stop Employ-
ment Center. Mental health program employment staff can also assist you 
with learning about your workplace rights and protections.

How might you explore this topic further?

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Workplace protections: What are my rights as a worker?” and your 
personalized activity identified the following possible next step:

•	 If you are interested in learning more about ADA, OSHA, FLSA, and 
FMLA protections of your rights as a worker, talk to someone you trust or 
access this information on the Internet on the U.S. Department of Labor 
website.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

Talking with employers about 
getting a promotion or a raise
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isePerhaps this is your situation now: You have learned your new job, and 
you are doing it well. Choosing, getting, and keeping your job pre-
sented many challenges, and you are thriving. Your success may mean 

that you are now ready to take a step toward more responsibility and oppor-
tunities with your company. By looking to the future and considering this 
possibility, you can focus your current performance and maybe even seek a 
well-deserved promotion or raise in your salary. Most people want to make 
more money over time or be appreciated by others for the work they do. This 
section of the resource book includes information and exercises about asking 
for a promotion or raise.

 Asking what I considered an IMPOSSIBLE  
salary when I didn’t want to work for someone  

has boosted my PAY again and again.

Ethel Waters (1896–1977)
 American Actress / Vocalist  
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 I m portant        infor     m ation    : 

Seeking a promotion or salary increase
Perhaps you are thinking about a salary increase or a promotion. It’s 

natural to get excited when you think about making more money. And most 
people feel good about succeeding in getting a promotion. Salary increases 
and promotions typically require doing a really good job for a long period 
of time, such as one or two years or more. It’s also important to have a good 
relationship with your supervisor and to be able to communicate well with 
him or her. 

After you’ve been in the job for a while, consider letting your supervi-
sor know that you are interested in taking on more responsibility. Then 
you might wish to talk about how you may work toward a promotion. In 
some cases, your supervisor might recognize that you’re doing a good job 
and offer you a salary increase or promotion without your bringing it up. 
In many cases, getting these things will involve asking for them. But be-
fore approaching your supervisor, you might try to find out how raises and 
promotions are typically handled at your place of business. In some work 
settings raises are based on yearly performance evaluations. Raises are 
sometimes based on individual performance and sometimes are the same 
for all employees.

When asking for a salary increase, a good strategy is to first talk with your 
supervisor about your accomplishments on the job. What have you done well 
so far? Be prepared to share specific things you do really well. Share examples 
of how you have really “come through” and met your work goals on a regular 
basis. You can let your supervisor know your strengths, and politely ask him 
or her to consider giving you a raise. Please keep in mind that some employ-
ers may not give you an answer right away. They may ask for some time to 
think about your request. Below are some examples and an exercise that asks 
you to consider how you might talk with a supervisor about a promotion or 
salary increase.

 E xa  m p l es  : 

You have reached your one-year anniversary on the job, and you feel it is 
time to ask for a raise or a promotion.

You: “Mr. Lu, I would like to talk to you about a raise. I have been working 
here for a year and feel that I have been doing a very good job. My perfor-
mance evaluations have been very good, and I have prepared a list of my 
accomplishments to share with you.”

OR

!
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You: “Hi Ms. McGrath, I would like to talk to you about my salary and about 
the possibility of getting a raise in pay. I have been getting consistent positive 
feedback from you and my coworkers and feel that I have contributed a lot to 
the success of our department. I have prepared a list of my accomplishments 
if you would like to take a look.” 

OR

You: “Mr. Wiltshire, I feel that I have mastered my job and contributed a 
great deal to the company over the past year and think that I am ready to 
take on more responsibility. I would like to be considered for a promotion to 
______________________________ .  ” [insert job here]

 P ersona      l ized     A cti   v it  y : 

Seeking a promotion or salary increase
Think about how to have the conversation with your supervisor about a 

salary increase or promotion. What kinds of things will be important for you 
to keep in mind? For example, what are your strengths, and what tasks do 
you do well at work? List your accomplishments, productivity, and skills that 
are important information for a salary review.

Sometimes the most difficult part of the conversation about a raise or 
promotion is the very beginning. Please use the space below to think about 
and write down the way you can start the conversation. What things might 
you say first?

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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Once the conversation has started, what else do you want to say to your 
supervisor? For example, what other information do you want him or her to 
have? What exactly might you say when asking for the salary increase? How 
might you end the conversation? Please write down your ideas below. 

You have given some thought to your strengths, how you might begin the 
conversation, and what you want to say. Now it’s a good idea to practice the 
conversation with others!

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Talking with employers about getting a promotion or a raise,” and 
your personalized activities identified the following possible next steps:

•	 Practice how you would talk with an employer to seek a raise or promo-
tion. It may be helpful to ask someone to practice and role-play with you.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

How do I know if I want 
to end my job? 
And how do I appropriately
end a job?

 I m portant        I nfor    m ation    : 

How successful and satisfied are you with this job?
How happy are you with your current job? Sometimes people are success-

ful at their current job but do not feel happy or satisfied because they wish 
they were doing something else. Sometimes the job is not a good match for 
them. This can make them not want to work much, and they may be really 
unhappy with their job. 

On the other hand, many people feel satisfied because their job is a great 
match for them. Still others may have already quit or lost their job because it 
wasn’t working out. There is no right or wrong way to think about your job 
satisfaction or how successful you are. Below is an exercise to encourage you 
to think about how satisfied and successful you are with your job.

 P ersona      l ized     A cti   v it  y : 

How successful and satisfied are you with this job?
Think about your current job. Are there things that you do or things that 

you hear from others that make you feel successful on the job? If so, please 
list some of them here:

List three accomplishments that indicate that you’re successful in your 
job:
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1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

!
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[Note: Have you updated your resume with your recent accomplishments 
and experience? Now may be a good time to do so.]

Are there things you do or feedback you hear from others that make you 
feel like you’re not successful in your job? If so, please list some of them here:

Now think about how happy you are in your current job. Which state-
ment below best describes how you usually feel about your job? In other 
words, how do you usually feel at work?

•	 I’m really happy and satisfied going to work and doing my job. I’m glad to 
do what I do.

•	 I’m kind of happy going to work and doing my job.

•	 It depends on the day. Sometimes I’m happy going to work, and other 
days I’m unhappy going to work.

•	 I’m not that happy going to work and doing my job. 

•	 I’m really unhappy and unsatisfied going to work and doing my job. I 
wish I had a different job.

 I m portant        I nfor    m ation    : 

Is it time to consider finding another job?
Figuring out whether you are happy and satisfied with your job is im-

portant. Keep in mind that every job often has parts that we like and parts 
that we don’t like as much. Hopefully the good outweighs the bad. You may 

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________

!

1.	 ____________________________________________________________________________________________________

2.	 ____________________________________________________________________________________________________

3.	 ____________________________________________________________________________________________________
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decide that you want to stay at your current job if you are happy and satisfied 
with your work, if you are paid fairly, if you get along reasonably well with 
your supervisor and coworkers, and if you are able to succeed with your job. 
However, perhaps you are not happy or not doing very well handling your 
job responsibilities. Or you might feel that the pay you receive is much less 
than a fair wage for the type of work you do. 

If you’re not happy and you think the job you have is not a good match 
for your skills and interests, it may be time to consider finding another job. 
It’s a good idea to talk with someone you trust about the pros and cons of 
quitting one job to find another. If possible, it’s also a good idea to try to find 
a new job before quitting so you can avoid a gap in income and a gap on your 
resume. Many people use this strategy: they “line up” a new job, and after 
they have been offered the new job, they talk with their current employer 
about ending the current job. Below we provide an exercise to help you think 
about whether to consider finding another job that’s better for you.

 P ersona      l ized     A cti   v it  y : 

Is it time to consider finding another job? 
Please list the PROS and CONS of keeping your current job and the 

PROS and CONS of finding another job, as you see them now.

PROS of keeping current job:

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

CONS of keeping current job:

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

PROS of finding another job:

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________
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Now please consider all of the PROS and CONS above and whether one 

or more of the lists has more items or items of greater importance to you. It 
might help to talk with someone like a counselor or employment specialist 
about your pros and cons. What are your thoughts about whether making a 
move to another job makes sense for you right now?

 I m portant        I nfor    m ation    : 

How do I end this job?
It has been said that the two best days of any job are your first day and 

your last day. Moving on is a very natural and healthy thing to do and is not 
uncommon in today’s job market. Just as you carefully planned the discus-
sions you had with your employer before you got the job, it is important to 
plan what you will say to your employer before you leave. This is because 
there are ways to end the job that will help your employer feel positive 
toward you. You may even receive a good reference for your next job. This 
means that your supervisor will say good things about you or write a letter 
of recommendation for you to give to your next potential employer. Here are 
some approaches for ending your job in a positive way:

•	 Talk directly with your supervisor about your decision to end the job. 

•	 Give the employer a fair amount of time between when you give notice 
that you are resigning and your last day of work, with two weeks being 
standard for most jobs.

•	 Tell your supervisor some reasons why you want to end this job and look 

CONS of finding another job:

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

•	 ____________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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for another job. This can be hard and make you feel nervous, so it’s im-
portant to think about what you want to say.

•	 Talk with your supervisor about how to handle your job responsibilities 
during the time you have left to work at the job. Should you keep working 
the same as always during your last few days? Or does your supervisor 
want you to take some time to show someone how to do some tasks of 
your job? Or maybe there is a specific project or two to focus on. Having 
a conversation about this is a good idea.

There are also ways to end the job that are not as good and that we suggest 
avoiding. For example, not talking with your employer in person about want-
ing to stop working is a bad idea. Simply not showing up to work once you’ve 
decided to quit is another bad idea. Not giving the employer advance notice, 
such as one or two weeks, before your last day of work, is considered unprofes-
sional. These types of things tend to make a supervisor feel disrespected, and 
he or she may believe you lack courtesy. Your supervisor also may be less likely 
to give you a good recommendation or say good things about your perfor-
mance if a potential employer asks about your work history. Below are some 
examples and an activity to help you think about ways to end your current job.

 E xa  m p l es  : 

You: “Ms. Roth, I am going to be leaving the company for another job. I 
found an opportunity that fits nicely with my career plans and interests. I am 
grateful for having the opportunity to contribute to this company and feel 
that the experience has helped me to grow and move on. I hope I can count 
on you as a reference in the future.”

OR

You: “Mr. Walden, I want to tell you that I will be resigning from my posi-
tion. I have found a job that really matches where I want to be in my career. 
They are willing to be flexible for my start date, so I am able to give you up to 
6 weeks to replace me if you need it. I wouldn’t want to leave you in a jam. I 
am grateful for the opportunity to work with you, and I am hoping that I can 
count on you to be a reference for me.” 

 P ersona      l ized     A cti   v it  y : 

How do I end this job?
Many people leave their jobs on bad terms. You spent a lot of time and 

effort on this job, and you want to make it count for something. Therefore, 
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how you leave this job can be just as important as the work you did on the 
job. It will be helpful to think about what you might say to your employer 
when you decide to end your job. You may wish to consider including the 
following points:

In the space below, please write down what you might say to your 
employer when you decide to have a conversation about ending your 
job.

Please refer to Appendix J for a sample letter of resignation that you can 
revise and give to your employer.

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “How do I know if I want to end my job? And how do I appropriately 
end a job?” and your personalized activities identified the following possible 
next step:

•	 Talk with someone in detail about the pros and cons of ending your cur-
rent job. This is an important decision, and you’ll want to make sure you 
take the time to make the right decision for you. 

	 I am grateful for the opportunity to work here

	 I am grateful for the experience

	 I liked the environment and coworkers

	 I feel that this job has helped me develop professionally

	 Thanks again for the opportunity

	 I would appreciate it if you would be a reference for me

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 Topic    : 

Planning for my next job and/or
developing a career path
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Some people find that once they are working at a job they like, they 
sometimes begin thinking about how to get a next job that they may 
like even more. Or they begin considering how they might plan for 

a career. Others are happy with the job they are working at now and don’t 
want to make any changes. There is no right or wrong choice. It’s your life, 
and the decisions you make about work are up to you. Keep reading this sec-
tion if you want to think more about a next job or what planning for a career 
might be like for you.

 Optimism is the FAITH that leads to  
achievement. Nothing can be done

without HOPE or confidence.

Helen Keller (1880–1968)
American Author, Political Activist, and Lecturer
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 I m portant        I nfor    m ation    : 

What kind of education or 
training do you need to advance?

Some people find that in order to “move up” and receive a promotion 
from their employer, they need to build their skills or knowledge. A lack of 
skills or knowledge can get in the way of being promoted. Perhaps this is 
something that has happened to you. It’s a good idea to think about what 
kind of education or training you might need to help you move up to an even 
better job in the future. 

Start by thinking about what kind of job you’d like to get next. Then think 
about what skills, experience, or knowledge you’d need to do well at that job. 
Do you have those skills now? If not, try to keep a hopeful attitude. Talking 
with your coworkers or an employment specialist or someone else from your 
support team can help you figure out what kind of education or training you 
might need. This might be a good time to request benefits counseling to find 
out how your benefits will be affected by a promotion or different job. Remem-
ber that all people can benefit from learning new things to help us grow and 
change.

 P ersona      l ized     A cti   v it  y : 

What kind of education or 
training do you need to advance?

We suggest talking with your support people or someone you trust about 
the kind of education or training you need to move up. In the space below, 
please write down the ideas that you and your support person come up with. 

 I m portant        I nfor    m ation    : 

What do you want to be different with the next job?
Any time you start thinking about a new job, it’s a good idea to think 

about your past jobs. What would you like to be different about your 

!

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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next job? What did you like about your past job or jobs? What did you 
dislike? Making a list of things that you did not like about your last job 
can help you think about what you want to be different about your next 
job. 

It may be that everything was fine with your last job and that you sim-
ply want to do something different or something that you think you’ll enjoy 
more. We all want a job that matches our interests, abilities, schedules, and 
so on. You’re the best person to think about what kinds of things you’d like to 
be different with your next job.

 P ersona      l ized     A cti   v it  y : 

What do you want to be different with the next job?
Think about the things you like at your current job that you would also 

like to have as a part of your future job. This can be things like your sched-
ule, something about the location or job setting, your pay, or something 
specific about one or two things you do at your current job. Be creative. 
Don’t be afraid to dream and write down ideal situations that reflect your 
true values.

Now think about the things you don’t like at your current job that you do 
not want to be a part of your next job. 

These are the things that I like at my current job (or that I want in my dream job) 
that I would like to be a part of my future job:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

I do not want the following to be a part of my next job:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 I m portant        I nfor    m ation    : 

How can you find another job? Who can help you?
Once you have chosen to find another job, the next step is to find that job. 

There are many ways to go about finding another job. And it’s a good idea 
to ask someone for help. We suggest you go to the topic “Developing a plan 
and finding a job” in this resource book for details and exercises about find-
ing your next job. 

One of the ways that many people find a job is by talking with family, 
friends, or acquaintances. These people can provide “leads” or ideas about 
a possible job opening. You do not need to try to find a job all by yourself. 
In fact, many people have some kind of help from another person. It will be 
important for you to choose whom you want to work with to find a job. The 
decision is up to you.

 P ersona      l ized     A cti   v it  y : 

How can you find another job? Who can help you?
Here are some common ways for people to begin looking for another job. 

Please check all of the ones that you’d like to try next.

Now please list one or two people you might want to help you find another 
job. Provide a reason why this person would be helpful. Please keep in mind that 
one good resource that may be available for you is an employment specialist.

!

	 Search through job ads in newspapers.

	 Look online for available jobs.

	 Go out into the community with an employment specialist to talk to potential employers.

	 Get job applications.

	 Ask someone to tell all of their friends and coworkers about me and the fact that I am looking 
	 for a job.

	 Ask people about any job leads they hear about that match what I want to do. 

	 Other: _____________________________________________________________________________________________

	 _____________________________________________________________________________________________

	 Other: _____________________________________________________________________________________________

	 _____________________________________________________________________________________________

P
la

n
n

in
g

 fo
r

 m
y

 n
ex

t jo
b

 a
n

d
/o

r
 de

v
elo

p
in

g
 a

 c
a

reer


 pa
th



182	 After Getting a Job / Employment Resource Book

 I m portant        I nfor    m ation    : 

Do you want to plan for a career?
Maybe there is something specific that you’ve always wanted to do. Or 

maybe working has started you thinking about what it would be like to 
develop a career. It’s never too early or too late to start planning for a career. 
Planning for a career involves many steps, such as

•	 thinking about your interests, skills, and abilities;

•	 making some decisions about what you want to do; 

•	 deciding what your career goals will be; and

•	 thinking through next steps to help you move toward your career goal.

For example, do you need additional training? What might be the next job 
that will help you get one step closer to your career goals? Talking with others 
is a good way to get some feedback about how to begin planning for a career.

Some people may not be interested in having a career, and that’s okay. 
They may be happy with their current job. They may even want to find a dif-
ferent job that will be rewarding, but they do not want to have to plan for a 
career. Take the time to think about yourself, your interests, and your work 
life. You may or may not decide that you want to plan for a career. The choice 
is up to you.

!

Person 1: ____________________________________________________________________ 

Phone number: _______________________________________________

Reason I want this person to help me: _________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Person 2: ____________________________________________________________________ 

Phone number: _______________________________________________

Reason I want this person to help me: _________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

P
la

n
n

in
g

 f
o

r
 m

y
 n

ex
t 

jo
b

 a
n

d
/o

r
 de

v
el

o
p

in
g

 a
 c

a
reer




 p
a

th



Employment Resource Book / After Getting a Job	     183

 P ersona      l ized     A cti   v it  y : 

Do you want to plan for a career?
Think about the type of job or job activities that would make up your 

dream job. Below please think about how your current job compares with 
your dream job. In what ways is this job leading you toward the type of ca-
reer or advancement that you want? In what ways is this job not leading you 
toward the type of career you want?

In what ways is your current job leading you toward the type of career or 
advancement that you want?

In what ways is your current job not leading you toward the type of career 
or advancement that you want?

Below please write down your ideas about whether you want to 
start thinking about and planning for a career. Be sure to ask for 
input from people you trust in your life. Please write your thoughts 
here:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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It’s also okay if you are happy with your current job or if you do not wish 
to plan for furthering your career. All of the choices about your life, your job, 
and your career are up to you!

 N ext    S teps    : 

What would you like to do to make more progress with this topic? This 
topic is “Planning for my next job and/or developing a career path,” and your 
personalized activities identified the following possible next steps:

•	 You may consider talking with your support people or someone you trust 
about the kind of education or training you need to move up.

You may have additional ideas about helpful next steps.

My next steps will be:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________
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 A P P E N D I X  A : 

Basics of benefits counseling

Many people worry about what will happen to their Social Security 
and other benefits when they begin working, and there is good 
reason for this. Benefits can make up a portion or even all of a 

person’s income. The rules and regulations can seem very complicated and 
even overwhelming. The good news is that benefits counseling and plan-
ning assistance are more available today than ever before. With good benefits 
counseling, people do not need to become experts themselves in order to 
work and manage their benefits. 

Here are some tips for working with a benefits counselor or employment 
specialist, if you choose to do so:

1.	 Ask about the benefits counseling available at your program (if you are 
enrolled in a program).

2.	 Provide your counselor with as much benefits information as you have. 
Additional information about your benefits can be obtained by visiting 
your local Social Security Administration (SSA) and Department of So-
cial Services office.

3.	 Inform both the SSA and employment specialist or benefits counselor of 
any changes in your income (for example, raises and changes in hours). 
If you get both Social Security Disability Insurance and Supplemental 
Security Income, make sure both departments are informed of all changes 
to avoid overpayments of benefits.

4.	 Remember that you are allowed to earn as much as you would like. There 
are no limits to how much you can earn, but it is important to understand 
how earnings will affect your benefits. The key point to remember is that you 
will need to manage both your income and benefits. This is where a benefits 
counselor can be very helpful. Many people have accountants, tax preparers, 
and representative payees, so working with a benefits counselor is common. 

5.	 Keep track of your hours worked and wages earned. Share this informa-
tion with your benefits counselor.

6.	 It is good practice to double check that all of the numbers that you and 
your  employment specialist are using to help inform your decisions are 
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accurate.  One way to do this is to check all of the facts and numbers with 
the staff at the local SSA office. Ask the SSA staff for a receipt for all of 
your visits, and make a note of what was discussed during the visit. This 
can be very helpful during future visits as well as for working with your 
counselor.

7.	 Check the SSA website at www.ssa.gov. The frequently asked questions 
(FAQ) section can be particularly helpful.

8.	 If you choose not to work with a benefits counselor or an employment 
specialist, you can visit the local Social Security office and ask about 
Work Incentive Liaison (WIL) services available in your area. You will be 
able to access benefits planning and assistance in regard to your employ-
ment and benefits. If you happen to be a resident of New York, there is 
also helpful information on the NY Makes Work Pay website at: www.
nymakesworkpay.org

Please remember the following:

1.	 Many people work and still receive SSI/SSDI.

2.	 As of this writing (2013), people can earn over $45,239 per year (if they 
lost their SSI due to earned income) and still maintain Medicaid.

3.	 As of this writing (2013), people receiving SSDI can earn up to $1,040 per 
month and still maintain SSDI.

Many benefits counselors have certification, which means they have 
received special training and education about benefits. They are typically 
connected to a wide network of benefits specialists. They can help work-
ing people to manage their benefits while working and earning a paycheck. 
Everybody’s benefits situation is different, and finding a personal benefits 
expert can help address any fears or concerns you might have about losing 
benefits if you are working. With the help of a benefits counselor, you can 
concentrate on the important things like getting the job done.
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 A P P E N D I X  B : 

Sample cover letters

When sending out a resume, it is common practice to include a 
cover letter that lets the employer know you are applying for a 
position and which position it is. This is also an opportunity to 

let the employer know about any special skills or experience you have that 
would make you a good candidate for the job. 

If you do not know of a specific position or opening at a company, you 
may wish to send your resume under a cover letter to an employer in order 
to express your interest in working for that organization. 

Communication in today’s business environment is faster than ever. The 
trend today is to keep cover letters brief and to the point. On the following 
pages, we have included sample cover letters that you can use as a starting 
point. 

There are many different formats for cover letters. You can use the for-
mats provided, blend them to your liking, or make up your own. This is a 
way to express yourself and to make an impression on an employer, so pick 
a format that feels comfortable to you and represents your unique skills and 
abilities. It is a good idea to have a friend or someone from your support 
network check your letter before sending it out. Typographical errors and 
misspelling can remove an otherwise good cover letter from an employer’s 
consideration, so the more eyes that see your letter, the better. You might also 
consider sharing your cover letters with the people who will be your refer-
ences so that they are reminded about your strengths and skills.

Sample cover letters also can be found online. Books are available that 
include samples of letters in different formats that fit particular industries 
and positions. 

Copy and save the cover letters you send out in order to follow up on 
what you have sent and to remind yourself of what you wrote so you can be 
prepared for an interview.
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 S a m p l e  co  v er   l etter      1 

This is an example of a traditional cover letter. Substitute your information 
for the information in this sample. Edit as needed, and you will soon have a 
professional-looking letter. 

Joe Jobsearch
123 Main Street
Anytown, NY 14108
914-555-1234   
jobsearch@webstar.net

December 21, 2011

Ms. Nancy Provencher
Director of Human Resources
Human Resources Department
Brixton Hospitality, Inc.
400 Langley Avenue
Rome, NY 13440

										          Re: job 3373
Dear Ms. Provencher:

I am writing to express my interest in applying for the position of front desk clerk as posted on the 
Brixton Hospitality website. I am an experienced hotel professional with years of hospitality experi-
ence ranging from small bed and breakfasts to medium-sized national hotel establishments. I have 
enclosed my resume for your review.

This position will allow me to utilize my significant lodging and hotel experience in increasing guest 
satisfaction and repeat bookings. My outgoing personality is matched by my high-energy approach 
to customer service. I possess a substantial degree of experience with online reservations and tele-
phone protocol. 

I would very much appreciate the opportunity to meet with you to discuss how my skills and experi-
ence can contribute to the success of your organization. Thank you for your consideration. I look 
forward to hearing from you.

Sincerely,

Joe Jobsearch

Enclosure (This alerts the recipient that a resume is attached.)
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 S a m p l e  co  v er   l etter      2 

A job seeker can add bullet points to the cover letter in order to highlight 
special skills and accomplishments. You may want to try this approach by add-
ing your own information to this format. Even if these points are covered in 
your resume, this approach can make your letter stand out from the stack of 
resumes that may be on an employer’s desk.

Joanne Jobhunt
211 Fox Terrace 
Newfane, NY 14108
716-555-1234   
 jjhunt@webstar.net

July 17, 2012

Mr. Rejean Pelletier
Vice President
Maple Leaf Logistics
444 Bryan Highway
Ripley, NY 14775

Dear Mr. Pelletier:

I am a highly skilled office management professional with a strong background in the trucking industry. 
I have extensive experience in a broad range of office management duties, from accounting to super-
vision of clerical staff. I would welcome the opportunity to contribute to your company’s growth and 
success.

I have a proven record of effective management in fast-paced environments, and I thrive in out-
come-based, high-activity organizations. I have enclosed my resume for your review. Some of my 
key strengths and accomplishments include

•	 excellent interpersonal and communication skills, with the ability to effectively work with both
	 executive and line staff;
•	 strong organizational skills, with the ability to design and implement effective data storage systems;
•	 highly developed conflict resolution skills, with the ability to equitably assess workplace issues 
	 and develop mediation plans;
•	 exceptional strength in managing concurrent projects to completion; and  
•	 proven track record of increased office productivity and profitability.

From researching your organization, I see that my skill set and experience match the objectives of 
your business plan. I would like to meet and discuss how I can contribute to the success of the com-
pany. Thank you for your time and consideration.

Sincerely,

Joanne Jobhunt

Enclosure
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 S a m p l e  co  v er   l etter      3 

If you have a limited work history or just want to get to the point with an 
employer, this sample cover letter may be the one for you. Line by line, add 
your information until your letter takes shape. You may find that you have 
more to add. 

Your name
Your Street Address
Town, State Zip 
Phone
E-mail Address

Date

Name of Person
Title or Title
Name of Department
Name of Company
Street Address
City, State Zip

Dear Ms./Mr./Last Name of Person: (Use “Hiring Manager” if you don’t have a specific name)

I am writing to apply for the position of _______________________________ . I am interested in starting/
continuing my career with your organization and have attached my resume for your review.

I have experience with ______________________________________ and am interested in ____________________
___________________________. 

I welcome the opportunity to meet with you at your convenience to discuss how I might make a 
positive impact on your company. I can be reached during the day at (555) 555-5555 and at (555) 
111-1111 in the evening. Thank you for your consideration.

Sincerely,
(Your Signature)

Your Full Name Typed

Enclosure 
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 A P P E N D I X  C : 

Sample resumes

 C hrono     l ogica     l  resu    m e 

(Jobs are listed in order by date, starting with the most recent job.)

Paula Brokaw
333 Varela Avenue
Bearsville, NY 12409
home phone: 631.555.1234 mobile: 631.555.0000
e-mail: pbrok@netweb.com

Experience
February 2009–July 2010
Prep Cook, Café LaRoux
•	 Set up and maintained salad bar
•	 Prepared hors d’oeuvres 
•	 Made sauces and soups from scratch
•	 Assisted line cooks during lunch and dinner rush
•	 Expedited serving line

August 2007–February 2009
Dish Washer, The Cow Hop
•	 Used Sudtron industrial dishwashing machine
•	 Scrubbed pots and trays
•	 Stacked dishes and glassware
•	 Maintained silverware station

April 2006–August 2007
Cart Caddy, Moss Glen Country Club (seasonal)
•	 Charged golf carts
•	 Transported carts for rental and tournaments
•	 Performed routine maintenance (non-technical)
•	 Maintained storage barn

Education
Henry Lee High School: General diploma

References available on request
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 F unctiona        l  resu    m e 

(The job objective is listed first, followed by a summary of qualifications and 
experience without dates.)

Paula Brokaw
333 Varela Avenue
Bearsville, NY 12409
518-555-1234
pbrok@webstar.net

Objective: Position as a Line Cook in a mid-range American cuisine restaurant

Summary of Qualifications
•	 Experienced commercial kitchen professional
•	 Skilled in soup and sauce preparation
•	 Able to perform high-volume line food preparation
•	 Full knowledge of kitchen support service

Professional Experience
•	 Experienced in wide range of food preparation 
•	 Knowledgeable in kitchen line maintenance
•	 Skilled in guest service and hospitality
•	 Positions held at Café LaRoux (prep cook), The Cow Hop (dish washer)

Technical
•	 Trained and skilled in use and maintenance of Sudtron industrial dishwasher 
•	 Certified food handler
•	 Culinary Arts certificate

Practical
•	 Worked successfully in high-volume restaurant
•	 Skilled at interacting with both staff and customers
•	 Knowledgeable in kitchen protocol

Education and Credentials
•	 Culinary Arts Certificate, Wyoming County Community College
•	 Henry Lee High School: General Diploma
•	 CPR certified
•	 Wyoming County food handling certificate program

References
Available on request
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 A P P E N D I X  D : 

Sample job applications

We have included a sample job application as well as a blank one 
for your use. It is important to tell the people who will be your 
references that you are looking for work and that they can ex-

pect to be contacted by potential employers. Talk to your references about 
the kind of work you are looking for, and coach them about what you want 
them to tell an employer about you, such as special skills or experience 
you might have. It is important to verify the contact information of each of 
your references.

 S a m p l e  A pp  l ication      

 E m p loym ent    A pp  l ication      

•	 Please complete this application by printing in ink or typing. 

•	 As an equal opportunity employer, we do not discriminate on the basis of 
	 ethnicity, religion, color, age, gender, national origin, marital status, or disability.

•	 Please indicate if you will need an accommodation  
	 to complete the application or interview process. 	  Yes     		  No   

 P l ease     co  m p l ete    a l l  sections        

PERSONAL DATA

Date: October 22, 2011

Name: 		 Harrison, Jordan Rae	

Present Address: 		  88 Juniper Road, Birdsall, NY 14822	

Phone: 	 518-555-1234	 		 E-mail address: 	 jrh@web.com	
                                                                                                              
EDUCATION

school name degree attained major studies

Castleton State College B.A. History

Yates County College A.A. Art History

Millard High School General Diploma General Studies
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EMPLOYMENT HISTORY (Please start with your most recent position)

Company Name: 	 Mendon Arts, Inc.	

Dates: (From/To (MO/YR)  	 3/09–5/10	

Address: 	 44 Ridge Road, Swain, NY 12345	

Phone number: 	 555-555-0123	

Job Title/Description of Duties: 	Paint maker. Mixed acrylic paints to order. Used Spectramix machinery.	

Starting Salary or Hourly Wages: 	 $8.50/hour	  

Ending Salary or Hourly Wages: 	 10.25/hour	

Name of Supervisor: 	 Sara Hoover	  

May we contact supervisor?	 Yes 	 X	 	 No 	

Reason for Leaving: 	 Layoff	

Company Name: 	 Polar Electric	

Dates: From/To (MO/YR) 	 6/07–1/09 	

Address: 	 6 Mooney Ave., Bradford, NY 54321	

Phone number: 	 555-444-010	

Job Title/Description of Duties: 	Battery Assembler. Assembled multi-cell batteries.	  
	 	Used Sealright heat sealer and soldering iron.  	

Starting Salary or Hourly Wages: 	 $8.25/hour	

Ending Salary or Hourly Wages: 	 $9.00/hour	

Name of Supervisor: 	 Kim Jones	

May we contact supervisor?	 Yes 	 X	 	 No 	

Reason for Leaving: 	 Layoff	

Company Name: 	 Slater Industries	  

Dates: From/To (MO/YR) 	 3/05–10/06	

Address: 	 344 Plymouth Street, North, NY 18888	

Phone number: 	 777-333-0345	

Job Title/Description of Duties: 	Assembler and sewing technician.	
	 	Sewed and assembled dog leashes. Assembled dog and cat collars.	

Starting Salary or Hourly Wages: 	 $8.50/hour	

Ending Salary or Hourly Wages: 	 $9.00/hour	

Name of Supervisor: 	 Burt Beck	  

May we contact supervisor?	 Yes 	 X	 	 No 	

Reason for Leaving: 	 Company went out of business	

continued from the previous page

continued on the next page 
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 B L A N K  A P P L I C AT I O N 

Additional Information That Could Help You Qualify for This Position 
(examples include licenses, certificates, classes, equipment skills)

I am computer literate and can speak Spanish. 	

		

		

		

References 
(preferably people who know about your work and training)

name address phone number

Gordon Stone 23 Slate St., Baker, NY 19876 789-987-0987

Nina Sanchez 240 Crane Road, Adams, NY 19877 789-444-5555

Judy Lee 17 Merton St., Adams, NY 19877 789-568-0909

		

		

		

By signing this application, I certify that all of the information that I have provided is true and com-
plete to the best of my knowledge. I authorize present and former employers to release job-related 
information and data about me. 

Applicant Signature: 	 (signature)	  

Date: 	 10/22/11	

Applications that are not signed and dated will not be considered.

 E m p loym ent    A pp  l ication      

•	 Please complete this application by printing in ink or typing. 

•	 As an equal opportunity employer, we do not discriminate on the basis of 
	 ethnicity, religion, color, age, gender, national origin, marital status, or disability.

•	 Please indicate if you will need an accommodation  
	 to complete the application or interview process. 	  Yes     		  No   

 P l ease     co  m p l ete    a l l  sections        

continued from the previous page

continued on the next page 
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PERSONAL DATA

Date:  

Name: 		   	

Present Address: 		   	

Phone: 	  	 		 E-mail address: 	  	
                                                                                                              
EDUCATION

school name degree attained major studies

   

    

   

EMPLOYMENT HISTORY (Please start with your most recent position)

Company Name: 	  	

Dates: (From/To (MO/YR)  	  	

Address: 	  	

Phone number: 	  	

Job Title/Description of Duties: 	  	  
	 	   	

Starting Salary or Hourly Wages: 	  	  

Ending Salary or Hourly Wages: 	  	

Name of Supervisor: 	  	  

May we contact supervisor?	 Yes 	  	 	 No 	

Reason for Leaving: 	  	

Company Name: 	  	

Dates: From/To (MO/YR) 	   	

Address: 	  	

Phone number: 	  	

Job Title/Description of Duties: 	  	  
	 	   	

Starting Salary or Hourly Wages: 	  	

Ending Salary or Hourly Wages: 	  	

Name of Supervisor: 	  	

May we contact supervisor?	 Yes 	  	 	 No 	

Reason for Leaving: 	  	

continued from the previous page

continued on the next page 
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Company Name: 	  	  

Dates: From/To (MO/YR) 	  	

Address: 	  	

Phone number: 	  	

Job Title/Description of Duties: 	  	
	 	 	

Starting Salary or Hourly Wages: 	  	

Ending Salary or Hourly Wages: 	  	

Name of Supervisor: 	  	  

May we contact supervisor?	 Yes 	  	 	 No 	

Reason for Leaving: 	  	

Additional Information That Could Help You Qualify for This Position 
(examples include licenses, certificates, classes, equipment skills)

I am computer literate and can speak Spanish. 	

		

		

		

References 
(preferably people who know about your work and training)

name address phone number

   

   

   

		

		

		

By signing this application, I certify that all of the information that I have provided is true and com-
plete to the best of my knowledge. I authorize present and former employers to release job-related 
information and data about me. 

Applicant Signature: 	  	  

Date: 		

Applications that are not signed and dated will not be considered.

continued from the previous page

APP



EN

D
IX

 D
: Sa

m
p

le Jo
b

 A
p

p
lic

a
tio

n
s



200	 Appendixes / Employment Resource Book

 A P P E N D I X  E : 

Interview tips

1.	 Research: Learn as much as you can about the company and industry you 
are interested in. Internet searching, trade magazines, and an employment 
specialist can all be sources of information.

2.	 Develop questions: Once you have learned about the company and in-
dustry, think of some questions to ask during an interview. This will not 
only provide you with good information—it will also let the interviewer 
know that you are well prepared and thoughtful about the interview. You 
may also learn that this is not the job or company for you.

3.	 Rehearse: Practice interviews can never take the place of the real thing, 
but practicing can help you to be more comfortable when an interview 
comes your way. Talk to a counselor, an employment specialist, or 
other people in your support network who might be able to help you 
practice.

4.	 Map your course: You may want to double-check the route to your 
interview. If you are going to take public transportation, double-check 
the schedules. You may want to purchase your tickets or fare card in 
advance in order to avoid the stress of a last-minute rush. If your trip 
runs smoothly, you will be more relaxed for the interview. You may even 
decide to make a practice run by going to the location of the interview, 
especially during the time of day that you will be interviewing. Traffic 
patterns and traffic can vary greatly at different times of the day, so plan 
to play it safe and allow yourself extra time. 

5.	 Prepare your clothes: You might find it helpful to try on your interview-
ing clothes several days before your interview. By doing this, if something 
does not fit or look right, you will have time to buy or borrow something 
suitable for your interview. Ask people from your support network to 
review your outfit. 

6.	 Prepare your body and mind: Get a good night’s sleep and have a healthy 
breakfast or lunch. Do the things that ground you, keep you calm, and 
help you to focus. Examples may include meditating, praying, or singing. 
Whatever helps you feel your strongest, do it.
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7.	 Being on time really means be a little early: It is a good idea to arrive 
five to ten minutes before your scheduled interview time. 

8.	 Bring copies: You sent your resume and cover letter and filled out the 
application, but this is no guarantee that the interviewer will find them. 
It is always wise to bring copies of these with you. Carry your copies in a 
nice folder or agenda. You might want to include some paper and a pen 
for taking notes during the interview.

9.	 All that glitters: When it comes to jewelry, a good rule of thumb is 
“less is more” for an interview. Dangle earrings should be switched 
for studs. If you are going to wear a necklace or pendant, think small, 
think conservative. Any jewelry should simply accent your outfit, not 
draw attention. 

10.	 Wrapping up: Be sure to obtain the interviewer’s contact information so 
you will be able to both follow up on the interview and send a thank you 
letter. Ask him or her for a business card so you can spell the name cor-
rectly in your letter.
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 A P P E N D I X  F: 

Sample thank you letter

I t is a good practice to follow up your interview with a thank you letter. 
This not only shows the employer that you are grateful for being granted 
an interview for the job but also is an opportunity to restate your inter-

est in the job and remind the interviewer who you are. If the competition for 
a particular position is strong, a good thank you letter can tip the scale in 
your favor. Many employers expect serious job candidates to follow up with a 
thank you letter.

On the following page, we have provided a sample thank you letter. You 
may wish to use the same format or design one on your own. In any case, be-
cause the letter will be an expression of your thoughts and feelings, try to de-
sign one that makes you comfortable. Just as with cover letters and resumes, 
it is a good idea to have a friend or people from your support network check 
your letter before you send it out. Typographical errors or misspellings can 
hurt your chances of further consideration.

APP



EN

D
IX

 F
: S

a
m

p
le

 Th


a
n

k
 Y

o
u

 Le
t

ter




Employment Resource Book / Appendixes	     203

 S a m p l e  than    k  y ou   l etter     

An effective thank you letter should be brief and to the point. By entering 
your information line by line, your thank you letter will begin to take shape. 

Date
Your Name
Street Address
Town, State Zip
Your phone number
Your e-mail address 

Interviewer’s Full Name
Interviewer’s Title
Department (if applicable)
Company Name
Street Address
Town, State Zip

Dear Ms./Mr./Dr.:

I am writing to thank you for interviewing and considering me for the position of ___________________. 
I very much appreciate that you took the time to tell me about your organization and your plans for 
growth and development. I am particularly interested in the new _____________________ project that 
you described to me.

Your thorough description of the job responsibilities make me confident that I possess the skills and 
experience to make a positive contribution to the _______________ unit/team at _______________ Inc., 
and help move the company toward its projected goals. I am very interested in beginning/further-
ing my career with your company.

As you requested during our meeting, I am enclosing a list of references that you may contact with 
regard to my skills, experience, and achievements. Thank you once again for your time and consider-
ation. I will look forward to hearing from you.

Sincerely,
(Your Signature)

(Your Name Typed)

Enclosure: Reference material

APP
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 A P P E N D I X  G : 

Sample scripts and a letter 
requesting an accommodation

J ust as some people wear glasses to read or use step stools to reach items 
in the kitchen cabinet, tools can be devised or adjustments made to 
a particular job that can help a worker perform that job better. These 

adjustments or accommodations can be requested by a job applicant when 
applying for a job.

The Americans with Disabilities Act of 1990 is a civil rights act that 
was passed by the U.S. Congress in order to protect the workplace rights of 
people with disabilities. This law guides employers and workers in negotiat-
ing and designing reasonable accommodations in order to make some jobs 
“do-able” for workers who might have certain conditions. Some examples of 
workplace accommodations include ramps for people who use wheelchairs, 
Braille signs for people who are visually impaired, and modified application 
tests for people with learning disabilities.

Some people who are in recovery from mental illness might request 
a flexible work schedule so that they can continue to see a particular 
doctor or therapist they like. Other people may request that a job coach 
or other support person visit them on the job from time to time. Every 
person is unique, and accommodations should be adjusted to fit an 
individual’s condition, situation, and needs. Employment specialists 
can help in designing and requesting accommodations for people who 
feel that an adjustment will help them to perform the main functions of 
the job.

A good place to find information about reasonable accommodations 
and the Americans with Disabilities Act is askjan.org. This site also de-
scribes what questions employers can and cannot ask during a job inter-
view.

In this appendix you can find sample scripts and a sample letter that you 
can use when requesting an accommodation for a job that you are applying 
for. You may use these “as is,” or you can modify them to fit your particular 
needs and style. If you plan on asking for an accommodation in person, you 
may want to rehearse what you plan to say in advance. If you prefer to pro-
vide the employer with a letter, it can be helpful to have someone review the 
letter in order to make sure that it is clear, to the point, and free of misspell-
ings and typographical errors.
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 S a m p l e  scripts        or   exa   m p l es   of   re  q uesting        an   acco    m m odation      

 S a m p l e  1 : 

Brian (Job Applicant): Hello Mr. Reo, I am very interested in taking this po-
sition. I feel that I will make a big contribution to the company. I would like 
to request that we modify the work schedule as it was described to me if this 
is possible. You see, I have a monthly medical appointment at an office that 
closes at 6 p.m. If I work until 5:30 p.m., as you described, I will not make it 
in time for an appointment. My hope is that I can leave an hour early once 
per month. I would like to be able to make up the time by either staying late 
or coming in early on another day. I really do not want to change my current 
treatment arrangement. I feel that by maintaining my routine, I will be a bet-
ter employee.

 S a m p l e  2 : 

Mr. Markowski (Employer): I would like to offer you the position as a 
management trainee in our purchasing department. The salary will be as 
discussed, and we hope to have the position filled by the end of the month 
because the busy season is right around the corner.

Kelsey (Job applicant): Thank you very much for the offer. I accept. I 
really do feel that I will be a good fit for the position, and I look forward 
to making a big contribution to the department and company. Part of my 
plan to be a valued and productive employee is taking care of myself. This 
plan includes a regular monthly medical appointment that helps me main-
tain my health. Unfortunately, the medical group where I receive services 
is only open until 6 p.m. during the week and is not open on weekends. I 
am very happy with the service I receive there and would not want to have 
to switch providers. Would it be possible for me to either come in early or 
stay late in order to make up for the time I would take to go for an ap-
pointment?

Mr. Markowski: I don’t see any reason why we could not make this sched-
ule adjustment. I understand that people have lives outside of work, and so 
I try to be as flexible as possible in order to keep our employees happy and 
healthy. This is a rather simple workplace adjustment and should be no prob-
lem at all. All I ask is that you coordinate your schedule changes with your 
supervisor, Ms. Rafalko. I will tell her about our agreement so that she knows 
to expect to hear from you about monthly schedule adjustments. Thank you 
so much for being up front with me about this.

So, I welcome you to our team! I look forward to working with you 
and to hearing good things from Ms. Rafalko. So, when will you be able to 
start?
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 S a m p l e  script      : 

Mr. Motta (Employer): . . . and so that is the job description. Does this 
sound like a job that you would like to have? 

Alyssa (Job applicant): Absolutely. I feel very confident that I will be able to 
learn all of the parts to the job and be a productive member of the team. I do 
have one request that I hope will be okay with you. I am a bit nervous about 
starting a new job and really do want to get off to a good start. Would it be 
possible for me to have a “job coach” come in to help me get used to my new 
position? I work with a program that provides support to people who are 
new to working or concerned about learning a new job quickly enough.

Mr. Motta: Can you tell me more about what this job coach will do?

Alyssa: Sure. My job coach is Ben. Ben helps people get their start in new jobs. 
He helps me make transportation arrangements, and he can help me focus on 
what I need to learn to be a good employee. He also provides me with sup-
port and encouragement. If Ben were to come in to work with me for the first 
couple of days to help me feel comfortable enough that I know what I am do-
ing, I feel that I will get off to a very good start. I really do want this job.

Mr. Motta: This doesn’t sound like it will be a problem. I would like to learn 
more about what Ben would be doing and how we can fit this into the work 
schedule.

Alyssa: I have Ben’s card right here. He’s very nice and really knows how to 
help people get used to new jobs. He told that he will be happy to talk to my 
new employer before I even start. Would this be okay?

Mr. Motta: I don’t see why not. Maybe we can set up a meeting so that I can 
learn more about your job coach’s role and how we can accommodate your 
request for his assistance. How does that sound?

Alyssa: Thank you very much. I really do feel that with some extra support, 
I will be able to make a big contribution to the company. Getting off on the 
right foot is very important to me. I really do appreciate that you are willing 
to work with me on this.

Mr. Motta: Great! I’ll call Ben to set up a meeting. 

Alyssa: Thank you so much.

Mr. Motta: Welcome to the team!

APP
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 S a m p l e  l etter      re  q uesting        an   acco    m m odation      

March 18, 2014
3967 Alpine Drive
Your Town, RI 12345

Marchant Industries
516 Paumanok Way
Busyville, RI 00000

Attn: Ms. Sherri Pinney

Dear Ms. Pinney:

I am writing to both accept your offer for employment at Marchant Industries and request your 
consideration for a workplace accommodation. I want to thank you for inviting me to join the team 
at Marchant. I am honored by your offer and look forward to becoming a valuable part of the team. 
This is exactly the kind of job I had hoped to land, and so I am very eager to begin making my con-
tribution to the company.

In order to become the best employee I can be, I am requesting that you consider providing me 
with a workplace accommodation that I hope will seem reasonable and fair to you and the com-
pany.

My start at Marchant will be the first time that I have worked in seven years. I have been out of work 
and on disability during that time. In order to return to work and get up to speed as quickly as pos-
sible, I am requesting permission to make use of a job coach. 

It is my hope that my job coach will be allowed to visit me at my work site in order to provide me 
support and guidance in my effort to become a highly effective employee. Specifically, my job 
coach would learn the essential functions of my job and assist me in learning and retaining the core, 
episodic, and job-related tasks that I will be responsible for. By working with a job coach, I feel that I 
will become a more productive member of the team in a shorter period of time.

If this sounds reasonable to you, I am happy to provide you with the name and contact information 
of my job coach. His name is Dave Barden, and he works at Valley Rehabilitation Services, 111-222-
3333. He told me that he would be happy to meet with us in order to discuss his services and how 
he might help me to become a productive member of the company.

Thank you again for your offer for employment. It is my hope that you will find my request for ac-
commodation reasonable as well as helpful. I look forward to hearing from you.

Sincerely,

Your name

APP
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 A P P E N D I X  H : 

Starting the new job and preparing 
for the first day of work

1.	 Sleep: Try your best to sleep well the night before your first day on the 
job. If your job requires you to wake up at a different time than has been 
typical, you may consider waking up at that time for a few days before 
your first day of work. In other words, you might consider training your 
body to wake up at a new time.

2.	 Clothing: Take an inventory of your closet. Try on the kinds of clothes that 
you will be wearing at your new job. Mark your calendar for a laundry day 
to make sure that you always have clean and appropriate clothes for work.

3.	 Food: Bringing your lunch to work can save a lot of money and can also 
be a way for you to meet and spend social time with your coworkers. This 
can take some planning, so think about marking your calendar for gro-
cery shopping times. Preparing your meal the day before work can help 
you avoid the stress of rushing right before going to your job. 

4.	 The commute: The trip to your new job during rush hour can be a very 
different trip than when you interviewed for your job. It can be helpful 
to make a test run to your new job for the day and time that you will be 
starting work. If you are going to be taking public transportation, you 
may want to buy your tickets or fare card in advance rather than during 
the busy rush hour, which can delay your trip. Make sure that you have 
train and bus schedules. If you plan to drive to work, you may want to gas 
up your vehicle the night before. As soon as possible, identify a friend or 
relative who may be available to help you get to work during bad weather, 
cancelled trains, car trouble, or any other interruption. These interrup-
tions will happen and are a natural part of working. Backup plans can 
help make your experience more pleasant and manageable.

5.	 Who’s who? It can be helpful to bring a pocket-sized notebook for your 
first few days at work. You can jot down names of coworkers, where to get 
material and supplies, whom to ask for certain things, and anything else 
that will help you get up to speed in your new surroundings. By reviewing 
your notes after work or on the way home, you can familiarize yourself 
and feel more confident about your new opportunity.

APP
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6.	 Ask questions: If you do not know something, ask someone. Coworkers 
are people too, and many people like to show off what they know, espe-
cially about their jobs. By asking questions about the job and workplace, 
you will learn faster and coworkers will appreciate your interest and 
willingness to be a part of the team.

7.	 Listen: There will be a lot of information coming your way when you be-
gin your new job. The more you listen to what people tell you, the more 
you can learn. Sometimes, it is helpful to check your understanding if 
you receive a lot of information at once. For example, you can say, “Let 
me check my understanding of what you’d like me to do,” and then you 
can summarize what you heard or identify where instructions may have 
become unclear. This conveys that you want to do your job well and gives 
the other person an opportunity to clarify. 

8.	 Blend in: Be mindful of the way people interact and behave in the work-
place. Try to match what they do and how they do things. Avoid making 
suggestions right away. Your coworkers have been there longer than you 
and can resent a “newbie” or “rookie” (which is how some people refer to 
a new person at work) who may seem to be challenging the way business 
is being done. There will be time for you to share your good ideas once 
you have blended in with the others and become part of the team.

9.	 Think “team”: Look for ways to pitch in and become a part of the crew 
at work. Offer to help if you see an opportunity. Be mindful that your co-
workers may have routines for things like who sits where at lunch, using 
the microwave or coffee machines, and lining up to punch in and out of 
the time clock. Try to observe these routines, and do your best to join in 
at a pace that is comfortable and respectful for everyone.

10.	 Avoid the complainers: Coworkers can be a source of support and assis-
tance, or they can be a headache. Keep your eyes open, and be watchful 
for the complainers. By avoiding these people, you can stay positive and 
focused, which your supervisor and coworkers will appreciate, and your 
job will be more enjoyable without the negativity.

11.	 The onion rule: Just as an onion has many layers to it, you have layers 
of personality. Your sense of humor, style of socializing, hobbies, habits, 
and other personal traits define the unique person you are. It can be a 
good idea to be mindful of this when starting a new job. You will have 
plenty of time to let your personality shine through, but not too fast. 
Take the time to think about “layers” that you may or may not want to 
reveal to others, especially when starting out. Have you ever met some-

APP
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one who told you their whole life story right away? It can make people 
feel uncomfortable.

12.	 Request a meeting with your new supervisor: Meeting with your 
supervisor soon after you start to establish goals and understand expec-
tations can make your new job a positive experience. Some things you 
might want to ask are, “How often will we meet to discuss my progress?” 
“How will I know how well I am doing?” and “How often will I have the 
chance to meet with you?” This can show a supervisor that you are seri-
ous about doing a good job.

13.	 Using supports: Arrange, in advance, some time to connect with an 
employment specialist or any other people in your support network. 
You can celebrate starting your new job or troubleshoot any problems or 
concerns that you might have.

14.	 Express appreciation: If a coworker helps you to learn your new job or 
helps you to learn the ins and outs of your workplace, let that person 
know how much you appreciate the help. This can help you to quickly fit 
in with the team.

15.	 Take care of yourself: You have come a long way. After your first day 
of work, reward your efforts by doing something nice for yourself. You 
might want to plan something in advance to look forward to, such as 
taking a walk in a nice place, stopping in that special coffee shop—any-
thing to celebrate this special day. Go ahead, you deserve it!

APP



EN

D
IX

 H
: S

ta
r

ti
n

g
 t

he
 

n
ew

 j
o

b
 a

n
d

 p
re

p
a

ri
n

g
 f

o
r

 t
he

 
fir


st

 d
ay

 o
f 

w
o

r
k



Employment Resource Book / Appendixes	     211

 A P P E N D I X  I : 

Using supports

1.	 Planning Ahead: It is never too early to start thinking about the kind of 
support you will want or need when you begin working. Begin by identify-
ing the people who you feel will be supportive of your work goal. Talk with 
your support team members, including an employment specialist, if you 
have one, about how to design the best support strategy to meet your needs.

2.	 Strengths and challenges: Identify both strengths and challenges you 
might have with keeping and succeeding at your job. Identify the sup-
ports who will remind you of your strengths and encourage you through 
your challenges. Try to anticipate any concerns that might arise.

3.	 Play it safe: Many people require more support at the beginning of their 
new job than later on. A good rule of thumb is to plan on more support 
than may be necessary during the first two weeks of work. You can always 
scale back the level of support, but without enough support to ensure a 
good solid start, the job may not go well and may be difficult to hold onto.

4.	 Your network: By identifying the people and groups of people who can 
support you in your work goals, you can create a safety net to give your-
self the support and courage to move forward. 

5.	 Rally the troops: Now that you have identified a network of support for 
your employment plans and wishes, meet with these folks in order to 
share your strengths and challenges along with any concerns you might 
have about starting your new job. Discuss ways in which they might help 
you along in your efforts to make the most of your employment experi-
ence. If possible, you may wish to meet as a group. You also might want 
to provide the people in your network with a copy of your follow-along 
plan. You may even plan to meet again or meet regularly. Remember, this 
is your plan, and you are in charge.

6.	 Flexibility is important: Very often, once people begin working, their 
needs for support change. A person might need more support at some 
times than at other times. There might be times when you prefer to “go it 
alone,” for example, and keep your support network at a distance. In this 
case, as a courtesy, you may want to inform the people in your network 
when you are beginning this strategy. 

APP
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7.	 Dollars and sense: If you receive Supplemental Security Income (SSI), 
Social Security Disability Insurance (SSDI), or both, you may need ad-
ditional support and assistance during certain times. The Social Secu-
rity rules of earning income are sometimes based on time. If you have 
included a benefits counselor in your support network, you may want 
to use a calendar together to plan when you will work to manage and 
maximize your benefits. Remember that reporting all earned income 
is required when receiving SSI or SSDI. An employment specialist or 
benefits counselor can help you learn to do this. It is a good idea to check 
in with your benefits counselor regularly. Don’t be bashful about seek-
ing assistance to work out your benefits. It is very common for working 
people to have accountants, financial advisors, and tax preparers. Ben-
efits counselors can help you manage the details of your benefits so you 
can concentrate on your new job.

8.	 Moving on: If you are like a lot of today’s working people, you might 
already be thinking of where your job might lead you to. It can be helpful 
to share these ideas with friends and your support network in order to 
increase your chances of moving on to a bigger and better job, if this is 
one of your goals for the future.

9.	 Branching out: Once you are working, you might find that there are 
groups or associations of people in the same industry that meet or net-
work. There might be trade magazines or online resources that can be 
helpful in furthering your career. By keeping informed of changes and 
innovations within your industry, you can increase your opportunities 
for advancement and career growth.

10.	 Celebrate: By planning in advance to celebrate certain accomplishments, 
you will have something to look forward to. For example, you might 
want to schedule dinner with someone from your support network after 
your one-month and two-month anniversaries, and so forth. By doing 
this, you can take the time to reflect on your success and progress as well 
as celebrate your hard work.

APP
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 A P P E N D I X  J : 

Sample letters of resignation

Moving from job to job is a very natural and healthy path for people 
to be on. At times, a person will find a job that he or she loves and 
will stay with it for a long time. At other times, people choose to 

move on to another position after a short period of time. No matter what, col-
lecting references can be very helpful to you in looking for that next good job. 

Many people report leaving jobs without giving advance notice to the 
employer. Some people report that they simply stopped showing up for work. 
Leaving a job you dislike can be a positive thing to do, but leaving on bad 
terms can hinder your ability to find another job. Employers can be inconve-
nienced, lose business, and even be angered when employees leave without 
notice. A little courtesy can avoid souring a relationship with a soon-to-be ex-
boss and preserve a reference that can help you move ahead in your career.

You can use the following examples of a resignation letter and resigna-
tion e-mail as a model for your own letter. These examples offer a worker the 
opportunity to leave on a positive note. Have a friend or someone from your 
support team check your letter before sending it to your employer. 

Your best job ever just might be your next job. Maximize your chances of 
landing that next job by securing your references. 

 S a m p l e  l etter      of   resignation          

December 2, 2012

John Nelson
123 Blank Street
Your Town, VT 05751

Dora Sell
Battery Assemblers Unlimited
999 Long Street
Small Town, VT 05091

Dear Ms. Sell:

I am writing to inform you that I will be terminating my employment with BAU effective January 2, 
2013.

I would like to express my gratitude for the opportunity to work for BAU. The skills that I developed 
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 S a m p l e  resignation           m essage       v ia   e - m ai  l 

If your employer typically uses e-mails, you might want to consider the fol-
lowing example as a termination notice:

and the experience of working with this professional team will continue to be an asset to my career 
development. I am especially grateful for being given the opportunity to work on the MilSpec 3967 
project. It was a pleasure being a part of both the assembly and quality assurance teams. 

Murray McGrath was especially helpful as my supervisor. He was patient, taught me a lot, and always 
listened to my ideas and concerns. I will miss working with the crew.

I wish the company continued success.

Sincerely,

Deanne Nurjyzer

Date: October 10, 2014
From:
To:
Re: Resignation

This is to inform you of my intention to terminate my employment at LastCo, effective November 23, 
2014.

Please advise me about the procedures for handing in keys, uniforms, and tools.

Thank you for the opportunity to work for LastCo. I learned a lot and am grateful for the experience.

Sincerely,

Deanne Nurjyzer

continued from the previous page
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