
Working With EmployErs:
Skills and Strategies for Job Development Success

Fa c i l i tat o r  G u i d e



in
t

r
o

d
u

c
t

io
n



Working With EmployErs:
Skills and Strategies for Job Developers

Working With EmployErs:
Skills and Strategies for Job Development Success

Kim Berman and Sheila Maguire

Fa c i l i tat o r  G u i d e



Board of Directors 

Matthew McGuire, Chair
Vice President
Ariel Capital Management, Inc.

Frederick A. Davie
President
Public/Private Ventures

Yvonne Chan
Principal
Vaughn Learning Center

Jed Emerson
Advisor on Blended Value Investing and 

Management
The Honorable Renée Cardwell Hughes

Judge, Court of Common Pleas
The First Judicial District,  

Philadelphia, PA
Christine L. James-Brown

President and CEO
Child Welfare League of America

Robert J. LaLonde
Professor
The University of Chicago

John A. Mayer, Jr.
Retired, Chief Financial Officer
J.P. Morgan & Co.

Anne Hodges Morgan
Consultant to Foundations

Siobhan Nicolau, Chair Emeritus
President
Hispanic Policy Development Project

Marion Pines
Senior Fellow
Institute for Policy Studies  

Johns Hopkins University
Clayton S. Rose

Retired, Head of Investment Banking
J.P. Morgan & Co.

Cay Stratton
Director
National Employment Panel
London, U.K.

Sudhir Venkatesh
Associate Professor 
Columbia University

William Julius Wilson
Lewis P. and Linda L. Geyser University 

Professor
Harvard University

Research Advisory 
Committee

Jacquelynne S. Eccles, Chair
University of Michigan

Ronald Ferguson
Kennedy School of Government

Robinson Hollister
Swarthmore College

Alan Krueger
Princeton University

Reed Larson
University of Illinois

Milbrey McLaughlin
Stanford University

Katherine S. Newman
Kennedy School of Government

Laurence Steinberg
Temple University

Thomas Weisner
UCLA 

Public/Private Ventures is a 
national nonprofit organiza-
tion that seeks to improve the 
effectiveness of social policies 
and programs. P/PV designs, 
tests and studies initiatives 
that increase supports, skills 
and opportunities of residents 
of low-income communities; 
works with policymakers to see 
that the lessons and evidence 
produced are reflected in 
policy; and provides training, 
technical assistance and 
learning opportunities to prac-
titioners based on documented 
effective practices.

Working Ventures seeks to 
improve the performance of 
the workforce development 
field by providing practitioners 
and policymakers with the 
knowledge and tools needed 
to operate effective employ-
ment programs. We support 
the field by documenting 
effective employment strate-
gies and practices, convening  
practitioner workshops and 
providing resources to encour-
age program innovation.

Copyright © 2007 Public/Private Ventures



Introduction i

Acknowledgments
The authors would like to thank the many people 
whose insights, hard work and dedication helped 
make Working with Employers: Skills and Strategies for 
Job Development Success possible. Joanne McClain, 
Marty Miles, Sarah Griffen, Kim Wilson and Vicki 
Nurre all contributed ideas for the initial outline. 
Through training hundreds of job developers, Marty 
Miles developed critical parts of the core sessions. 
Lou Miceli assisted in developing and delivering the 
first course. Dee Wallace contributed many useful 
materials. Megan Winzeler, Sarah Griffen, Judith 
Lorei, Wally Smith, Andre Kellum, Tani Mills and 
Lou Miceli piloted the initial curriculum and gave 
helpful feedback. Roslyn Chas, Andre Kellum and 
Lisa Glass provided valuable content that enriched 
the course. Carol Clymer and Laura Wyckoff shared 
their wisdom generously and gave valuable insight 
into the organization of the material; Penelope 
Malish provided graphic design that helped make 
this material accessible and engaging. The curricu-
lum benefited from the guidance of Chelsea Farley 
and Mark Elliott; the keen eyes and hard work of 
Keri Faulhaber, Laura Johnson and Heidi Jacobs; 
and the constant support of Bill Rolon. The Ford 
Foundation and the Charles Stewart Mott Foundation 
provided support for the Working Ventures initiative, 
which made this project possible. Thanks to all.



ii  Introduction



Introduction iii

About the Facilitator’s Guide

Job Development Today:  
Many Job Titles, One Goal
Whatever the job title—job developer, employment 
specialist, business services representative, account 
exec—the task of job development involves linking  
employers with job seekers and job seekers with  
employers. Job developers, regardless of what 
they’re called in individual organizations, all 
have the same fundamental task: to find jobs for 
people who seek them and, in many cases, to help 
ensure that job seekers remain in the workforce. 
Some work closely with employers, developing 
new strategies to meet their needs. Job developers 
often represent individual employers within their 
own organization and represent their organiza-
tion to employers. Certain job developers have 
the luxury of devoting all of their time to these 
duties; others juggle a variety of responsibilities. 
They work in community colleges, nonprofits and 
for-profit companies, but they all have the same 
fundamental task: working with employers to find 
jobs for people who seek them.

Acting as the bridge between these two worlds is 
a daunting role. Job seekers sometimes expect unre-
alistically high wages for their skill levels and may 
require individual coaching. Some employers have 
unrealistic skill requirements given the wages they 
are willing to pay, and many need regular follow-up 
attention. Balancing these competing demands is the 
art of job development.

Job developers are often forced to sink or 
swim. Previous experience in the field and natural 
aptitude prepare some for the position better than 
others. Few courses of study impart the skills they 
need, and few organizations have the resources 
available to provide coaching. This course aims to 
fill the resulting skills gap.

The skills gap cannot be filled with a quick fix. 
A day-long workshop here and a networking meet-
ing there may give job developers some ideas and 
strategies, but many need a significant investment in 
training to turn knowledge into practice. This means 
giving job developers:

•	 Opportunities	to	bring	their	real-world	 
experience into the classroom.

•	 Time	to	practice	their	classroom	knowledge	
on the job.

•	 The	chance	to	develop	a	learning	community	
with peers.

•	 Time	for	reflection	about	the	learning.
•	 Opportunities	to	hear	from	specialists	who	

bring a variety of different perspectives on 
course topics.

•	 The	support	of	their	supervisors	and	 
organizations.

The rewards of making this investment are 
stronger relationships with employers and more 
opportunities for job seekers. This curriculum, which 
has been pilot-tested with job developers in New 
York, Chicago and Boston, will lead to such rewards.

What Is the Objective of This Course 
Curriculum?
This course responds to the need for intensive, sup-
portive instruction that results in concrete skills and 
strategies for job developers. The overall goal? To 
give course participants the tools to place people in 
jobs and keep them employed.

Course participants will learn how to value their 
services, prospect for promising leads, communicate 
and build relationships with employers, match job 
seekers with companies, develop strategies for serv-
ing their dual customers, maximize their professional 
effectiveness, work within a performance-based con-
tracting environment and serve the “hard to serve.” 
In short, participants will learn to perform more 
effectively so they can achieve better placements 
that lead to improved retention.
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Who Will Find This Curriculum 
Beneficial?
The curriculum is designed for organizations that 
seek to invest in training for frontline staff charged 
with the task of job development. A wide range of 
organizations will find this course useful:

•	 Coalitions	of	workforce	development	organi-
zations that want to provide members with an 
avenue for skill-building.

•	 Nonprofit	intermediaries	aiming	to	strengthen	
smaller nonprofits.

•	 One-Stop	systems	concerned	with	the	consis-
tent performance of their partners.

•	 Workforce	investment	boards	hoping	to	
improve services received by employers.

•	 Community	colleges	looking	to	use	this	cur-
riculum as the basis for a credit course.

•	 Foundations	that	wish	to	train	job	developers	
involved in an initiative.

•	 Large	nonprofits	interested	in	the	gains	that	
solid investment in front-line staff can bring.

What’s in the Facilitator Guide?
This guide provides everything an organization 
needs to create and implement an intensive training 
course. It offers:

•	 Administrators comprehensive information on 
staffing, scheduling and logistics in presenting 
the course.

•	 Course facilitators detailed session guides.
•	 Guest speakers and panelists the background 

they need to enrich classroom discussion.

Specifically, the Facilitator Guide contains:

•	 An	overview	of	the	course	sessions.
•	 Explanations	of	the	key	underlying	concepts.
•	 Guides	to	help	facilitators	and	administrators	

prepare for each session.
•	 Session	overviews	that	include	goals,	agendas	

and materials needed for each session.
•	 Detailed	session	guides	that	include	in-depth	

descriptions of key activities and segments 
with contextual comments, instructions for 
activities, essential points to be covered and 
approximate times for each activity.

•	 Sample	forms	and	tools	for	course	 
administration.

Materials: What Else Do I Need?
The facilitator guide is designed to be used in con-
junction with Job Development Essentials (Second 
Edition), which offers background reading that com-
plements the classroom learning, and Working with 
Employers: Skills and Strategies for Job Development 
Success, The Workbook, which contains all the work-
sheets and tools that participants need before, during 
and after the sessions. For more on these resources, 
see page 1 of the workbook.
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Before You Begin

Building a Course That Meets Your 
Needs
Working with Employers: Skills and Strategies for Job 
Development Success outlines practical skills and 
introduces key concepts essential for successful 
relationships with employers. The course is designed 
to build on these skills and concepts through interac-
tive exercises—small group discussions, case studies 
and role-plays—as well as readings, mini-lectures, 
presentations and guest speakers. Participants are 
expected to complete assignments both before and 
after individual course sessions. Sharing experiences 
from the workplace in the sessions and vice versa 
creates “teachable moments” during which trainers 
can help participants integrate the course material 
into their work lives.

Working with Employers: Skills and Strategies for 
Job Development Success can be customized to meet 
a variety of needs and circumstances. The course 
consists of one two-hour orientation, six three-hour 
core sessions, which cover the essentials of working 
with employers, and four two-and-a-half-hour comple-
mentary sessions, which focus on ancillary skills and 
issues that affect participants’ ability to work with 
employers. The orientation (two hours) and two-
part closing session (four hours total) are important 
course “bookends” that position supervisors as an 
integral part of the ongoing learning process. You can 
use these sessions as building blocks to construct a 
course that meets the specific needs of your group 
within the time you have available for training.

The Building Blocks

Core Sessions: The Foundation
Core sessions deal with the fundamental skills 
involved in communicating and developing strong, 
long-term relationships with employers. Core ses-
sions are designed to be implemented sequentially, 
with each one building on concepts introduced in 
previous sessions.

Complementary Sessions: Extra Support 
Where It’s Needed
Complementary sessions focus on helping partici-
pants work effectively with employers given the 
specific organizational, contextual and policy envi-
ronment in which they operate. In these sessions, 
course participants have the opportunity to:

•	 Examine	the	role	they	play	within	their	orga-
nization.

•	 Understand	the	greater	policy	environment	in	
which they work.

•	 Focus	on	serving	specific	job-seeker	popula-
tions.

•	 Reflect	on	and	develop	their	personal	style	
and approach.

Complementary sessions are self-contained and 
can be selected based on your group’s needs.

Orientation and Closing Sessions
The orientation session helps participants and super-
visors get clear on course content and expectations. 
The closing sessions engage participants in identifying 
their key learnings and strategies for taking those back 
to their organizations. The involvement of supervisors 
in these sessions is key to participants having the sup-
port they need during and after the course.

Working with Employers: The Workbook
The participant workbook, an integral component of 
the course:

•	 Houses	all	tools	and	exercises	that	are	neces-
sary for course activities.

•	 Provides	a	space	for	private	reflection,	an	
important means of integrating what is 
learned.

•	 Offers	new	perspectives	to	consider	as	course	
participants contemplate what was learned 
the previous session.

•	 Affords	opportunities	for	bringing	workplace	
experiences into the classroom.

•	 Provides	a	framework	for	the	homework	
assignments, so participants can work inde-
pendently outside of class.
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The workbook is organized by session, corre-
sponding to the sessions of the course. Each session 
is divided into three parts:

•	 Get Ready! has everything participants need 
to prepare for each session.

•	 Get Set! has the materials they’ll need during 
the session.

•	 Go! has activities to help participants put 
their new skills to work after the session.

Job Development Essentials (Second Edition): 
The Course Text
Specific readings from Job Development Essentials 
are assigned throughout the course and are used in 
class as a springboard for discussion. Participants are 
encouraged to read beyond the specific assignments 
since the text amplifies the course content.

The Cement

The Instructional Approach: 
Key Concepts
At the heart of the curriculum is a set of key ideas 
or concepts that underlie success in working with 
employers. They are presented in this facilitators’ 
guide on page xiii, and are included in the workbook 
under the title “The Job Development Code.” These 
ideas are introduced, discussed, put into practice, vis-
ited and revisited in a “spiral” fashion throughout the 
sessions, rather than in a linear way. The facilitator’s 
guide highlights particular key concepts emphasized 
in each session, but these concepts can be integrated 
into many discussions throughout the course.

Small Groups
Small groups—role-play, case studies and group 
discussions—are a teaching vehicle for much of the 
course content. Small groups are used to convey 
information in two ways:

•	 Working groups, formed during the first 
session, meet regularly. These groups give 
participants a chance to understand in depth 
each other’s organizations, employer strate-
gies and job seekers.

•	 Ad hoc groups change regularly, giving par-
ticipants an opportunity to meet all of their 

fellow attendees, hear different perspectives 
and create a rich learning community.

Reflecting on Experience:  
The Wall of Success
The Wall of Success—during which participants 
post jobs and employer contacts from the previous 
week on a large poster board at the front of the 
classroom—opens each session. Participants are 
invited to share successes and talk together about 
challenges they face. It is an opportunity to hear 
firsthand about one another’s workplaces, reinforce 
key concepts and help participants apply the skills 
and concepts they learn to their work situation. For 
more on the nuts and bolts of how to facilitate this 
essential course component, see page ix.

Researching Industry Sectors
Sector research activities aim to help participants 
gain detailed knowledge about sectors likely to hire 
their job seekers. Sector research can be designed in 
one of two ways:

Sector Reports

Participants form small groups, which conduct 
research on a specific sector during out-of-class 
time. Research groups present their findings during 
in-class time, providing all participants with an over-
view of the major sectors researched. Groups require 
some out-of-class support from the facilitator to 
ensure quality presentations. This approach is most 
appropriate when the course is offered during a span 
of several weeks.

Sector Dives

Facilitators collect information—written and/or 
Internet-based or presented by a local expert—about 
growth sectors in the local economy. Small groups 
delve into this information during class time and 
report to the larger group. This approach is most 
appropriate when the course is implemented over con-
secutive days with little time between sessions for out-of-
class work. For more on how to design this activity, 
see Core Session IV, Ses4:7.
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Creating Supervisor Buy-In
Supervisors’ buy-in can significantly increase the 
chances that participants will put their learning into 
action in the workplace. Supervisors can:

•	 Allow	job	development	staff	to	attend	the	
course and have time to complete their inde-
pendent assignments.

•	 Provide	avenues	within	the	organization	to	
share the course teachings with other staff 
members.

•	 Convey	critical	organizational	information,	
such as contract and performance targets nec-
essary for supplemental sessions.

•	 Help	participants	integrate	skills	and	strate-
gies they have learned into their daily work.

You can engage supervisors in a number of ways:
•	 Ask	that	they	sign	a	supervisors’	commitment	

form (see page App:9) to ensure they are 
clear about course expectations and agree to 
provide the necessary support.

•	 Invite	them	to	attend	the	curriculum	
Orientation	so	they	understand	the	course’s	
goals and approach. (See page xxiii for an 
orientation overview.)

•	 Send	them	email	summaries	of	sessions	to	
give them enough information to talk to par-
ticipants.

•	 Encourage	supervisors	to	participate	in	the	
final course session (Closing Session – Part 2) 
so they can partner with the participants to 
integrate what they have learned.

Considerations in  
Customizing a Course
Using	the	curriculum	components,	you	can	custom-
ize a course based on how many hours you can dedi-
cate to training and what course participants need to 
learn.

•	 The	six	core	sessions	contain	the	basics	of	
working with employers. They are designed 
to be implemented sequentially. The skills 
taught in this course should be practiced and 
developed over time. Carve out as much time 
as you can to invest in training. It will pay off 
in more jobs and increased employer involve-
ment. Consider a minimum of 18 hours.

•	 If	familiarizing	job	developers	with	the	labor	
market is a critical goal, allow plenty of time 
between sessions, offering them on a weekly, 
biweekly or monthly basis. This will give 
participants time to conduct research for their 
sector reports between sessions. If allowing 
time between sessions is not possible, choose 
the alternative sector activity—sector dives. 
(See page Ses4:7.)

•	 Complementary	sessions	are	designed	to	help	
job development staff deal with aspects of 
the job—co-workers, organizational pressures, 
funding constraints—that are not directly 
related to working with employers but can 
easily get in the way. Select sessions based on 
your participants’ needs.

•	 If	participants’	location	or	other	situations	
suggest that full-day sessions would be more 
cost effective, individual sessions can be 
combined, e.g., four or five full-day sessions 
spaced several weeks apart.

Selecting Participants

Target Audience
The course is designed for workforce profession-
als who work directly with employers. In addition 
to creating a peer learning community among 
participants, the course also relies on participants 
putting the tools and techniques they have learned 
into	action	between	sessions	and	reflecting	on	what	
they are learning. It is therefore essential to select 
participants who work directly with employers and 
who have similar levels of experience. Staff with six 
months to three years of job development experience 
will benefit most from the course.

Given the different titles and roles of people who 
perform the job development function, selection is 
not always an easy task. A sample application form 
is provided in this facilitators’ guide to help you 
identify appropriate candidates (see page App:1). 
The application asks job-function questions to help 
determine who works with employers as well as 
demographic questions to clarify the makeup of the 
applicant pool. The curriculum is designed to be 
used with groups that range from 16 to 40 people.



viii  Introduction

Staffing the Course

The Facilitator
The course is led by an experienced facilitator who 
manages the interactive adult learning process. His 
or her expertise lies in managing the process of the 
course, and he or she leads each session and man-
ages the group between sessions. The facilitator does 
not need to have experience in workforce develop-
ment, although knowledge of the field or of employ-
ers is a plus.

Resource Person
Expertise, experience and perspective are brought to 
the course by job development resource people. 
Effective resource people have experience working 
with employers and can bring practical knowledge, 
tips and wisdom to the sessions. Resource people 
have proven track records, years of experience work-
ing with employers, charisma or a strong presence, 
and the ability to listen and respond to participants’ 
concerns, questions and ideas.

This role can be played throughout the course 
by one person or by two or more people who share 
responsibilities across the sessions. Having one con-
sistent person means that he or she can get to know 
participants well and becomes aware of key issues 
the	group	needs	to	address.	On	the	other	hand,	rotat-
ing resource people brings multiple perspectives and 
fresh ideas to the course.

To ensure success, the facilitator and the job 
development resource person should have a clear 
sense of their roles within a particular session.

Some Practical Considerations

Time
The	timing	and	flow	of	each	session	will	depend	on	
many factors, including the number of participants 
in your group, their experience levels and the group 
dynamics. The times cited in the session guides are 
approximate and are meant as rough guidelines. Adapt 
them for your group, and add break times as needed.

Materials
Each session guide details materials you will need 
that are specific to that session. However, some 
general materials should be kept on hand during the 
entire course. These include pens, stickies, markers, 
paper	clips,	colored	paper,	flipcharts	and	stands,	
index cards, masking tape, name badges, scissors and 
table tents.

Evaluating Your Success

Taking the Pulse of the Group
An informal evaluation is a quick and fun way to 
“take the pulse” of the class. It allows you to get a 
sense of how the group feels about the course so you 
can make midpoint corrections if necessary. The 
“taking the pulse survey” can be administered at 
any point you feel you would benefit from feedback 
but should be given at least once in the middle of 
the course. It requires little advance preparation 
and little class time. A sample “taking the pulse” is 
provided on page App:11, along with instructions for 
administering the survey.

Evaluating Participants’ Satisfaction
Taking a formal survey at the close of the course is 
an important way to find out how you did. A sample 
survey	is	provided	on	page	App:13.	Use	this	tool	to	
assess student satisfaction with the course. Make 
sure to dedicate staff time to tabulating the results: 
The information the tabulation provides is helpful in 
modifying and improving the course for the future.
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Some Nuts and Bolts About the Course

Wall of Success Activity
The Wall of Success is a key technique for 
bringing course participants’ daily expe-
rience into the sessions. Course par-
ticipants post self-stick notes on the 
wall to represent either an employer 

contact or a job placement they made 
between sessions. The facilitator then leads the   
	group	to	reflect	on	their	experiences.

The Wall of Success provides a structure for 
reinforcing the key concepts of the course and helps 
participants integrate strategies and skills learned 
during the sessions into their work. It helps the 
facilitator and resource people tailor their assistance, 
as it helps them understand more about the issues 
individual participants face on a daily basis.

The Wall of Success provides room to explore 
different aspects, skills and strategies that the 
course introduces. A successful placement can be 
a springboard for discussion about what went right. 
You might ask, How did you find the employer? Tell us 
about your communications with the employer? How 
has the relationship proceeded? What are you going to 
do next with this employer?

Ask a few volunteers who made contact with 
employers to describe the nature of this contact, 
what goals they had for the communication, how 
the employer responded and what steps they plan to 
take next.

Ask volunteers to share with the group some of 
their recent challenges and successes in maintain-
ing relationships with employers, a process that is 
distinct from forming or building an altogether new 
contact. Ask: What are you doing that is helping to 
maintain your successful relationships with employers? 
Which relationships are encountering stumbling blocks? 
Why? What can you do to get over them?

When an issue comes up about a particular 
employer relationship that is struggling, you could 
ask, What happened? What were the communication 
gaps? How did you feel about the interaction? How do 
they think the employer felt? What can you do with the 
employer to move forward—perhaps acknowledge  
the problem and move on?

You might also use the time to ask why those 
who did not participate did not do so. Ask the fol-
lowing questions: For those of you who did not post 
self-stick notes, why not? How were you directing your 
energies this week? What are the other duties of a job 
developer that take us away from contacting employ-
ers? How do we manage those duties within our time 
constraints?

Craft each Wall of Success session slightly differ-
ently depending on the issues that emerge and the 
key concepts you seek to emphasize.

Facilitating the Sector Research Activities
The course provides two options for sector research 
activities. Each requires somewhat different prepa-
ration efforts and somewhat different facilitation 
methods.

For both options, you must identify the sectors 
to be researched by course participants prior to Core 
Session II by working with labor market specialists. 
If	you	are	implementing	Option	I,	the	Sector	Reports,	
you will need to identify four sectors; if you choose 
Option	II,	the	Sector	Dive,	you	will	need	to	identify	
two sectors.

Guidelines for Facilitating the Sector Reports

The Group Sector Research Projects are formally 
introduced to the class in Core Session II. During this 
session, assign participants to four sector groups. You 
may choose to assign participants to sectors at ran-
dom, in a strategic fashion (i.e., ensuring that people 
from the same working group are not together in a 
sector project group, etc.) or following the method 
outlined in Core Session II.

By and large, expect course participants to 
research their sectors outside of class time. However, 
you may choose to allow some group check-ins dur-
ing class time.

You might want to support the groups out of class 
to ensure quality sector reports. Have each group 
assign a “group liaison,” whose job is to check in 
with you about progress, questions and group needs 
(such as audiovisual requirements for group reports 
or how to make copies of sector report handouts for 
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the class). Check with each group liaison to ensure 
that work is being properly distributed, questions 
are answered and the reports will be of high quality. 
Consider reviewing drafts of the reports (e.g., report 
outlines or PowerPoint presentations) in time to give 
feedback to the groups.

For more details on the introductory activities 
for the sector projects, see Core Session II.

Guidelines for Facilitating the Sector Dive

Critical to the success of the Sector Dive is having 
quality information on hand during class so par-
ticipants can conduct in-depth research in class. If 
technology is available in the classroom, consider 
letting participants go online to conduct some quick 
research on their own. If not, the task will fall to you 
to bring that information to class. Resources to bring 
include Department of Labor information about 
the particular sector in question and local industry 
association publications. Identifying a strong sector 
specialist to participate in these activities will go far 
to close gaps in knowledge about the sectors.
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Working with Employers: Skills and Strategies for Job Development Success
Course at a Glance

 Session Title In this session, participants will:

Orientation
Clarifying Our Expectations:  
An Overview for Participants  
and Supervisors

•	 Be	introduced	to	the	content	of	the	course,	together	with	their	
supervisors.

C
or

e 
Se

ss
io

ns

I
Believing in Ourselves: 
The Services Are What 
Count

•	 Get	to	know	each	other	and	set	expectations	for	the	course.
•	 Learn	tips	for	communicating,	including	how	to	effectively	“pitch”	to	an	

employer.
•	 Identify	the	value	of	their	services	to	employers.

II
Prospecting: Finding the 
Employer That Fits

•	 Learn	how	local	labor-market	information	can	inform	their	prospecting	
strategy.

•	 Focus	on	sector-based	prospecting	approaches.
•	 Explore	ways	to	modify	their	approach	to	prospecting.

III
Making the Match: The Art 
of Making It Click

•	 Practice	presenting	job	seekers	to	employers.
•	 Explore	how	to	provide	quality	services	to	employers.

IV
The Relationship: The 
Basis for Long-Term 
Success

•	 Share	insights	gained	from	interviewing	salespeople.
•	 Learn	effective	approaches	for	communicating	with	employers.
•	 Find	out	how	to	respond	to	difficult	situations	with	employers.

V
Communicating with 
Employers: Putting 
Learning into Practice

•	 Hear	from	employers	about	what	they	want	from	job	developers.
•	 Practice	skills	for	initiating	successful	relationships	with	employers.

VI
The Employer 
Relationship: Taking the 
Long View

•	 Examine	how	the	job	developer-employer	relationship	evolves	over	time.
•	 Articulate	next	steps	for	deepening	their	relationships	with	employers	in	

their	portfolios.
•	 Practice	responding	effectively	to	opportunity.

C
om

pl
em

en
ta

ry
 S

es
si

on
s A

The Job Seeker: Looking 
Below the Surface

•	 Learn	techniques	for	finding	out	what	they	need	to	know	about	job	
seekers	in	order	to	successfully	place	them	in	jobs.

•	 Practice	the	Value-Added	Interview,	which	enables	job	developers	to	
quickly	assess	a	job	seeker’s	readiness.

B
Professional 
Effectiveness: Being the 
Best We Can Be

•	 Think	about	how	their	personal	style	affects	their	effectiveness.
•	 Discover	the	principles	of	time	management.
•	 Examine	recordkeeping	systems	for	improved	effectiveness.

C

Exploring the Environment 
in Which We Work:  
What’s in Our Control and 
What’s Not

•	 Explore	strategies	for	negotiating	relationships	and	managing	priorities	
within	an	organization.

•	 Hear	key	elements	of	the	workforce	policy	environment	and	how	they	
affect	a	job	developer’s	work.

•	 Examine	where	they	have	influence	on	their	work	environment	and	how	to	
use it.

D

Candidates Employers 
Are Hesitant to Hire: 
Strategies for Making  
It Easier

•	 Learn	about	laws	and	strategies	for	placing	job	seekers	whom	employers	
are hesitant to hire.

•	 Develop	skills	and	strategies	for	communicating	with	employers	about	
hard-to-serve	job	seekers.
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Putting It All Together: 
What We’ve Learned and 
What We’ll Do From Here

•	 Review	the	key	lessons	learned	during	the	course.
•	 Articulate	changes	to	their	approach	based	on	the	course	learning.

Part 2

Implementing Our Plans: 
Getting the Support We 
Need to Incorporate the 
Learning

•	 Hear	strategies	for	staying	motivated.
•	 Articulate	ways	to	bring	the	learning	back	to	their	organizations.
•	 Understand	how	their	supervisors	will	support	their	strategies.
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Key Concepts for Job Development Success

At the same time, it is important to acknowl-
edge that having two customers creates different 
“pulls” on job developers’ time, energy and focus, 
and to help them create strategies for coping with 
these different pressures. Because job developers 
are generally not very familiar with the needs of 
employers and may have few colleagues within their 
organizations who work directly with employers, this 
course provides them with the opportunity to expand 
their focus as well as develop skills and strategies to 
become more employer focused.

2. Immerse yourself in the employer’s 
world:  
Get to know their needs.
Getting to know the employer’s world is the 

starting point for job developers. They can position 
themselves and their organization to serve employ-
ers’ needs by learning about what is happening in 
the local labor market, where jobs are opening up, 
what difficulties employers face in finding qualified 
workers, what challenges they have after the hire 
and what issues are particularly important to them. 
With this information, job developers can position 
themselves and their organization to serve employ-
ers’ needs. Job developers also should seek employ-
ers whose needs match the skills their job seekers 
possess. But finding out information about the labor 
market is not always straightforward. Employers post 
“Help Wanted” signs, but research on how employers 
make hires point to a substantial hidden job market. 
It is the job developer’s responsibility to uncover this 
market on behalf of his or her job seekers.

Working with Employers provides 
a structure for introducing key 
concepts that will enhance the 
skills and knowledge of job devel-

opment staff. These concepts are embedded in the 
curriculum: They are introduced and then reinforced 
during the many teachable moments that are struc-
tured into each session. Independent assignments 
are designed to help participants apply the concepts 
in their work lives.

The key concepts are discussed below so the 
facilitator and resource people will have the nec-
essary foundation for conveying central themes 
involved with working with employers. There are 
additional tips and ideas peppered throughout the 
curriculum. Teaching staff should feel free to add 
their own suggestions.

The first three concepts have to do with helping 
job developers reorient their thinking regarding work-
ing with employers; the middle four focus on how to 
develop a relationship with a particular employer; 
and the final four focus on how job developers can 
manage themselves and their organizations.

1. You have two customers:  
Don’t forget the employer.
Central to the curriculum is the notion that job 

developers have two customers: the job seeker and 
the employer. Many job developers—and the orga-
nizations that employ them—have long seen the job 
seeker as their primary customer (the supply side) 
and the employer as a way to meet their primary cus-
tomer’s needs (the demand side). The reality of their 
day-to-day world may support this perception with 
one customer—the job seeker—constantly badgering 
them for attention, and another—the employer—who 
seems to barely have the time or focus to acknowl-
edge them. Some job developers may in fact, at a 
mission or philosophical level, feel like the job seeker 
is their primary customer. Help them see that an 
effective job developer provides high-quality service 
to both job seekers and employers. The course is 
designed to help participants understand that by 
focusing on employer needs, they will be able to 
better assist job seekers. Without happy employers, 
there will be fewer opportunities to offer job seekers.
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Job developers are generally resourceful 
people, and those who are successful see job leads 
everywhere. Throughout the course, cultivate this 
resourcefulness	among	participants.	One	place	
to start is with business journals that point job 
developers toward promising industries or employ-
ers. Successful job developers also participate in 
trade organizations, industry associations and other 
membership-driven associations. Job developers 
can use intermediaries such as the local chamber of 
commerce to get insights from employers in various 
industries. They can use their own networks as well. 
They can also tap their organization’s networks by 
approaching vendors (those who supply the organiza-
tion with coffee, computer services, copy services, 
etc.), board members’ contacts, etc. Encourage job 
developers to establish many different sources of 
information about current conditions in their local 
labor market, to develop an expertise in these condi-
tions, so they can find the employers who are most 
in need of their services.

Some job developers, and their organizations, 
have found that by focusing on one or two sectors 
they can develop a deeper knowledge of all aspects 
of industry—qualifications for particular jobs, hiring 
seasons, training requirements—and thereby serve 
employers and job seekers more effectively. Job 
developers who use a sectoral focus develop deeper 
networks within that sector by attending industry-
association meetings and tracking industry trends. By 
focusing on particular industries, job developers can 
help their organizations customize training and other 
programs to best prepare their candidates for jobs in 
particular industries. Encourage participants to think 
about whether this approach would work for them.

Successful job developers also experiment with 
using a variety of prospecting approaches. They try 
cold-calling, cold canvassing (walking into shops in 
a neighborhood), networking, attending employer 
events, using the Internet, etc. While they try dif-
ferent methods, they also know that the best call is 
a “warm” call—one for which the job developer has 
been referred by a mutual friend or contact. Good job 
developers always ask their existing contacts if they 
have other people whom they think the job devel-
oper should call. A call always gets a good reception 
and is more likely to lead to positive results when it 
starts with “So and so said I should call you.”

Once	job	developers	have	identified	a	specific	
employer with which they want to work, it is impor-
tant that they get to know as much as they can about 
that employer. The Internet has changed employers’ 
expectations about what job applicants and potential 
business partners should know about their business. 
Job developers need to include research on employer 
targets	as	part	of	their	routine.	Opportunities	to	do	
this are built into the curriculum.

3. Make the business case:  
Articulate the value your  
services add.
The course focuses on helping job developers 

make the business case for using the services that 
they—and their organization—can provide employ-
ers. This is often easier said than done! Many things 
can get in the way.

Use a service, not a mission-based, pitch.

For many workforce development organizations, 
talking about their mission is second nature. In talk-
ing to funders, government agencies and job seekers 
themselves, staff often describe the altruistic ser-
vices they provide to people in need. We work with 
women on welfare who are looking to find work that 
can offer them and their children a better chance in life. 
Often	this	means	that	job	developers	use	this	same	
language with employers, describing the mission of 
their organization rather than the services it offers. 
Employers, on the other hand, want to know: “What 
can you do for me?” This does not mean employers 
are not interested in the organization’s mission—at 
some point it might be important and helpful to talk 
about this—but job developers need to emphasize the 
high-quality human resources services employers 
can expect from them.
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Show participants how the following two organi-
zational descriptions can both be accurate but how 
the latter one will likely be viewed much more posi-
tively by an employer:

* Mission statement:
 “Hi, I’m Suzie with Cincinnati Works. We are 

a nonprofit that has been dedicated to serving 
homeless men since 1989. We serve more 
than 300 homeless participants a year. I’m 
calling to help find them jobs.”

versus

* Service statement:  
“Hi, I’m Suzie. I’m with Cincinnati Works. 
During the past year we’ve put 300 people to 
work at companies just like yours. We find 
high-quality, entry-level workers for area 
employers at no fee. I understand that you are 
currently hiring entry-level workers. How’s 
that going?

Throughout the curriculum, guide participants 
to perfect a service statement to ensure that their 
pitch dialogue is based on language that emphasizes 
service. For some, they may be recasting for the first 
time the way their organization is described. Senior 
staff and board members may describe the organiza-
tion differently. It may feel awkward, even decep-
tive, to some job developers. Throughout the course 
it is important to help them see that they are in fact 
emphasizing different aspects of what their organiza-
tion does. While some of this is just language, it is 
also important to acknowledge that offering services 
to employers can represent a shift in mind-set—both 
theirs and their organizations—and can result in 
changes in the way they do business. At a minimum, 
it may mean reworking marketing materials. The 
supervisors’ sessions are occasions for the facilitator 
to talk about this shift in focus and help supervisors 
support their job developers in this area.

Use business language.

Every business has its own jargon—a useful, quick 
way for insiders to communicate effectively. 
Understandably,	job	developers	who	are	steeped	
in nonprofit language use words such as life skills, 
barriers to employment and socio-economic sta-

tus. Help job developers to rid themselves of this 
language and to use terms that make sense in the 
employer’s industry.

Talk services, not candidates.

It is easy for job developers to focus on the great 
candidates they have available at a particular 
moment. When the basis for a relationship with 
an employer is the candidate, both parties feel 
the relationship is in peril when a candidate fails. 
By emphasizing to employers the services they 
can offer—screening, bulk résumé submissions, 
etc.—rather than simply the participants they can 
deliver, job developers can focus on something they 
can control and that will be of high value (their 
services), instead of something that is difficult to 
control and may have limitations (specific job seek-
ers). In fact, successful job developers use their 
relationship and the positive services that come 
with it as their most powerful selling point.

4. Get employers talking:  
A pitch is a dialogue.
As any good salesperson will tell you, getting 

the customer to talk about his or her needs—before 
you start talking about the product you are selling—
is the first important step in making a sale. Too 
often, job developers think they need to deliver a 
convincing monologue to employers about their 
organization and all the great candidates they can 
refer when, in fact, their goal should be to get 
potential customers talking about their human 
resources needs so they can see if they match what 
their organization has to offer.

Opening	this	kind	of	dialogue	is	a	process	of	
asking the right questions, listening to what the 
employer says and making the right connections. 
Job developers can promote this type of communica-
tion by asking open-ended questions and encourag-
ing the employer to talk. By doing research about 
the employer before calling, the job developer can 
prepare specific questions that will get the employer 
talking. I see you have just opened new branches in 
Brooklyn. How’s hiring for those branches going? By 
asking an employer to talk about his or her current 
recruitment and hiring procedures, the job developer 
has a basis for pitching services. So how many hours 
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would you say it takes to recruit for a position? Great, 
well, I think we can cut that time in half if you recruit 
through me. By asking about some of the frustration 
that results once positions have been filled, the job 
developer can talk about the support services his or 
her organization offers after the hire. So I see retention 
in that position is just as big an issue as recruitment. 
We do offer our referrals support—help with child care, 
that kind of thing—once they are hired. We can also talk 
about how else we could work together on that issue. 
Getting the employer to talk about his needs and 
positioning the organization as an alternative way 
to meet those needs is much more effective than 
simply pitching the idea: If you hire through me, I can 
save you time and money.

Throughout the course it’s important for job 
developers to practice ways to get employers talk-
ing about their needs and ways to respond to these 
needs. This is the technique that is at the heart of 
their sales “pitch.” In fact, throughout the course the 
facilitator needs to help the job developer recast  
the meaning behind the word “pitch”: Pitching is 
less about saying the right words that will result in 
a home run and more about having a catch. The job 
developer tosses the ball, and the employer tosses 
it back. This “pitch” aims for a win/win situation in 
which everyone has the opportunity to listen, learn 
and respond.

5. Get real:  
Set expectations you  
can meet.
Setting realistic expectations is critical for 

both job developers and employers. From a job 
developer’s point of view, it helps to build his or her 
confidence, which in turn helps him or her present 
more effectively. From the employer’s perspective, 
it helps him or her to appreciate the value of the job 
developer’s services by enabling a comparison of 
those services with the imperfect reality he or she 
regularly faces.

How does setting expectations affect a job devel-
oper’s confidence? Some job developers may feel 
overwhelmed by what they see as a daunting task: 
to sell their job seekers—many who may have spotty 

work histories and limited skills—to seemingly 
all-powerful employers. They often feel like they 
are asking for a favor and, no matter what words 
they use, they do not communicate the confidence 
that is essential for success. Helping job developers 
establish realistic expectations—with the employer 
and themselves—is a critical way to build confidence. 
Job developers often compare their candidates with 
the perfect ones employers may describe or job 
developers may imagine! By getting an employer to 
talk about the applicant pool with which he or she 
currently works, a job developer may well discover 
that the employer typically receives résumés from 
people with patchy work histories, limited skills 
and minimal education, particularly for low-wage or 
low-skill jobs. In this case, his or her own candidates 
are competitive and, in fact, the job developer adds 
value by screening those job seekers before he or 
she sends them to the employer. This is a service the 
employer does not get when he or she runs an ad or 
hires “off the street”—methods that likely result in a 
lower interview-to-hire ratio. Identifying and valuing 
their services will help job developers see that their 
relationship with an employer is based on two equals 
working together to meet a mutual set of needs.

Setting expectations also establishes a firm 
foundation for the relationship from the employer’s 
perspective. Sometimes candidates do not show up 
for interviews, or they miss the second day of work. 
These things happen to employers on a regular 
basis, whether or not they use placement services. 
When a job developer asks an employer about the 
mishaps and frustrations that normally occur during 
the hiring process, he or she helps the employer set 
a realistic baseline against which to judge the job 
developer’s services. Suggest that participants ask 
probing questions in their initial conversations with 
employers, such as: “When you schedule interviews, 
how often do you face situations in which the 
candidates do not arrive at the interview?” “What 
percentages of your new hires work out?” “Why?” 
“Why not?” “What is your retention record for this 
position?” By verbalizing that the retention rate is 
low or that frequently interviewees never show up, 
the employer acknowledges that these issues are 
part of the hiring process. Such an acknowledgment 
helps the employer recognize that he or she might 
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benefit from a job developer’s services and also helps 
avoid unrealistically high expectations for the future.

For both parties, setting expectations upfront 
sets an honest foundation for the relationship. It also 
establishes realistic benchmarks against which to 
judge the partnership.

6. Get through the ups and downs:  
Keep employers talking.
Once	an	employer	is	on	board,	the	key	to	retain-

ing a strong relationship is two satisfied customers: 
The job seeker has found a place he or she loves to 
work, and the employer has someone who meets 
his or her needs. This match between an employer’s 
needs and a job seeker’s interest and strengths is the 
first step toward a long-term successful relationship.

But we all know that despite job developers’ 
best efforts, sometimes matches do not work. A 
job seeker will fail to show up for an interview; a 
newly hired worker will be late on day three of the 
job. These incidents happen to every job developer. 
Too often, job developers feel embarrassed and 
demoralized after such mishaps and think the 
relationship with the employer is ruined. There are, 
in fact, strategies for moving beyond such events. 
The ability to move past such experiences and on 
to a more productive relationship with employers 
is at the heart of every job developer’s success. 
Encourage job developers to view their relation-
ships with employers as long term: They grow—as 
relationships always do—through ups and downs. 
When problems happen, they are part of the natural 
work process. Job developers and employers can 
move through problems and, in some cases, use 
them to strengthen the relationship. Many activities 
built into the curriculum aim to help job developers 
develop the communications skills essential to mov-
ing beyond the inevitable challenges that will crop 
up during a relationship with an employer.

When something has gone wrong, the first essen-
tial step for job developers is to pick up the phone 
and talk. Help job developers see that acknowledg-
ing the problem and expressing sympathy for the 
inconvenience (and sometimes apologizing) are the 

first essential steps. Experienced job developers—
and customer service people in general—develop a 
sense for how much a customer needs to vent. Then 
the groundwork job developers have laid in setting 
realistic expectations can come into play. If a referral 
did not show up or came late and was fired, a job 
developer can respond by saying something like, “I 
am sorry Paula didn’t work out. I know this is a very 
inconvenient time for you to lose a cashier. I remember 
you saying how frustrating it is to you when this hap-
pens. But that’s just what I’m here for—to help fill slots 
when these problems do arise. I have a couple of other 
people I think might be a nice fit with this job. May I 
send these replacement candidates down to meet you on 
Friday?” If a referral turned out not to have the skills 
for the job, the job developer can suggest, “I see why 
Janet isn’t working out. Now I have a better sense of the 
kind of employee you are seeking for this position. Now 
I can recruit for you better. Let me take another look 
at my candidate pool to see if I can get you someone 
more suitable.” If job developers don’t have other 
candidates to send, help them think about reaching 
out to find candidates from other job developers in 
their organization or in their network. If all this fails, 
encourage job developers to give it some time, to 
keep an eye on hiring at that company and, if they 
have a great candidate, encourage them to pick up 
the phone again. It’s worth a shot. The employer 
might have been having a bad day during the previ-
ous call. He or she might have experienced similar 
problems with job seekers the job developer did not 
refer. Convey to job developers that all relationships 
experience rough patches, and good job developers 
do not shy away when a placement goes bad but, 
rather, use the experience to clarify expectations, 
build trust and improve communication with their 
employer partner.

While it is important to keep an employer talk-
ing when a relationship is or can be fruitful, it is 
also important for job developers to know when to 
quit. Deciding when to quit and when to invest in an 
employer relationship is not easy. What makes the 
problem more difficult is that employers—actually 
people in general—do not always communicate 
directly. For example, if an employer keeps asking 
for new candidates for a job and never chooses  
one for hire; or if an employer will not say exactly 
what the job entails in terms of qualifications, salary 
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and duties, the employer might in fact be saying—in 
his or her own way—that he or she does not want to 
work with the job developer or the organization. In 
other cases, an employer might hire lots of people, 
but wages are low and the employer’s employees 
rarely get increases, leading people to quit. The job 
developer may be measured on job retention or just 
not	feel	good	about	referring	people	there.	On	the	
other hand, getting a job with the employer might 
be a good way for some job seekers to get some basic 
work experience that they can use to get a better job. 
Job developers must weigh the pros and cons and 
decide where it is best to invest their time. They may 
need to focus on jobs that will lead to placement and 
retention and recognize that other avenues are more 
likely to produce them. Knowing when to quit and 
when to invest in a relationship is part of the art of 
being a job developer.

Also encourage job developers to acknowledge 
successes. As with any relationship, it is easy to talk 
only when things go wrong. Encourage participants 
to remind employers of their joint success. For 
example, job developers can send acknowledgment 
cards (e.g., “Congratulations on hiring 10 Cincinnati 
Works graduates”), host employer award events or 
send press releases to the employers’ trade journals.

7. Involve employers in the organization:  
It’s a win/win situation.
Once	trust	in	a	working	relationship	is	estab-

lished, engaging employers in the organization’s 
activities can be an effective way to deepen the 
relationship. There are many methods of involv-
ing employers in the workings of the program. 
Employers can mentor, do mock interviews, be job 
shadowed, participate in an advisory board, give 
input into training curricula, provide training or 
serve as guest speakers at training events, to name a 
few ideas. Encourage participants to provide employ-
ers with a menu of options that respect the different 
levels of commitment they might want to make. 
Remind them that some may turn them down; not 
all employers will want an increased level of involve-
ment. Some may remain a great source of jobs, how-
ever, and that is great!

For employers who are willing and enthusiastic, 
greater involvement in the organization’s programs 
can enrich the employer and the organization’s joint 
work. Employer involvement can offer a continu-
ous feedback loop from employer to job developer 
and employer to participant. By having employers 
involved in the program, staff and candidates can 
continually learn what employers expect and what 
new skills are required on the job.

Employers might want to become involved in an 
organization for a variety of reasons: because they 
value the employees they’ve hired, because they 
want to give back to the community, because they 
have a mutually respectful relationship with the job 
developer and his or her organization or because 
they see the value to their organization of such 
involvement (“You mean I can get the first look at 
your graduating class?”).

Asking job developers to bring employers into 
the organization may mean asking them to shift their 
mind-set from thinking of employers as the “other” 
to thinking of them as part of “us.” It means bringing 
employers from the other side of the table around to 
their own side. Steer your participants to think about 
how involving employers in the workings of the 
organization might improve the relationship as well 
as the program.

Making employers part of the woodwork 
requires more than just job developer commitment. 
It requires the buy-in of senior management and all 
staff. Therefore, your task as course facilitator is to 
explore—not only with participants, but also with 
their supervisors in the sessions designed for them.

8. Making the match:  
Understand both customers’ needs.
The goal of the course is to increase job  

developers’ attention to employers. However, a job 
developer’s skill in assessing job seekers and match-
ing them with employers’ needs is a key element 
in his or her success. This involves not only under-
standing job seekers’ specific interests and abilities 
but also any circumstances that might make an 
employer hesitant to hire them. A spotty work his-



Introduction xix

tory, a conviction or arrest, a disability and their wel-
fare status are all issues that a job developer needs to 
understand from the job seeker’s and the employer’s 
perspectives. Job developers need to understand 
the basics of the hiring process and details such as 
which industries are not allowed to hire people with 
criminal records. They also must be able to present 
job seekers to employers (and vice versa) in a way 
that helps employers see the potential of a good hire. 
Job developers also need to develop skills that allow 
them to help job seekers adjust their expectations, 
make smart choices about their options and find 
solutions when things go wrong. Several complemen-
tary sessions as well as activities throughout the core 
sessions are aimed at giving participants techniques 
and tools to strengthen their skills in this area.

9. It’s your performance  
that counts:  
Understand your goals.
In addition to serving employers and job seekers, 

job developers have yet a third set of stakeholders to 
whom they must respond—their organization and its 
funders.

Job development organizations that are funded 
by public dollars frequently work in a performance-
based environment; they are paid for services based 
on the number and type of jobs they help job seekers 
find. Increasingly contracts also pay based on the 
number of job seekers who stay employed for 60, 
90	or	180	days,	and,	in	some	cases,	for	a	year.	Often	
these contractual goals are translated by managers 
into monthly performance goals for job developers. 
In some cases, job developers may be the only staff 
members who have such concrete performance 
criteria. It is essential that job developers reach these 
goals for their organization to maintain financial 
stability. This puts job developers under enormous 
pressure. Even for those job developers who thrive 
in this environment, understanding these contrac-
tual obligations in addition to their monthly goals 
can help them work more effectively. For example, 
working—on both the job seeker and the employer 
sides—with the goal of long-term employment reten-
tion will likely lead to very different actions than 

focusing on immediate employment. The course 
offers opportunities for job developers to gain insight 
into how these contracts work and the employment 
policy that defines their professional field.

10. You are a bridge to the employer’s 
world:  
Communicate to colleagues what 
you find.
Job developers also serve as a bridge from the 

organization to employers. They represent the face 
of their organization and the job seeker to employers 
and in turn communicate with colleagues within 
the	organization	about	employers’	needs.	Other	staff	
members may be focused on the quality of training 
or may be responsible for case management for job 
seekers. These differing roles can sometime result 
in	tension.	Often	job	developers	are	seen	as	the	
gatekeepers of contacts that can lead to employment 
for	clients.	Other	staff—even	supervisors—may	have	
the interests of the job seeker—a single-customer 
focus—in mind. This can lead to job developers 
seemingly standing between a job seeker and a job. 
The job seeker’s case manager, for example, might 
want to give his or her client a chance at a particular 
job, whereas the job developer is concerned about 
whether the job seeker can really meet the employ-
er’s needs. These tensions are inevitable. Encourage 
participants to acknowledge and talk about them 
with their colleagues and understand that by sharing 
on a regular basis what they discover about indi-
vidual employers can help other staff to understand 
the dual-customer approach. The course’s supervisor 
sessions give job developers’ managers the chance to 
think and talk about the practical implications of a 
dual-customer focus.

11. You are unique:  
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Cultivate the style that  
works for you.
Some might argue that good job developers 

are born, not made. There certainly are specific 
characteristics—tenacity, the ability to perform 
under pressure—without which it would be difficult 
to be an effective job developer. But there is nothing 
formulaic in their success. Job developers come in 
all different shapes and sizes. In fact, some manag-
ers would argue that they are the most idiosyncratic 
members of their staff and that, despite some general 
guidelines on what makes an effective job developer, 
each one brings his or her own style and sensibili-
ties to the task. Two job developers may deal with 
the same situation quite differently, just as two 
employers may do so; therefore, helping participants 
become aware of their unique style—including their 
strengths and weaknesses—is another important 
aspect of the course. Celebrate the differences in 
the group, and encourage each job developer to 
cultivate their own unique style by identifying what 
works and does not work for him or her as well as to 
get feedback from his or her fellow job developers. 
Several sessions provide the chance for them to talk 
with seasoned job developers. Meeting other job 
developers and enjoying their collegiality, as well as 
their knowledge and skills, creates an opportunity 
for job developers to retool and regenerate.
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Clarifying Our Expectations:  
An Overview for Participants and Supervisors

OrientatiOn

Brief Description:

P Goals:

 By the end of this session, the participants will be able to:

•	 Articulate	the	goals	and	structure	of	the	course,	the	topics	that	will	be	covered	and	
specific ground rules.

•	 Identify	a	plan	to	ensure	that	course	participants	are	sufficiently	supported	by	their	
supervisors and bring the course learning back to their organization.

P Activities:  
(2 hours total)

Elevator Pitch,  
Role-Play (30 min.)

Supervisors and participants role-play an encounter  
between an employer and a job developer as a way to 
experience some of the issues that will be explored  
during the course. 

Why We Are Here,  
Small Group Discussion (20 min.)

Participants and supervisors learn more about each other 
and why they are interested in the course. 

Course Overview,  
Mini-Lecture (20 min.)

The lead facilitator gives a mini-lecture about the  
course, and supervisors and participants ask any questions 
they have.

Getting Support/Giving Support, 
Supervisor/Participant Groups (30 min.)

Participants and supervisors discuss in separate groups the 
support that participants might need during the course.

Supervisor/Job Developer Dialogue, 
Pairs (20 min.)

Participants discuss with their supervisor ways to support 
the participant’s learning and help turn new ideas into 
action. 

P What you will need:

For	Course	Overview:
Blank index cards.
Orientation	packet	of	course	information,	including	the	Course	at	a	Glance	handout,	

Job Development Essentials, and Working with Employers: The Workbook.

For Getting Support/Giving Support:
Flipchart paper to record group responses.
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Elevator Pitch, Role-Play: (30	min.)

 Context: Welcome the supervisors and job developers. Share how the course is 
designed to help participants improve their skills in working with employers. Explain 
that this orientation is intended to provide supervisors with an overview of the major 
course topics. State that a partnership between supervisor and job developer is essen-
tial for success because the supervisors will need to allow job developers’ time to 
attend the course and will need to work with them to ensure that the job developers 
incorporate what they learn in their workplaces.

 Convey that they will learn more about the course content later, but that first you 
would like them to experience the feel of the course: how it draws on participants’ 
experiences, encourages group learning and is fun, too!

 Activity: Tell the group they will role-play an encounter between an employer and a 
job developer. Tell them you have two key tips for communicating with employers:

•	 Communicate	in	business	language.

•	 Focus	on	the	value	your	services	can	provide	to	the	employer.

Ask course participants and supervisors to:

•	 Pair	off	with	someone	in	the	room	whom	they	do	not	know.	They	should	not	pair	
with their supervisor or employee.

•	 Choose	one	person	to	play	a	job	developer	and	the	other	an	employer.

•	 Imagine	they	are	on	the	ground	floor	of	the	tallest	building	in	the	city,	about	to	
get	on	an	elevator	to	the	top	floor.	Imagine	that	the	job	developer	overhears	the	
employer finishing a cell-phone call in which he or she says, “I can’t believe we lost 
another person in that position. Why can’t we find people who stick?”

•	 Role-play	an	exchange	in	which	the	job	developer	has	the	employer	“captive”	for	
60	seconds	while	the	elevator	heads	for	the	top	floor—an	opportunity	to	explore	a	
potential new relationship.

•	 When	the	elevator	arrives	at	the	sixtieth	floor,	ask	them	to	discuss	with	their	partner	
what worked well and what did not.

•	 Repeat	the	exercise,	reversing	roles.

t Debrief: Reconvene the large group. Ask:

•	 When	you	were	playing	an	employer,	what	did	the	job	developer	do	to	get	your	
interest in his or her organization?

•	 When	you	were	playing	a	job	developer,	what	were	the	results	of	your	conversation	
(e.g., I got his card, we set a time to talk further, etc.)? What came easily? What barri-
ers did you encounter?
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End the activity by saying that you hope they gained a sense of how the course will be 
taught, as well as some of the issues that will be explored.

Why We Are Here, Small Group Discussion: (20	min.)

 Context: Explain that you would like participants to get to know fellow attendees; ask 
them to say why they are here and what they hope to get out of the course. State that 
while there is not enough time to meet everyone, the next activity will offer a chance 
to at least meet some fellow participants.

 Activity: Break up into small groups of about six people. Ask individuals to:

•	 Think	about	why	they	signed	up,	or,	for	supervisors,	why	they	signed	up	their	job	
developers.

•	 Share	with	their	small	group	the	following	information:

1. Their name and organization.

2. What they hope to get out of the course or that their employee will get out of the 
course and why these things are important.

t Debrief: Reconvene the large group. Invite a few volunteers to share their answers.

Course Overview, Mini-Lecture: (20	min.)

 Context: Tell course participants and supervisors that you want to share what they can 
expect to learn during the course.

 Activity: Pass out index cards. Ask individuals to:

•	 Think	of	two	questions	they	have	about	the	course.

•	 Write	their	questions	on	the	index	cards.

Provide a mini-lecture about the course, using the following documents from the orien-
tation packet as a reference:

•	 Course	at	a	Glance	(with	calendar	dates)	

•	 Job Development Essentials, the course textbook

•	 Working with Employers: The Workbook

Review the following points:

•	 Summary	of	the	sessions	of	the	course

•	 Expectations	for	participants
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•	 Expectations	for	supervisor	participation

•	 Homework	expectations

•	 Group	sector	reports	(if	you	choose	option	one	of	the	sector	research	projects)

•	 Lateness	and	absentee	policy

•	 Other	logistics	and	ground	rules

Where appropriate, tie your comments about course objectives to the topics attendees 
raised earlier.

Explain that supervisors will receive regular updates about the course so they can dis-
cuss it with participants.

t Debrief: Tell individuals to look at the index cards on which they had written ques-
tions. Ask them if their questions have been answered. Invite those with unanswered 
questions to ask them now.

Thank people for their questions, and let them know whom they may contact if they 
have further questions.

Getting Support/Giving Support, Supervisor/Participant Groups: (30	min.)

 Context: Talk about the importance of supervisors and job developers working 
together to integrate ideas and skills in the workplace.

 Activity: Break participants into small groups (six people). Groups should be made up 
of supervisors or job developers.

Ask job developer groups to discuss:

•	 What	kinds	of	support	will	we	need	to	participate	in	this	course?

•	 How	can	we	work	with	supervisors	to	keep	them	abreast	of	what	we	are	learning?

Supervisor groups should discuss the following questions:

•	 What	kinds	of	support	can	we	provide	job	developers	as	they	participate	in	this	
course?

•	 How	can	we	as	supervisors	help	ensure	job	developers	put	their	ideas	and	skills	into	
action?
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t Debrief: Reconvene the large group. Ask a few volunteers—supervisors and job devel-
opers—to	share	what	they	discussed.	Record	responses	on	flipchart	paper.

Facilitate a discussion by asking:

•	 What	stood	out	for	you	as	you	heard	each	group	report?

•	 What	seem	to	be	some	of	the	critical	ways	job	developers	and	supervisors	can	work	
together to get the most out of this course?

Supervisor/Job Developer Dialogue, Pairs: (20	min.)

 Context: Tell participants they will now have an opportunity to talk with their own 
supervisor or employee about how to ensure that the course learning really makes a 
difference in their organization.

 Activity: Ask supervisors to find their employees and pair up with them.

If some participants are not accompanied by a supervisor, match them up with another 
person who does not have a partner.

Ask supervisors to share:

•	 How	they	can	support	the	job	developer	during	the	course.

Ask participants to share:

•	 How	they	can	bring	the	course	learning	back	to	their	organization.

Ask pairs to discuss:

•	 How	they	can	best	work	together.

t Debrief: Reconvene the large group. Invite a few volunteers to share how their job 
developer/supervisor pair is going to work together.

Close by saying that today’s conversation is just the beginning of what you hope will 
become an ongoing dialogue sparked by the learning from the course. Remind supervi-
sors that they will get regular email updates.

Invite the host-organization representative to thank everyone for attending, review final 
registration requirements and remind participants about the date for the first session.
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COre SeSSiOn I

Believing in Ourselves: The Services Are What Count

Brief Description:

P Goals:

 By the end of this session, the participants will be able to:

•	 List	at	least	three	tips	for	communicating	with	employers.

•	 Articulate	the	benefit	and	value	of	their	services	to	employers.

P Activities:  
(3 hours total)

High Points and Challenges of  
Job Development,  
Story Share (30 min.)

Participants network and share stories about the high points 
and challenges of being a job developer.

Introductions,  
Round Robin (30 min.)

Each participant introduces him- or herself to the group.

Course Overview,  
Mini-Lecture (10 min.)

The lead facilitator provides an overview of the course.

Communicating with Employers: 
A Pitch Is a Dialogue,
Mini-Lecture (20 min.)

The lecturer shares the fundamentals of developing a 
winning pitch.

Articulating the Value of  
Our Services,  
Small Group Discussion (40 min.)

Participants take an inventory of the services they offer and 
the benefit of those services to employers.

Communicating with Employers,
Role-Play Triads (50 min.)

Using	role-play,	participants	practice	their	pitches	to	
employers and gain feedback on those pitches from their 
peers.

P What you will need:

For High Points and Challenges of Job Development:
Prepare	two	flipcharts,	one	titled	“High	Points”	and	the	other	titled	“Challenges.”

For Communicating with Employers:
Choose three of the five scenarios provided in the curriculum. Choose companies 
that	most	closely	reflect	your	local	labor	market.	Have	role-play	cards	ready	for	 
distribution to role-play triads.
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COre SeSSiOn I

Believing in Ourselves: The Services Are What Count

High Points and Challenges of Job Development, Story Share:  (30	min.)

	 Context: Tell participants they will get to know each other through a fun activity. 
Remind them that the workbook contains all the materials they will need throughout 
the course and that they will need to bring it to each session.

	 Activity: Ask individuals to note on page 6 of their workbook two stories:

•	 A	high	point	or	success	story	involving	either	an	employer	or	a	job	seeker.

•	 A	time	they	faced	a	challenge.

 Ask participants to:

•	 Stand	up	and	find	a	person	in	the	room	whom	they	have	never	met.

•	 Introduce	themselves	and	shake	hands.

•	 Share	a	high	point	or	success	story	with	their	partner.

•	 After	five	minutes,	invite	participants	to	find	another	partner,	this	time	sharing	a	
challenge they faced.

••	After a few rounds, ask participants to return to their seats. Facilitate a discussion, 
recording	responses	on	one	of	two	pieces	of	flipchart	paper,	one	titled	“High	Points”	
and the other titled “Challenges.”

 Invite a couple of participants to share a success story. Afterward, ask:

•	 What’s	rewarding	about	our	work	as	job	developers?

•	 Why	do	we	do	what	we	do?

 Ask a few volunteers to share some of the challenges they’ve encountered. After a few 
participants do so, ask:

•	 What	are	some	of	the	common	challenges	we	face?

•	 What	do	you	hope	to	learn	that	might	help	you	deal	with	these	challenges?

t Debrief: Summarize by highlighting what a fulfilling profession job development can 
be,	as	reflected	in	the	stories.	Talk	about	how	the	job	is	also	challenging.	Mention	how	
they will need to cherish the high points during the challenging moments.
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Introductions, Round Robin:	 (30	min.)

 Context: Tell participants that everyone will now have an opportunity to introduce 
themselves to the class.

 Activity: Ask each participant to share:

•	 Their	name.

•	 The	organization	they	represent.

•	 A	sentence	or	two	about	their	organization.

t Debrief:  Explain that this is the first of many opportunities to get to know each other.

Course Overview, Mini-Lecture: 	(10	min.)

 Context: Tell participants you will share a road map for the journey ahead.

 Activity:	Use	the	“challenges”	flipchart	developed	in	the	story	share	segment	of	the	day	
as a springboard to discuss what they can expect (particularly if participants were not 
able to attend their orientation). Refer to the Course at a Glance on page xi of the facili-
tator’s guide and The Job Development Code on page 3 of the workbook to review the 
key concepts that will be covered and how and when they will be woven in.

 The presentation should cover:

•	 The	participant	workbook,	including	how	it	is	set	up,	and	key	items	like	the	Course	
at a Glance.

•	 The	importance	of	doing	the	independent	assignments.

•	 The	group	sector	reports	(if	they	will	be	assigned	as	an	out-of-class	research	project).

•	 Logistical	items,	such	as	whom	should	be	contacted	in	the	event	of	an	absence.

t Debrief: Entertain questions from the group.

Communicating with Employers, Mini-Lecture:  (20	min.)

 Context: Segue to the mini-lecture by saying that, in the next segments, the group will 
discuss identifying and communicating the value in the services they offer.

 Activity: Tell participants to turn to Get Employers Talking: A Pitch Is a Dialogue on 
page 6 of their workbook. Invite the job developer resource person to share his or her 
experiences communicating with employers, drawing from this exercise.

t Debrief: Have the job developer resource person host a question-and-answer session.
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Articulating the Value of Our Services, Small Group Discussion:  (40	min.)

 Context: Ask participants to:

Think about a time when they were less than confident about the services they offer. 
Allow time for a few participants to share stories.

Talk about how having confidence in the value of their services helps job developers 
communicate more effectively with employers. Emphasize the importance of assessing 
the value, in money, time, effort or other currency, of each employer service that a job 
developer offers. Invite participants to turn to Make the Business Case on page 7 in the 
workbook and explain the matrix. Tell them they will use this page to determine the 
concrete value of their own employer services.

 Activity: Ask participants to individually:

•	 Read	through	the	column	titled	Your	Service	and	check	the	services	that	their	orga-
nization provides.

•	 At	the	bottom	of	that	column,	list	any	additional	services	their	organization	provides.

 In small groups, ask participants to discuss each service and the benefit or value that 
an employer might gain from this service. Ask them to talk about:

•	 Why	is	this	service	helpful	to	an	employer?

•	 What	is	the	value,	in	money,	time,	effort	or	other	currency	that	this	service	offers	to	
employers? (Some people might find it easier to think of a particular employer and 
how that employer might value the services.)

As they meet, ask them to make notes that summarize their discussion in the column 
marked Benefit or Value to Employers. They may use the top row as an example.

t Debrief: Ask:

•	 What	was	easy	about	this	exercise?

•	 What	was	difficult?

•	 How	did	this	discussion	make	you	think	about	your	services	in	a	new	way?
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Communicating with Employers, Role-Play Triads: 	(50	min.)

 Context: Explain that they are about to practice communicating the value of their ser-
vices in a role-playing activity.

 Activity: Break participants up into groups of three.

 Ask each group member to choose a role to play: job developer, employer or observer.

•	 Those	playing	the	role	of	job developer should be given a particular scenario 
described in the Scenarios for Job Developers handout (see page Han:3). Tell these 
participants to play themselves, representing their real organization. Remind them 
to think about Articulate the Value Your Services Add on page 7 of their workbook 
and the job developer resource person’s advice on communicating with employers.

•	 Those	playing	the	role	of	employer should receive the appropriate scenario in the 
Scenarios for Employers (page Han:1). Tell these participants to think of one of their 
own employers to help them play the role.

•	 Those	playing	the	role	of	observer should be alerted to Practice Makes Perfect! on 
page 8 of their workbook. This sheet serves as a guide for observers’ comments as 
they watch the role-play. Ask them to listen and provide feedback on the interaction, 
with a particular focus on how the job developer incorporates the guidelines for 
communicating with employers discussed in the previous mini-lecture.

•	 When	the	role-plays	are	finished,	ask	the	observers	to	share	their	feedback	with	 
their group.

•	 Have	participants	rotate	roles	until	each	person	in	the	group	has	had	a	chance	to	be	
the job developer. Hand out new “scenarios” each time so they are role-playing dif-
ferent cases.

t Debrief: Reconvene participants into a large group. Ask a few volunteers to respond to 
the following questions:

•	 Which	tips	from	the	mini-lecture	were	you	able	to	incorporate?	Which	were	easy	to	
incorporate? Which were difficult?

•	 How	did	you	incorporate	the	thinking	behind	Articulate	the	Value	Your	Services	Add	
in your role-plays?

•	 What	did	you	learn	from	this	session?

Tell participants they will return repeatedly to the topic of communicating and pre-
senting their services to employers. Many of the communication challenges will be 
addressed in future sessions, and participants will have many opportunities to enhance 
their ability to communicate with employers.
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Independent Work Reminder

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.

•	 Look	ahead	to	Learning	About	Sales	Techniques	on	page	26	of	their	workbooks.	
Encourage participants to set up interviews with a salesperson so they will have 
time to complete them by Core Session IV.
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COre SeSSiOn II

Prospecting: Finding the Employer That Fits

Brief Description:

P	 Goals:

By the end of this session, the participants will be able to:

•	 Understand	how	local	labor-market	information	can	inform	their	prospecting	strategy.

•	 State	at	least	two	benefits	of	a	sector-based	prospecting	approach.

•	 Articulate	ways	they	will	modify	their	approach	to	prospecting.

P	 Activities: 
(3 hours total)

Wall of Success 
(20 min.)

Participants share successes and challenges from the past week.

Reading the Business Pages,  
Working Group Discussion (20 min.)

Participants review local business journals and discuss what 
is happening in particular sectors.

Prospecting Tips,  
Large Group Networking (20 min.)

Participants network to find helpful sources of leads.

Prospecting,  
Panel (60 min.)

A local labor-market expert speaks about labor-market 
trends, and a job developer panelist speaks about where to 
uncover leads and how to prospect.

Sector Focus,  
Option 1 or 2 (45 min.)

Option	1:	Sector	Report,	Small Group Formation: The lead 
facilitator orients participants to the sector group projects. 
Participants form research groups and develop guidelines for 
working together.

Option	2:	Sector	Dive,	Panel: panelists share their 
experiences with sector-based approaches.

Examining Our Prospecting 
Strategies,  
Individual Reflection  
and Working Groups (15 min.)

Participants examine their prospecting strategies by 
identifying current strengths and determining potential 
modifications. 

P	 What you will need:

For Wall of Success: Poster and self-stick notes.

For Sector Reports: Flipchart listing the five tasks for groups to complete.

For Working Groups: Local business journals or business news sections.
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COre SeSSiOn II

  Independent Work Due This Session

Remind participants that they will draw from the assigned readings, as well as their work in 
the Get Ready! portion of their workbook.

Wall of Success (20	min.) 

 Context: Introduce the concept of the “Wall of Success.” (See page ix for more on the 
Wall of Success). Tell them one of the goals of the course is to share and get feedback 
on the challenges they face. During the next sessions, they will incorporate their work 
experiences into the discussions. The Wall of Success is an opportunity to focus their 
discussions each time the course meets.

 Activity:	Give	participants	time	to	reflect	on	their	recent	successes	and	challenges	by	
filling out the Wall of Success on page 13 of their workbook.

 Pass out self-stick notes. Ask participants who made placements in the past week to 
write the following information on a note:

•	 A	job	seeker	they	placed.

•	 The	name	or	type	of	job.

•	 Next	steps.

 Ask participants who have made contact with an employer to write on a note:

•	 The	employer.

•	 A	summary	of	what	happened.

•	 Next	steps.

Ask participants to tape their self-stick notes to the Wall of Success poster on the wall.

t Debrief: Probe the issues that emerge, following the Wall of Success guidelines on  
page ix.

Prospecting: Finding the Employer That Fits
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Reading the Business Pages, Working Group Discussion: (20	min.)

 Context: Place a variety of local business journals on each working group table. Tell 
participants they will focus on prospecting. To start, they will review local business 
journals for information that can help them understand employers’ needs.

 Activity: Ask individuals to review the journals, noting on All the News That’s Fit to 
Print on page 15 of their workbook:

•	 What	promising	trends	are	emerging?

•	 Which	industries	seem	to	be	growing?	Which	are	shrinking?

•	 What	new	businesses	are	coming	into	the	area?	Which	are	leaving?

•	 Are	there	any	new	laws	or	regulations	that	might	affect	jobs	for	our	clients?

Invite groups to discuss what they’ve learned from the journals.

t Debrief: Reconvene the large group. Ask:

•	 What	did	your	groups	discover?	How	might	these	discoveries	affect	your	prospecting	
strategy?

Prospecting Tips, Large Group Networking: (20	min.)

 Context: Take this opportunity to practice networking.

 Activity: Invite participants to:

•	 Think	of	their	most	productive	sources	of	leads.

•	 Find	a	partner	and	share	a	lead.

•	 Repeat	this	exchange	with	various	partners.

t Debrief: Have participants return to their chairs. Ask:

•	 How	do	you	find	new	jobs?

•	 What	were	some	useful	sources	you	learned?

Prospecting, Panel: (60	min.)

 Context: Introduce the local labor-market specialist, as well as the job developer 
resource person.

 Activity: Invite panelists to share how they prospect for jobs, get leads and use the 
Internet as a resource. Invite the labor-market specialist to discuss what is happening 
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in the labor market in terms of growing and shrinking sectors, specific employers who 
are expanding or relocating, etc.

t Debrief: Invite questions and answers after each speaker. Facilitate a wrap-up discus-
sion, asking the following questions:

•	 What	resonated	with	you?

•	 Which	techniques	or	approaches	are	you	interested	in	trying?

•	 What	did	you	learn	about	the	changing	labor	market?	How	will	it	influence	how	you	
look for jobs?

Point out the prospecting resource on page 16 of the workbook.

Option 1: Sector Reports, Small Group Formation: (45	min.)

 Context: Tell participants they will learn about the group project and begin to work on 
it together.

See page ix for more details on the sector reports. Explain that they will investigate 
four different sectors that were identified using information about the local labor mar-
ket. The goal of the research is to get to know each sector so they can more effectively 
understand employer needs.

Tell participants to turn to Targeting Your Research: The Sector Approach on page 15 
of their workbook. Review some of the questions on that page, explaining that they 
should serve as a general guide for their research. They should aim to give a fabulous 
report to fellow participants.

 Activity: Put	up	a	flipchart	for	each	of	the	four	designated	sectors.	Ask	participants	to	
break into groups according to which sector interests them. Tell them they will discuss 
their approach to the project.

 Ask groups to complete five tasks:

1. Identify tasks that must be completed. These may include attending networking 
events and gathering key information, conducting labor-market research into sector 
trends, meeting with key sector contacts, coordinating meetings, taking notes, com-
piling the report and making a presentation.
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2. Ask each participant to share the personal strengths and limitations that he or she 
brings to the project.

3. Assign a project role to each group member, taking into account his or her strengths 
and weaknesses as discussed above.

4. Develop group guidelines for working together (how they will communicate, how 
often they will check in, etc.), and write them on newsprint.

5. Identify the next steps.

t Debrief: Ask a few individuals to share what kinds of roles, guidelines and next steps 
their group adopted. Point out that participants should consider implementing ideas 
they like for use in their own group.

Field any further questions about the reports and how groups will work together.

Option 2: Sector Dive, Panel: (45	min.)

 Context: Tell participants that a promising way to approach prospecting is to focus on 
a particular sector. Many organizations have used this approach with great success. Job 
developers who focus on a particular sector are able to develop deep networks within 
that sector by going to industry-association meetings and by asking existing clients for 
names of similar businesses.

 Activity: Speakers should share their experience with a sector-based approach, touch-
ing on the following points:

•	 How	the	sector	was	identified.

•	 How	the	sector	was	first	approached.

•	 How	they	developed	deeper	ties	with	the	sector.

•	 What	they	as	job	developers,	and	their	organizations	as	a	whole,	did	to	customize	
their approach to this sector.

•	 How	the	sector	approach	has	benefited	their	organizations	in	terms	of	placement	
and retention.

t Debrief: Have the speakers host a question-and-answer session. To help participants 
focus their prospecting efforts, tell them they will explore more about particular sec-
tors throughout the course.
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Key Concepts

 This is an opportunity to reinforce:

 Key Concept #2: Immerse yourself in the employer’s world: Get to know their needs.

Examining Our Prospecting Strategies, (15	min.) 
Individual Reflection and Working Groups:

 Context: Tell	participants	they	will	now	reflect	on	the	insights	they	have	gained	into	
prospecting and how these insights could be incorporated into their strategies.

 Activity: Ask participants to think about the following questions and jot down their 
responses in Prospecting for Employer Customers on page 16 of their workbook.

•	 What	prospecting	strategies	are	working	for	you?

•	 Based	on	what	you	learned,	what	changes	will	you	make	to	your	strategy?

Ask participants to share their responses with their working groups.

t Debrief: Invite a few representatives to share the changes they are considering.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.
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COre SeSSiOn III

Brief Description:

P Goals:

By the end of this session, participants will be able to:

•	 Articulate	ways	to	present	job	seekers	to	employers.

•	 List	techniques	for	providing	quality	services	to	employers.

P Activities: 
(3 hours total)

Wall of Success
(20 min.)

Participants share successes and challenges from the past 
week.

Values Voting,  
Large Group Walk-About (40 min.)

Participants respond to controversial statements about 
job development by standing under posters ranging from 
“strongly agree” to “strongly disagree.” Participants discuss 
how	their	perceptions	influence	their	approaches	to	their	
dual customers.

Making the Match,  
Large Group Discussion (20 min.)

Participants discuss the reading from Job Development 
Essentials on making the match.

Making the Match, 
Role-Play Pairs (50 min.)

In pairs, participants practice presenting a person from their 
case load to an “employer.”

Providing Services to Employers,
Gallery Walk (50 min.)

In small groups, participants move to stations around the 
room representing different services that job developers and 
their organizations provide to employers. At each station, 
small groups record tips, recommendations or principles on 
how to provide those services.

P What you will need:

For Wall of Success:
Poster and self-stick notes.

For Values Voting:
Four posters, each with one of the following statements on it: Strongly Agree, Agree, 
Disagree or Strongly Disagree.

For Making the Match:
Blank cards.

Continued on next page.

Making the Match: The Art of Making It Click
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For Providing Services to Employers:

Five	sheets	of	flipchart	paper,	each	with	one	of	the	following	phrases	written	on	it:
•	 Refining	Job	Descriptions	and	Reviewing	Résumés
•	 Prescreening	Candidates	and	Scheduling	Interviews
•	 Job	Coaching	and	Troubleshooting	Once	Employees	Have	Started	Jobs
•	 Finding	Replacement	Candidates
•	 Being	a	General	Business	Resource	to	Employers,	Including	Brokering	

Resources
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COre SeSSiOn III

 Making the Match: The Art of Making It Click

  Independent Work Due This Session

Remind participants that they will draw from the assigned readings, as well as their work in 
the Get Ready! portion of their workbook.

Wall of Success (20	min.)

 Context: Tell participants the session will begin with the Wall of Success, a discus-
sion of the past week’s successes and challenges. (See page ix for more on the Wall of 
Success.)

 Activity:	Give	participants	time	to	reflect	on	their	recent	experiences	by	filling	out	the	
Wall of Success on page 21 of their workbook.

 Pass out self-stick notes. Ask participants who made placements in the past week to 
write the following information on a note:

•	 A	job	seeker	they	placed.

•	 The	name	or	type	of	job.

•	 Next	steps.

 Ask participants who have made contact with an employer to write on a note:

•	 The	employer.

•	 A	summary	of	what	happened.

•	 Next	steps.

 Ask participants to tape their self-stick notes to the Wall of Success poster on the wall.

t Debrief: Probe the issues that emerge, following the Wall of Success guidelines on  
page ix.
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Values Voting, Large Group Walk-About: (40	min.)

 Context: Explain that they will explore how assumptions and perceptions are a part of 
communicating with employers and job seekers. This segment will start with partici-
pants engaging in an interactive exercise designed to examine their perceptions and 
attitudes.

 Mention that emotions may run high during the next exercise and that participants 
should bear in mind that everyone is entitled to his or her own point of view. The goal 
is to achieve an understanding of these varying perspectives.

 Activity: Point out the posters throughout the room: Strongly Agree, Agree, Disagree 
and Strongly Disagree. Invite participants to stand up. Read the following statements, 
and invite participants to move to the poster that best describes how they feel about 
each statement:

•	 It’s	okay	to	exaggerate	the	strengths	of	a	job	seeker	to	an	employer	in	order	to	help	
him or her get a job.

•	 It’s	okay	to	exaggerate	the	positive	aspects	of	a	job	to	a	job	seeker	to	encourage	him	
or her to finally land a job.

•	 Most	employers	only	care	about	their	profit,	not	the	workers	who	help	them	make	it.

•	 The	employer	is	the	number	one	customer.

 After reading each statement, ask a couple of representatives by each poster to share 
why they chose the position they chose.

 Repeat the exercise with each statement.

t Debrief: Reconvene the large group at their seats. Point out that part of making the 
match is balancing the push/pull between their dual customers: employers and job 
seekers. While there are no right answers to the statements presented, they illustrate 
that job developers must do a great deal of balancing between these dual customers 
and	that	their	own	perceptions	influence	that	balancing	act	to	a	significant	degree.

Making the Match, Large Group Discussion: (20	min.)

 Context: Tell participants they will discuss:

•	 Chapter	6,	“Making	the	Match,”	pages	65-74	of	Job Development Essentials.

•	 Finding	the	Right	Employers	to	Make	a	Match:	Building	On	What’s	Working	on	page	
20 of their workbooks.

•	 Issues	pertaining	to	making	a	match	with	an	employer.

•	 How	part	of	making	the	match	means	having	a	pool	of	employers	suited	to	their	job	
seekers and services.



COre SeSSiOn III | Making the Match: The Art of Making It Click Ses3:5

 Activity: Ask:

•	 What	in	the	reading	stood	out	for	you	in	terms	of	making	a	match	with	an	employer?

•	 Which	guidelines	or	tips	sounded	helpful	to	you?	Why?

•	 How	might	you	complement	your	portfolio	of	employer	customers	so	you	can	have	
more options for good matches?

t Debrief: As you facilitate the discussion, interject points from the readings that the 
participants don’t cover.

 This is an opportunity to reinforce:

 Key Concept #8:	Making	the	match:	Understand	both	customers’	needs.

Making the Match, Role-Play Pairs: (50	min.)

 Context: Tell participants that in the next exercise they will practice presenting job 
seekers to employers.

 Activity: Distribute one blank card to each participant. Ask participants to:

•	 Think	of	a	job	seeker	from	their	caseload.

•	 Think	of	an	employer	from	their	portfolio	that	has	the	kind	of	jobs	that	would	be	appro-
priate for that job seeker and with whom they have already developed a relationship.

•	 Briefly	write	a	description	of	that	employer	and	the	corresponding	job	on	the	blank	
card.

•	 Review	tips	from	Prepping	the	Players	on	page	23	of	their	workbook.

•	 Find	someone	they	have	not	yet	worked	with.

•	 Exchange	and	read	each	other’s	cards.

•	 Choose	one	scenario	to	role-play	first,	with	one	partner	playing	him-	or	herself	(the	
job developer) and the other playing the employer.

•	 Role-play	an	interaction	in	which	the	job	developer	presents	the	person	from	his	or	
her caseload to the employer. (It should be assumed that the job developer and the 
employer have an existing relationship.)

•	 Share	feedback	at	the	close	of	the	role-play.

•	 Reverse	roles	and	repeat	the	exercise.
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t Debrief: Reconvene the large group. Ask:

•	 When	you	were	playing	the	“employer,”	would	you	have	hired	the	candidate	you	
heard about? Why? Why not?

•	 When	you	were	playing	the	job	developer,	which	parts	of	the	conversation	came	
easily? Which were challenging? Was it hard to talk about the “unwelcome surprises” 
and how they might be compensated for?

Providing Services to Employers, Gallery Walk: (50	min.)

 Context: Ask participants to look back to Make the Business Case on page 7 of their 
workbooks. Remind them that the services they provide offer concrete benefits to 
employers.

 As they think about “providing services,” encourage them to think about the array of 
services job developers broker on behalf of their organizations, not just the services 
that they personally provide.

 Activity:	Call	participants’	attention	to	the	flipchart	pages	posted	in	“stations”	around	
the	room.	Each	flipchart	page	should	have	one	of	the	following	titles	written	on	it:

•	 Refining	Job	Descriptions	and	Reviewing	Résumés

•	 PreScreening	Candidates	and	Scheduling	Interviews

•	 Job	Coaching	and	Troubleshooting	Once	Employees	Have	Started	Jobs

•	 Finding	Replacement	Candidates

•	 Being	a	General	Business	Resource	to	Employers,	including	Brokering	Resources	
(This can include resources such as tax credits and providing human resources 
services for the employer, i.e., helping job seekers access transitional benefits, child 
care, etc.)

 Divide participants into five small groups, one per station. Tell each group to:

•	 Go	to	one	of	the	stations.

•	 Discuss	the	service	written	on	the	flipchart	page.	Then	write	their	two	or	three	most	
important tips, recommendations or principles to best provide this service.

•	 Rotate	to	the	next	station.	Add	items	that	previous	groups	have	not	already	written.

•	 Continue	rotating	to	the	various	stations.

t Debrief: Invite participants to return to their seats. Have the job developer resource 
person	move	to	each	station	and	use	the	flipchart	lists	as	a	springboard	for	discussing	
his or her experience.
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Key Concepts

This is an opportunity to reinforce: 

 Key Concept #3: Make the business case: Articulate the value your services add.

	 Other	points	to	emphasize:

•	 Employers	become	repeat	customers	if	the	services	they	receive	are	responsive	to	
their needs.

•	 Job	developers	can	use	“tricks”	to	ensure	a	smooth	experience	for	the	employer.	For	
example, he or she can reserve interview times with the employer ahead of time but 
confirm specific interviewees’ names the day of the interview to ensure that the job 
seekers will in fact show up.

•	 A	job	order	can	be	a	potential	relationship-building	step,	even	if	the	job	developer	
has no candidates to send in response. For example, the job developer can call the 
employer to thank him or her for the order, clarify any needs and promise to screen 
for appropriate candidates in the future.

•	 If	a	written	job	description	would	be	useful	for	both	parties,	a	job	developer	can	
write one and fax it to the employer for feedback.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.
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COre SeSSiOn IV

The Relationship: The Basis for Long-Term Success

Brief Description:

P	 Goals:

 By the end of this session, the participants will be able to:

•	 List	at	least	one	new	tip	on	how	to	be	an	effective	salesperson.

•	 Describe	at	least	two	effective	approaches	for	communicating	with	employers.

•	 Respond	productively	to	difficult	situations	with	employers.

P	 Activities: 
(3 hours total)

Wall of Success 
(20 min.)

Participants share successes and challenges from the past 
week.

Sharing Our Sales Tips,  
Working Groups (45 min.)

Small groups summarize their salesperson interviews on 
banners.

Cultural Barriers to Communication, 
Mini-Lecture (10 min.)

The facilitator shares findings on communications between 
for-profits and nonprofits.

Communicating with Employers: 
Getting Your Foot in the Door,  
Mini-Lecture (20 min.)

The resource person shares tips on initiating contacts with 
employers of various-size companies.

Stump the Pro,  
Reenactments (45 min.)

Participants share situations in which they have been 
“stumped” and see how an expert would have responded.

Sector Focus,  
Option 1 or 2 (40 min.)

Option	1:	Sector	Reports,	Group Presentations: Sector groups 
one and two present their research findings.
 
Option	2:	Sector	Dive,	Small Groups: Small groups research 
particular sectors.

P	 What you will need:

For Wall of Success:
Poster and self-stick notes.

For	Sharing	Our	Sales	Tips:
Four to eight brightly colored “banners” cut from large poster board.

For Sector Group Reports:

•	 PowerPoint	or	other	presentation	technology	for	sector	group	report	(optional).

•	 Copies	of	sector	group	report	handouts	(optional).
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COre SeSSiOn IV

 The Relationship: The Basis for Long-Term Success

  Independent Work Due This Session

Remind participants that they will draw from the assigned readings, as well as their work in 
the Get Ready! portion of their workbook.

Wall of Success  (20	min.)

 Context: Tell participants the session will begin with the Wall of Success, a discussion of 
the past week’s successes and challenges. (See page ix for more on the Wall of Success.)

 Activity:	Give	participants	time	to	reflect	on	their	recent	experiences	by	filling	out	the	
Wall of Success on page 27 of their workbook.

 Pass out self-stick notes. Ask participants who made placements in the past week to 
write the following information on a note:

•	 A	job	seeker	they	placed.

•	 The	name	or	type	of	job.

•	 Next	steps.

 Ask participants who have made contact with an employer to write on a note:

•	 The	employer.

•	 A	summary	of	what	happened.

•	 Next	steps.

 Ask participants to tape their self-stick notes to the Wall of Success poster on the wall.

t Debrief: Probe the issues that emerge, following the Wall of Success guidelines on  
page ix.
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 Sharing Our Sales Tips, Working Groups:  		(45	min.)

 Context: Tell participants they will share the wisdom they gained from interviewing 
salespeople.

 Activity: Have participants:

•	 Review	their	notes	from	Learning	About	Sales	Techniques	on	page	26	of	their	work-
book, particularly their entries on the two most important insights from the interview.

•	 Designate	a	scribe,	whose	job	is	to	record	the	insights	on	a	group	banner	(which	can	
look	like	a	blank	baseball	flag)	or	newsprint,	which	will	later	be	posted	on	the	wall.

•	 Share	their	insights	from	the	interviews	with	their	group.

•	 Post	each	group’s	banner	on	the	wall.

t Debrief: Reconvene the large group. Have a spokesperson from each group summarize 
the	wisdom	captured	on	his	or	her	group’s	banner.	Use	the	presentations	to	reinforce	
key concepts of the course.

Cultural Barriers to Communication, Mini-Lecture: (10	min.)

 Context: Tell course participants that they are now going to hear some different per-
spectives on the topic of communicating with employers. First, they will hear a brief 
presentation on “traveling in the business world.” Next, they will hear tips from the job 
developer resource person for communicating with employers.

 Activity: Give a brief mini-lecture on communication within the for-profit world. 
The content may draw from your own experience, or you may draw from an article 
titled “Hidden Agendas: Stereotypes and Cultural Barriers to Corporate-Community 
Partnerships” by Laufer, Green, Isaac. For the full article, published in 2004, visit  
www.lgicommunications.com. For a synopsis of relevant points from the article,  
see below:

 Traveling in the business world:

 The business world has a different culture than that of the nonprofit world. 
Approach these differences as you would when you travel, “with respect and with-
out judgment.”

 Styles differ in corporate versus nonprofit culture. Business executives:

•	 Want	to	be	“pitched,”	not	“educated.”

•	 Expect	things	to	run	on	time	and	efficiently.

•	 Value	winning	(it’s	a	win/win!),	not	“equality.”

•	 Prefer	concise	language.
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•	 Expect	you	to	learn	their	language,	not	vice	versa.

	 •	 Want	to	hear	why	the	opportunity	is	good	for	business.

 Steps for communicating better with businesses:

•	 Lead	with	the	business	case—follow	with	the	benefit	to	the	community.

•	 Learn	to	speak	the	language	of	business—avoid	jargon,	know	financial	terms	and	
don’t alienate!

•	 Shorten	communications—hone	your	elevator	speech,	and	set	goals	for	each	 
communication.

•	 Do	your	homework—learn	the	needs	of	the	business.

•	 Focus	on	outcomes,	not	process—keep	high-level	executives	of	corporations	
involved only when they are needed for decision-making.

•	 Adapting	doesn’t	make	you	a	“sellout”—follow	business	etiquette.

t Debrief: Ask:

•	 When	have	you	noticed	stylistic	differences	in	the	for-profit	world?

•	 What	makes	employers	say,	“Yes,	I	understand	you?”

•	 How	do	you	think	perceptions	or	cultural	differences	color	your	interactions	with	
employers?

•	 What	could	you	do	to	change	your	own	or	employers’	perceptions?

Key Concepts

 This is an opportunity to reinforce:

 Key Concept #2: Immerse yourself in the employer’s world: Get to know its needs.

 Key Concept #3: Make the business case: Articulate the value your services add.

Communicating with Employers: Getting Your Foot in the Door (20	min.) 
Mini-Lecture: 

 Context: Next, invite the job developer resource person to give a brief talk on sales 
techniques.

 Activity: This discussion will cover:

•	 How	to	get	your	foot	in	the	door;

•	 Laying	the	groundwork	for	a	trusting	relationship	with	employers;	and

•	 Penetrating	larger	companies,	as	well	as	working	with	individual	decision-makers.
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 For key points pertaining to large companies, invite participants to turn to Working 
with Large Corporations on page 29 of their workbook.

t Debrief: After the lecture, ask:

•	 What	struck	you	as	useful	as	you	heard	the	comments	by	the	job	developer	resource	
person?

Key Concepts

 This is an opportunity to reinforce:

 Key Concept #4: Get employers talking: A pitch is a dialogue.

 Key Concept #5: Get real: Set expectations you can meet.

 Key Concept #6: Keep employers talking through the ups and downs.

Stump the Pro, Reenactments: (45	min.)

 Context: Point out that hearing about a theory is one thing, but watching it in practice 
is another. Inform participants that they will now have the opportunity to stump the 
pro (job developer resource person) to see how he or she handles challenging commu-
nications with employers.

 Activity:

•	 Ask	individuals	to	note	in	Stump	the	Pro	on	page	30	of	their	workbooks	a	situation	
with an employer they wish they could have handled better.

•	 Have	a	volunteer	describe	his	or	her	mishandled	communication	situation	to	the	
group.

•	 Have	the	job	developer	resource	person	and	the	volunteer	reenact	the	situation.	The	
volunteer should play the employer, and the job developer resource person should 
play him- or herself. The job developer resource person should demonstrate how he 
or she would have handled the exchange.

•	 Repeat	this	exercise.

t Debrief: Ask:

•	 What	resonated	with	you	as	you	listened	to	this	exercise?

•	 What	did	you	hear	that	you’d	like	to	try	yourself?

•	 What	did	you	hear	that	you	think	will	be	easy	to	adopt?

•	 What	did	you	hear	that	might	be	challenging	to	adopt?
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Option 1: Sector Report, Group Presentations: (40	min.)

 Context: Tell participants they will now hear from sector groups one and two formed 
during Core Session II.

 Activity: Invite each sector group to present its findings. Allow each group 10 minutes 
to present, then 10 minutes to field questions.

t Debrief: Ask a few volunteers to share the opportunities or challenges in each sector 
they heard as they listened to the presentations. Ask which sectors look promising (or 
not) for their candidates. Why?

Option 2: Sector Dive, Small Groups: (40	min.)

 Context: Tell participants they will turn back to the topic of prospecting. Remind them 
that job developers must continuously prospect on some level or another. Tell them 
they will delve into a particular sector to see where opportunities might lie.

 Review the following questions they may want to explore as they research their sector:

•	 What	are	the	demand	occupations	within	this	sector?

•	 What	are	the	skill	requirements	for	these	occupations?

•	 Where	are	the	opportunities	for	growth	within	this	sector?

•	 What	opportunities	exist	for	your	clients	within	this	sector?

•	 What	are	the	“red	flags”	within	the	sector	(i.e.,	dead-end	jobs)?

•	 Which	are	the	major	employers	in	this	sector?	Which	are	the	medium	and	small	
employers in this sector?

•	 What	are	some	ways	to	screen	quality	partners	within	this	sector?

 Activity:

•	 Divide	the	room	into	small	groups.

•	 Distribute	sector	research	materials	to	each	group.

•	 Instruct	the	groups	to	research	the	materials,	looking	for	answers	to	the	above	
research questions.

•	 Have	the	sector	resource	person	roam	the	room,	coaching	groups	as	they	conduct	
their research.



Ses4:8 COre SeSSiOn IV | The Relationship: The Basis for Long-Term Success

t Debrief: Ask the group:

•	 What	did	you	discover	about	this	sector?

•	 What	more	do	you	want	to	know	about	this	sector?

 Have the resource person answer questions that arise about the sector and fill in gaps 
in knowledge that the research materials may not have covered.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.
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COre SeSSiOn V

 Communicating with Employers: 
 Putting Learning into Practice

Brief Description:

P Goals:

 By the end of this session, the participants will be able to:

•	 Discuss	what	employers	want	from	job	developers.

•	 Articulate	specific	ways	to	improve	their	“pitch”	to	employers.

P Activities: 
(3 hours total)

Wall of Success 
(20 min.)

Participants share successes and challenges from the past 
week.

Communicating with Employers: 
Review,   
Mini-Lecture (10 min.)

The facilitator reviews key principles for communicating 
with employers.

Communicating with Employers,  
Role-Play Pairs (15 min.)

Partners take turns practicing a one-minute initial call to an 
employer and exchanging feedback.

Employer Share, 
Panel (45 min.)

Employers discuss their successful and unsuccessful 
interactions with job developers, what made them so and 
what employers want from employment and placement 
agencies.

Communicating with Employers,  
Pitch Clinic (75 min.)

In small groups headed by an employer, each participant 
role-plays an initial call to the employer. The employer 
offers feedback about each call. A couple of volunteers 
practice a more in-depth meeting with the employer in front 
of the small group. After each role-play, the employer gives 
feedback.

Employer Panel and Clinic Debrief,  
Large Group Discussion (15 min.)

Participants share what they learned from the employer 
panel and pitch clinic.

P What you will need:

For Wall of Success:
Poster and self-stick notes.
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s  Independent Work Due This Session

Remind participants that they will draw from their work in the Get Ready! portion of their 
workbook.

Wall of Success (20	min.)

 Context: Tell participants the session will begin with the Wall of Success, a discussion 
of the past week’s successes and challenges. (See page ix for more on the  
Wall of Success.)

 Activity:	Give	participants	time	to	reflect	on	their	recent	experiences	by	filling	out	the	
Wall of Success on page 36 of their workbook.

 Pass out self-stick notes. Ask participants who made placements in the past week to 
write the following information on a note:

•	 A	job	seeker	they	placed.

•	 The	name	or	type	of	job.

•	 Next	steps.

 Ask participants who have made contact with an employer to write on a note:

•	 The	employer.

•	 A	summary	of	what	happened.

•	 Next	steps.

 Ask participants to tape their self-stick notes to the Wall of Success poster on the wall.

t Debrief: Probe the issues that emerge, following the Wall of Success guidelines on  
page ix.

COre SeSSiOn V

Communicating with Employers:  
Putting Learning into Practice
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Communicating with Employers: Review, Mini-Lecture: (10	min.)

 Context: Explain that, before employers arrive, they will review some of the key 
points about communicating with employers.

 Activity:	Offer	a	lecture,	following	The	Pitch:	Building	on	Your	Foundation	on	page	37	
of the workbook. Weave in the key concepts and additional knowledge points.

t Debrief: Tell participants to keep the points discussed in the lecture in mind as they 
practice their pitches during the employer clinic.

Key Concepts

 This is an opportunity to reinforce:

 Key Concept #4: Get employers talking: A pitch is a dialogue.

 Key Concept #5: Get real: Set expectations you can meet.

 Key Concept #6: Get through the ups and downs: Keep employers talking.

Communicating with Employers, Role-Play Pairs: (15	min.)

 Context: Tell participants they will now have time to prepare and practice a “pitch” 
with a fellow participant. Later in the session, they will practice with a real employer.

 Activity: Ask participants to:

•	 Break	up	into	pairs.

•	 Assign	one	person	in	the	pair	to	play	the	role	of	an	employer	while	the	other	repre-
sents him- or herself.

•	 Conduct	a	role-play:	The	job	developer	should	present	his	or	her	“pitch”	to	the	
“employer” partner in a 60-second phone call.

•	 Share	feedback	with	each	other.

•	 Switch	roles,	and	repeat	the	exercise.

t Debrief:	Ask	participants	to	reflect	on	which	aspects	of	their	pitches	worked	well,	
which didn’t and how they might modify the pitches when presenting to employers 
later in the session.
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Employer Share, Panel: (45	min.)

 Context: Tell participants that in this next segment, employer guests will discuss what 
they look for when working with job developers.

 Activity: Introduce each speaker, and ask each to share something about his or her 
experiences dealing with job developers.

 Engage the panelists in a conversation, “talk-show-style.” Ask them:

•	 Tell	us	about	your	successes	in	working	with	job	developers.	What	made	them	suc-
cessful?

•	 What	about	unsuccessful	experiences?	What	made	them	so?

•	 What	kinds	of	services	do	you	want	job	developers	to	provide?

•	 Why	do	you	work	with	employment	and	placement	organizations?

t Debrief: Invite participants to ask questions. Afterward, ask participants:

•	 What	information	from	the	panel	resonated	with	you?

•	 What	did	you	hear	about	that	you	would	like	to	incorporate	in	your	work?

Communicating with Employers, Pitch Clinic: (75	min.)

 Context: Tell participants they will have an opportunity to get direct feedback from 
these employers.

 Activity: Divide participants into as many small groups as you have employers. Assign 
one employer to each group.

 Tell participants they should practice making an initial call to the employer—giving 
their one-minute “pitch.” Employers will represent themselves. To simulate a phone 
call, invite the employer to sit with his or her back to the group. Encourage group 
members to start each call with the “ring-ring” sound of a telephone to help get every-
one in character. Tell group members to each take a turn engaging the employer in 
conversation. After each person in the small group calls the employer, the employer 
should provide feedback.

 If time allows, invite volunteers in each group to practice a more in-depth “meeting” 
with the employer in front of the small group. They should pretend they are in a meet-
ing to explore a potential partnership, rather than on the phone for an introductory 
call. After each role-play, the employer should give feedback to the small group.

t Debrief: Thank employers for their contributions.
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Employer Panel and Clinic Debrief, Large Group Discussion: (15	min.)

 Context: Tell	participants	they	will	have	time	to	reflect	on	what	they	learned.

 Activity: Lead the large group in a discussion by asking:

•	 What	stands	out	in	your	mind	about	the	panel	or	pitch	clinic?

•	 What	was	difficult	about	practicing	your	pitch	to	the	employer?

•	 What	came	easily?	Why?

•	 What	are	you	still	struggling	with?

•	 What	did	you	hear	today	that	you	will	incorporate	in	your	work?

t Debrief: Ask participants to try to incorporate the lessons they learned today in their 
conversations with employers in the coming week.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.
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COre SeSSiOn VI

The Employer Relationship: Taking the Long View

Brief Description:

P	 Goals:

 By the end of this session, participants will be able to:

•	 Articulate	how	the	job	developer-employer	relationship	evolves	over	time.

•	 Describe	next	steps	for	deepening	their	relationships	with	specific	employers	in	
their portfolios.

•	 List	at	least	one	way	to	effectively	respond	to	opportunity.

P	 Activities: 
(3 hours total)

Wall of Success 
(20 min.)

Participants share successes and challenges from the past week.

Deepening the Relationship,  
Mini-Lecture (15 min.)

The facilitator discusses strategies for bringing employer 
relationships from “the potential relationship” level to the 
“advocate relationship” level.

Job Developer/Employer 
Partnerships,  
Panel (50 min.)

Panelists, made up of job developer-employer pairs, share their 
perspectives on how their relationship evolved over time, what 
challenges the relationship faced and how they overcame the 
challenges.

Rating My Relationships and 
Allocating My Time, 
Personal Reflection (15 min.)

Participants	reflect	on	their	own	employer	relationships	and	
develop strategies for deepening them.

When Opportunity Knocks,  
Case Study (30 min.)

Participants respond as a case study evolves, then discuss their 
choices.

Sector Focus,
Option 1 or 2 (50 min.)

Option	1:	Sector	Reports,	Group Presentations: Sector groups three 
and four present their research findings.
 
Option	2:	Sector	Dive,	Small Groups: Groups research particular 
sectors.

P	 What you will need:

For Wall of Success:
Poster and self-stick notes.

For	When	Opportunity	Knocks:
Have	case	study	and	“news	flashes”	produced	for	distribution	to	small	groups.

Continued on next page.
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Sector Group Report: 
•	 PowerPoint	or	other	presentation	technology	for	sector	group	report	(optional). 
•	 Copies	of	sector	group	report	handouts	(optional).
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s  Independent Work Due This Session

Remind participants that they will draw from the assigned readings, as well as their work in 
the Get Ready! portion of their workbook.

Wall of Success (20	min.)

 Context: Tell participants the session will begin with the Wall of Success, a discus-
sion of the past week’s successes and challenges. (See page ix for more on the Wall of 
Success.)

 Activity:	Give	participants	time	to	reflect	on	their	recent	experiences	by	filling	out	the	
Wall of Success on page 42 of their workbook.

 Pass out self-stick notes. Ask participants who made placements in the past week to 
write the following information on a note:

•	 A	job	seeker	they	placed.

•	 The	name	or	type	of	job.

•	 Next	steps.

 Ask participants who have made contact with an employer to write on a note:

•	 The	employer.

•	 A	summary	of	what	happened.

•	 Next	steps.

 Ask participants to tape their self-stick notes to the Wall of Success poster on the wall.

t Debrief: Probe the issues that emerge, following the Wall of Success guidelines on  
page ix.

COre SeSSiOn VI

The Employer Relationship: Taking the Long View
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Deepening the Relationship, Mini-Lecture: (15	min.)

 Context: Delve into employers’ involvement in participants’ programs by asking:

•	 How	are	employers	currently	involved	in	your	programs?

•	 How	would	you	describe	the	relationships	you	have	with	employers?	Would	you	use	
the word “customer”? “Resource”? “Partner”? Another term?

 Activity:	Use	How	Would	I	Rate	My	Employer	Relationships?	on	page	44	of	the	work-
book as a springboard for a lecture on various levels of employer partnerships and 
ways organizations can involve employers.

t Debrief: Facilitate a discussion on the topic by asking:

•	 How	can	involving	employers	help	your	program	achieve	its	goals?

•	 How	are	employers	involved	now?

•	 What	other	ways	can	employers	become	more	involved?

•	 What	are	some	things	that	might	stop	you	from	involving	employers	in	the	program	
(a fear of them “seeing our dirty laundry,” concern that they might not want to hire 
job seekers once they see the “remedial” training they undergo, etc.)?

•	 How	can	you	overcome	these	concerns?

Key Concepts

 This is an opportunity to reinforce:

 Key Concept #7: Involve employers in the organization: It’s a win/win situation.

Job Developer/Employer Partnerships, Panel: (50	min.)

 Context: Tell participants they will learn from speakers who have formed successful 
partnerships how these partnerships evolved. Introduce the panelists, explaining that 
they represent both sides of the partnership equation—the employer perspective and 
the job developer perspective.

 Activity: Ask the panelists to describe how their partnerships began and have evolved. 
After all the panelists have spoken, engage them in a conversation “talk-show style” by 
asking:

•	 Why	did	you	want	to	develop	a	relationship	with	a	job	developer	(or	employer)?

•	 How	would	you	describe	the	relationship?

•	 How	has	it	changed	over	time?

•	 What	challenges	have	come	up	in	the	relationship?
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•	 How	did	the	two	parties	overcome	those	challenges?

•	 How	has	the	relationship	benefited	you	personally?

•	 How	has	it	benefited	your	company/organization?

 Invite questions from the audience.

 Invite participants to seek advice from the panelists on developing their own partner-
ships.

t Debrief: Thank the panelists.

 Engage the group members in a large group conversation about what they learned.

•	 What	insights	did	you	gain?

•	 How	might	you	apply	these	insights	to	your	employer	relationships?

Key Concepts

 This is an opportunity to reinforce:

 Key Concept #6: Get through the ups and downs: Keep employers talking.

 Key Concept #7: Involve employers in the organization: It’s a win/win situation.

Rating My Relationships and Allocating My Time, Personal Reflection: (15	min.)

 Context: Turn the conversation back to the levels of partnership, particularly if the 
employer panelists did not delve into this.

 Activity: Invite participants to fill out How Would I Rate my Employer Relationships? 
on page 44 of the workbook and Moving Employer Relationships to the Next Level on 
page 45. Also ask them to review Knowing When to Quit and When to Invest on page 
40 of their workbook.

t Debrief: Ask a few participants to share their thoughts as they completed the work-
sheets:

•	 What	are	some	of	the	relationships	you	have	in	each	of	the	boxes	on	the	worksheet?

•	 What	steps	will	you	take	to	move	employers	to	the	next	level?

•	 On	which	relationships	will	you	be	spending	less	time?	Why?

 Emphasize that this last question is key because it’s important to know when to quit or 
when it’s time to focus on a more fruitful connection.
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When Opportunity Knocks, Case Study: (30	min.)

 Context: Explain that part of building and maintaining relationships with employers  
is being strategic when opportunity knocks, no matter what barriers inevitably fall in 
the way.

 Activity: In small groups, have participants read the case-study handout on page  
Han:7 (“the job developer and her agency” and “the employer” sections).

	 Distribute	the	news	flashes,	one	at	a	time.	Allow	time	after	each	for	groups	to	decide	
how they would respond.

t Debrief: Ask:

•	 How	did	you	respond?

•	 What	made	you	respond	the	way	you	did?

 Share how the real Glenda actually responded by reading the “what really happened” 
section of the case study on page Han: 9. Ask:

•	 What	do	you	think	about	Glenda’s	choices?

•	 What	are	the	pros	and	cons	of	her	moves?

Option 1: Sector Reports, Group Presentations: (50	min.)

 Context: Tell participants they will hear the final industry reports.

 Activity: Invite sector groups three and four to present their industry reports. Have 
each group present for 10 minutes, and then host questions and answers for  
10 minutes.

t Debrief: Facilitate a large group discussion about the sector reports by asking:

•	 Thinking	back	over	the	four	reports,	what	do	you	know	now	that	you	didn’t	know	
then?

•	 Which	sector(s)	do	you	feel	offers	the	most	potential	to	your	job	seekers?

•	 What	further	research	do	you	need	to	conduct?

•	 What	changes	will	you	make	to	your	prospecting	strategy	based	on	what	you	heard?

 Point out how focusing on a particular sector can enable them to gain knowledge about 
key players, trends, networks, hiring practices, etc., that can give them an advantage 
in every aspect of the job developer-employer relationship—from prospecting to 
relationship-building to providing services to the employer. Inside industry knowledge 
can give them the advantage they need to better serve the customer and get job 
seekers hired.
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Option 2: Sector Dive, Small Groups: (50	min.)

 Context: Tell participants they will turn back to prospecting. Remind them about the 
Sector Dive they participated in during Core IV. Tell them they will delve into a second 
sector to see where opportunities might lie.

 Discuss with them some key questions they might want to explore as they research a 
sector. Review the following list of questions for them to consider as they explore sectors:

•	 Which	are	the	demand	occupations	within	this	sector?

•	 What	are	the	skill	requirements	for	these	occupations?

•	 Where	are	the	opportunities	for	growth	within	this	sector?

•	 What	opportunities	exist	for	our	clients	within	this	sector?

•	 What	are	the	“red	flags”	within	the	sector	(i.e.,	dead-end	jobs)?

•	 Which	are	the	major	employers	in	this	sector?	Which	are	the	medium	and	small	
employers in this sector?

•	 What	are	some	ways	to	screen	quality	partners	within	this	sector?

 Activity:

•	 Divide	the	room	into	small	groups.

•	 Distribute	sector	research	materials	to	each	group.

•	 Instruct	the	groups	to	research	the	materials,	looking	for	answers	to	the	research	
questions.

•	 Have	the	sector	resource	person	roam	the	room	coaching	groups	as	they	research	
the sector.

t Debrief: Ask the group:

•	 What	did	you	discover	about	this	sector?

•	 What	more	do	you	want	to	know	about	this	sector?

 Have the resource person answer questions that arise about the sector and fill in gaps 
in knowledge that the research materials did not address.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.



Ses6:8 COre SeSSiOn VI | The Employer Relationship: Taking the Long View



c
o

m
p

le
m

e
n

t
a

r
y

 Se
SSio

n
 G

u
id

e
S



c
o

m
p

le
m

e
n

t
a

r
y  

Se
SSio

n
 a



COmplementary SeSSiOn a | The Job Seeker: Looking Below the Surface SesA:1

COmplementary SeSSiOn a

The Job Seeker: Looking Below the Surface

Brief Description:

P Goals:

 By the end of this session, participants will be able to:

•	 Articulate	techniques	for	finding	out	what	they	need	to	know	about	job	seekers	to	 
be able to successfully place them in jobs.

•	 Describe	how	the	Value-Added	Interviews	enable	job	developers	to	quickly	assess	a	
job seeker’s readiness.

P Activities: 
(2.5 hours total)

Sharing Our Caseloads,  
Working Groups (65 min.)

Participants share information about their job seekers and 
develop strategies for placing them.

Job Development Essentials: 
Learning About the Job Seeker,  
Large Group Discussion (25 min.)

Participants discuss insights presented in Job Development 
Essentials.

Value-Added Interviews,  
Role-Play Triads (60 min.)

Participants practice value-added interviewing.

P What You Will Need:

For Value-Added Interviews:
Role-play cards prepared for distribution to the triads.
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COmplementary SeSSiOn a

The Job Seeker: Looking Below the Surface

Independent Work Due This Session

Remind participants that they will draw from the assigned readings, as well as their work in 
the Get Ready! portion of their workbook.

Sharing Our Caseloads, Working Groups:  (65	min.)

 Context: Tell participants they will have a chance to discuss the job seekers with 
whom they work. They will share common issues, strategies and practical solutions, 
particularly for placing job seekers whom employers are hesitant to hire.

 Activity: Tell individuals to turn to Analysis of Job Seekers on page 48 of their work-
book and choose one or two job seekers to discuss with their colleagues. Ask partici-
pants to focus on the typical job seeker, not the exceptional one (i.e., a job seeker who 
has a PhD or an unusual number of barriers to employment).

 Have each participant talk about one or two people from their caseload using items 
listed on the worksheet—the job seeker’s education and experience, skills, gifts, talents, 
capabilities and vulnerabilities.

 As participants discuss their colleagues’ job seekers, invite them to think about strate-
gies or opportunities for the job seekers. Ask them to help one another focus on posi-
tive options.

t Debrief: Reconvene the large group, and ask:

•	 What	surprised	you	as	you	listened	to	your	colleagues?

•	 What	are	some	common	issues	you	are	facing?

•	 What	new	ideas	or	strategies	did	you	hear	about	placing	the	challenging	job	seekers?

Job Development Essentials: Learning about the Job Seeker, (25	min.) 
 Large Group Discussion:  

	 Context: Suggest to participants that working with job seekers can be both rewarding 
and frustrating. Ask:
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•	 When	working	with	job	seekers,	what	makes	you	feel	great?

•	 What	is	most	frustrating	about	working	with	job	seekers?

•	 When	do	job	seekers	get	under	your	skin?	What	gets	you	worked	up?

•	 When	is	your	reaction	helpful	for	job	seekers?	When	is	it	not?

	 Activity: Tell participants they will discuss strategies for working with job seekers 
drawing on their assigned reading, chapter five of Job Development Essentials, “Learning 
About the Job Seeker,” pages 57-64. Facilitate a discussion about the reading by asking 
a few volunteers to respond to the following:

•	 What	resonated	with	you	as	you	read?	Did	anything	make	an	impression	as	you	read	
about digging below the surface of a job seeker?

•	 Much	of	the	reading	centered	on	“soft”	issues	such	as	your	intuition,	the	job	seeker’s	
feelings, showing you care, what makes this person smile, etc., rather than “hard” 
information, such as the hours the job seeker is available to work. What resonated 
with you about this? Are soft issues more difficult or easier to deal with than the 
hard facts? What makes them that way?

t	 Debrief: Ask participants to turn to the person next to him or her and share at least 
one insight that stayed with them from the reading or the group discussion.

Key Concepts:

 This is an opportunity to reinforce:

 Key Concept #8:	Making	the	match:	Understand	both	customers’	needs.

 Additional points to emphasize:

•	 Value-Added	Interviewing	is	an	approach	to	meeting	with	job	seekers	that	enables	you	
to both learn about them and at the same time learn how they are likely to behave 
with an employer. It enables you to prepare the job seeker for a real interview.

•	 Help	your	job	seeker	develop	realistic	expectations.	For	example,	if	a	job	seeker	
with low skills expects an unrealistically high salary because a neighbor garners 
such a salary, encourage the job seeker to interview the neighbor about what skills 
he or she has and how the person got the job. This way, the job seeker is likely to 
realize	his	or	her	own	skills	are	not	commensurate	with	the	expected	wage.	Often,	
this approach is more effective than telling the job seeker to lower his or her salary 
expectations at this time. This active learning approach to clients will make your 
own job easier and your clients’ success more likely.

•	 Suspend	judgment.	Take	time	to	reflect	on	whether	you	insert	your	own	judgments	
into interactions with the job seeker.

•	 Focus	on	specific	behaviors,	not	on	attitudes	or	personal	qualities.
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Value-Added Interviews, Role-Play Triads: 	(60	min.)

	 Context: Tell participants they will now practice using the concepts they discussed 
earlier in the session through role-plays.

	 Activity:

•	 Break	participants	into	groups	of	three.

•	 Ask	groups	to	designate	one	person	in	the	triad	to	play	the	role	of	a	job	developer,	
one to play a job seeker and one to be an observer.

•	 Pass	out	the	appropriate	role-play	scenario	on	page	Han:11	to	participants	playing	
the role of job developer.

 Explain that the scenario presents two job options available at the time of the interview 
and that sometimes the jobs open at a given time are not appropriate for a particular 
job seeker. Tell them they do not need to select one of the two options. They may 
choose to respond in other ways.

•	 Ask	participants	to	prepare	for	the	interview	by	making	notes	on	Practicing	the	
Value-Added Interview on page 49 of their workbook.

•	 Pass	out	the	job-seeker	cards,	from	Han:11,	to	those	playing	the	role	of	job	seeker.	
Ask the job seekers to review the scenario.

•	 To	observers,	point	out	Observing	the	Interview	on	page	51	of	their	workbook.	
Explain that they should use this page to take notes on the role-play.

•	 Ask	the	triads	to	role-play	the	case.	The	job	developer	should	guide	the	exchange	
using Practicing the Value-Added Interview as a guide.

•	 At	the	end	of	the	role-play,	ask	observers	to	provide	feedback	on	the	exchange	to	his	
or her partners.

•	 Have	participants	repeat	the	exercise	with	new	role-plays	from	pages	Han:13	and	
Han:15, until each person in the triad has had a turn to play the job developer role.

t	 Debrief: Discuss each case with the large group before repeating the exercise with the 
next case. Guide the discussion using the following questions:

 For job developers:

•	 What	did	you	want	to	learn?

•	 How	did	getting	to	know	the	job	seeker	affect	which	job	you	referred	him	or	her	to?

•	 How	did	you	get	a	feel	for	how	he	or	she	would	respond	to	certain	job	demands?
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 For job seekers:

•	 Which	job	did	you	take?

•	 What	might	lead	you	to	keep	the	job?

•	 To	lose	the	job?

 For observers: 

•	 Which	approaches	worked	well	in	the	interview?	

•	 Which	did	not?

Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.
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COmplementary SeSSiOn B

Professional Effectiveness: Being the Best We Can Be

Brief Description:

P	 Goals:

 By the end of this session, participants will be able to:

•	 Think	about	how	their	personal	style	affects	their	effectiveness.

•	 Describe	key	principles	of	effective	time	management.

•	 List	elements	of	effective	recordkeeping	systems.

P	 Activities: 
(2.5 hours total)

Personal Style,  
Reflection and Share (50 min.)

Participants discuss personal style and how it affects the 
way they perform their job.

Time Management,  
Reflection and Discussion (50 min.)

Participants catalogue how they spend their time and 
analyze how to be more effective time managers.

Recordkeeping,  
Small Group Discussion (50 min.)

Participants share and discuss recordkeeping systems.

P	 What You Will Need:

Not applicable.
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Independent Work Due This Session

Remind participants that they will draw from the assigned readings, as well as their work in 
the Get Ready! portion of their workbook.

Personal Style, Reflection and Share: (50	min.)

 Context: Explain	that	this	session	is	an	opportunity	to	reflect	on	their	own	effective-
ness by examining recordkeeping, effective time management and their personal style.

 Explain that the group will begin with personal style. Remind them that every indi-
vidual brings to any job areas of great strength and areas in which he or she may need 
to stretch.

 Activity: Point out the “I Like Your Style” worksheet on page 55 of their workbook. 
Using	your	own	life	and	style	as	examples,	walk	participants	through	the	categories.	
Invite them to fill out each section on the page and prepare to talk about it.

 Invite participants to find a partner and share what they wrote.

t Debrief: Reconvene the large group. Ask:

•	 How	did	you	say	your	customers	would	describe	you?	Why?	What’s	good	about	those	
descriptions? What are the downsides?

•	 How	do	you	keep	yourselves	sane?

•	 How	do	you	get	yourself	into	trouble?	What	are	some	ways	you	could	“stretch”	to	
avoid those trouble spots in the future?

Time Management, Reflection and Discussion: (50	min.)

 Context: Tell	participants	they	will	now	have	time	to	reflect	on	their	time-manage-
ment skills and how their skills support them in achieving their goals.

 Mention that many job developers feel overwhelmed (legitimately) by competing pres-
sures from job seekers and employers. Say that while some pressure is beyond their 

COmplementary SeSSiOn B

Professional Effectiveness: Being the Best We Can Be



SesB:4 COmplementary SeSSiOn B | Professional Effectiveness: Being the Best We Can Be

control, some of it can be managed by looking analytically at the demands of their 
profession and how they manage them.

 Activity: Ask participants to think about each activity they performed the previous day, 
using A Day in the Life of a Job Developer on page 56 of their workbook.

 Introduce Time Management Matrix on page 57 of the workbook and ask them to 
transfer each activity on A Day in the Life of a Job Developer to one of four quadrants 
on the Time Management Matrix.

 Ask them to think about the past week and month at work and note activities that took 
a great deal of their time. Ask them to add those items in one of the four quadrants.

t Debrief: Facilitate a large group discussion by asking:

•	 As	you	look	at	your	matrix,	what	do	you	notice	about	how	you	spent	your	time?

•	 What	were	some	of	the	important	tasks	that	were	critical	to	getting	your	job	done?

•	 What	were	some	of	your	biggest	time	wasters—the	things	that	fell	in	the	“unimport-
ant” quadrant?

•	 What	does	your	matrix	tell	you	about	your	personal	effectiveness?

	 Encourage	participants	to	continue	the	process	of	self-reflection	started	today,	as	it	will	
help make them more effective in their work.

Key Concepts

 An opportunity to reinforce:

 Key Concept #11: You are unique: Cultivate the style that works for you.

 Additional points to emphasize:

•	 The	most	effective	place	to	spend	one’s	time	is	in	Quadrant	II,	which	represents	
matters that are important but not urgent.

•	 The	least	effective	place	to	spend	one’s	time	is	in	Quadrant	IV	(not	urgent,	unim-
portant matters) and especially Quadrant III (urgent, unimportant matters).

•	 By	focusing	on	prevention	and	planning	activities,	the	activities	that	prevent	prob-
lems and reduce stress, one can remain as much as possible in Quadrant II (impor-
tant, not urgent matters).

•	 Developing	effective	time-management	skills	is	an	ongoing	process.	Being	cognizant	
of how one spends time is the first step in effective time management.
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Recordkeeping, Small Group Discussion: (50	min.)

 Context: Explain that part of being effective is maintaining a quality recordkeeping 
system. Ask how many participants have wasted time tracking down a phone number 
or trying to recall the results of a meeting. A strong recordkeeping system can help job 
developers be more effective in building relationships with employers.

 Activity: Have participants form small groups of about six people.

 Ask that each participant in turn share samples of his or her recordkeeping systems 
and describe how the system works. Ask participants to discuss what about the system 
works well and what does not.

 Ask the small groups to brainstorm the strengths and weakness of the systems they’ve 
shared. Ask groups to refer to the recordkeeping format suggested on pages 96 and 35 
of Job Development Essentials. What are the pros and cons of this system?

t Debrief: Reconvene the large group. Facilitate a discussion about recordkeeping by  
asking:

•	 What	are	the	advantages/disadvantages	of	the	various	systems	you	saw	in	your	
working groups?

•	 What	pieces	of	information	were	recorded?	Why	were	they	helpful	to	record?

•	 What	made	these	systems	easy	or	difficult	to	implement?

•	 What	changes	to	your	own	systems	will	you	make	based	on	what	you	heard	today?

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.
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COmplementary SeSSiOn C

Exploring the Environment in Which We Work:
What’s in Our Control and What’s Not

Brief Description:

P	 Goals:

 By the end of this session, participants will be able to:

•	 Understand	effective	strategies	for	negotiating	relationships	and	managing	priorities	
within an organization.

•	 Articulate	key	elements	of	the	workforce	policy	environment	and	how	they	affect	a	
job developer’s work.

•	 Describe	where	they	have	influence	on	their	work	environment	and	how	to	use	it.

P	 Activities: 
(2.5 hours total)

When Job Placements Go Bad,  
Case Study (60 min.)

Participants discuss a case study that focuses on negotiating 
complex and interconnected relationships.

The Policy Environment in  
Which Job Developers Work,  
Mini-Lecture (40 min.)

A guest speaker discusses the workforce development policy 
environment and how it affects the day-to-day life of a job 
developer.

Maximizing Our Effectiveness,  
Small Group Discussion (50 min.)

In small groups, participants examine how they can focus on 
their “points of leverage” to maximize their effectiveness within 
their working environment.

P	 What You Will Need:

For	Maximizing	Our	Effectiveness:
Blank index cards.
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COmplementary SeSSiOn C

Exploring the Environment in Which We Work:  
What’s in Our Control and What’s Not

Independent Work Due This Session

Remind participants that they will draw from the assigned readings, as well as their work in 
the Get Ready! portion of their workbook.

When Job Placements Go Bad, Case Study: (60	min.)

 Context: Explain that today they will explore the organizational and policy contexts in 
which job developers operate, seeking ways to effectively work within that context.

 State that staff involved in workforce development, particularly job developers, face 
many stressors:

•	 Contractual	pressures.

•	 Working	with	co-workers,	each	of	whom	has	his	or	her	own	pressures	and	obliga-
tions.

•	 Interacting	with	job	seekers.

•	 Dealing	with	employers.

 Exploring effective ways to negotiate relationships within these competing pressures 
and responsibilities is an important part of being an effective job developer. The case 
study you are about to read raises these complex issues.

 Activity: Distribute When Job Placements Go Bad: A Case Study from page Han:17. 
Divide participants into small groups of at least four each. Ask the groups to review  
the case study and respond to each of the discussion questions on page 63 of their 
workbook.

t Debrief: Facilitate a discussion with the large group about the case study. Post four 
pieces	of	flipchart	paper	with	the	following	titles:	Case	Manager,	Job	Seeker,	Supervisor	
and Employer. Ask groups to share what they determined the job developer should do 
now	and	in	the	future	with	each	of	the	four	individuals	listed	on	the	flipchart	paper.
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The Policy Environment in Which Job Developers Work, Mini-Lecture: (40	min.)

 Context: Ask participants to think back to their independent assignment in the Get 
Ready! portion of their workbook for this session. Facilitate a large group discussion by 
asking:

•	 What	did	you	learn	as	you	read	your	contract	or	discussed	it	with	your	supervisor?

•	 What	made	you	feel	overwhelmed?	What	made	you	want	to	crawl	into	a	cave?

•	 What	did	you	learn	that	helped	you	feel	better	informed	or	equipped	to	do	your	job?

•	 What	questions	were	raised	as	you	read	it?	What	answers	did	you	get	to	these	ques-
tions?

•	 What	questions	do	you	still	have?	Regarding	which	issues	are	you	still	confused?

 Tie the discussion to the following activity by asking:

•	 As	you	read	your	contract,	you	may	have	seen	how	the	pressures	faced	by	your	
organization trickle down to create pressures on you. Where do these pressures 
come from?

 Activity: Have the job developer resource person or local policy expert describe the 
current workforce system in your city—reviewing:

•	 The	major	funding	streams—WIA,	TANF,	state	and	local	funding.

•	 The	One-Stop	system	and	other	local	infrastructures	that	might	be	relevant	to	their	
work.

•	 Performance-based	contracts	and	how	performance-based	contracting	affects	a	job	
developer’s life in terms of target numbers.

•	 Events	that	are	having	or	might	have	an	impact	on	workforce	services.

t Debrief: Have the speaker entertain questions.

Maximizing Our Effectiveness, Small Group Discussion: (50	min.)

 Context: Introduce	the	idea	of	understanding	a	job	developer’s	sphere	of	influence,	
i.e., things that are in or out of his or her control. Explain that this is a way to stop 
sweating what they cannot change and start taking charge of what they can. Tell them 
that the goal of this section is to help them juggle the many pressures they face.

 Make the point that successful job developers look for “points of leverage,” areas in 
which they can have a positive impact. Tell them that in the next exercise, they will 
think	about	the	concrete	actions	they	can	take	to	influence	their	working	environment	
for the better.

 Activity:	Ask	participants	to	reflect	on	Maximizing	Our	Effectiveness	on	page	64	of	
their workbooks.
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 Next, ask them to break up into small groups of six or so to discuss the following  
questions:

•	 What	can	we	as	job	developers	do	to	maximize	the	things	that	help	us?	What	can	we	
do to minimize the things that hinder us?

•	 Where	do	you	see	points	of	leverage?	Which	items	are	within	our	sphere	of	influ-
ence? Which are not?

•	 How	can	we	as	job	developers	maximize	our	effectiveness	by	being	proactive	(rather	
than	reactive)	in	influencing	those	things	that	are	within	our	control?

t Debrief: Reconvene the large group. Ask a few volunteers to share what their group 
discussed.

 Give participants time to think through how some of the solutions generated might 
apply to them personally.

•	 Ask	them	to	record	on	an	index	card	one	step	they	are	committed	to	taking	to	maxi-
mize their effectiveness.

•	 Ask	them	to	record	a	date	by	which	they	expect	to	take	the	step.

•	 Ask	them	to	share	the	index	card,	along	with	a	business	card,	with	a	partner.	
Partners should sign each other’s cards and agree to call each other on the dates indi-
cated to assess their progress on these commitments.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.
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COmplementary SeSSiOn D

Candidates Employers Are Hesitant to Hire:
Strategies for Making It Easier

Brief Description:

P	 Goals:
 By the end of this session, participants will be able to:

•	 Articulate	relevant	laws	and	strategies	for	placing	job	seekers	whom	employers	are	
hesitant to hire.

•	 List	at	least	two	legal	rights	of	employers	and	job	seekers.

P	 Activities: 
(2.5 hours total)

Serving Job Seekers Employers 
Are Hesitant to Hire,  
Personal Reflection (10 min.)

Participants	reflect	on	challenges	they	have	faced	placing	job	
seekers whom employers may be hesitant to hire. They record 
these challenges on index cards so panelists can later share 
how they might have handled these situations. 

Laws and Strategies, 
Panel (90 min.)

Panelists focus on strategies for placing job seekers whom 
employers are hesitant to hire, such as youth, the formerly 
incarcerated, former substance abusers and people with 
disabilities, as well as the legal rights of job seekers and 
employers.

Putting Knowledge into Practice:  
What Would You Do?, 
Scenarios (50 min.)

Participants respond to scenarios aimed at putting the  
knowledge gained during the panel into practice.

P	 What You Will Need:

For Serving Job Seekers Employers Are Hesitant to Hire:

	 •	 Index	cards. 
•	 Hat	or	box	to	hold	index	cards.
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COmplementary SeSSiOn D

Candidates Employers Are Hesitant to Hire: 
Strategies for Making It Easier

Independent Work Due This Session

Remind participants that they will draw from their work in the Get Ready! portion of their 
workbook.

Serving Job Seekers Employers Are Hesitant to Hire, Personal Reflection: (10	min.)

 Context: Tell participants they will have the opportunity to hear about strategies for 
placing job seekers whom employers may be hesitant to hire: people often called 
the “hard to serve.” Discuss how to address employer concerns and general human 
resources issues; being knowledgeable about these topics can help make job developers 
a strong resource for their employers and an effective advocate for their clients.

 Activity: Tell participants you would like them to think about the challenges they 
personally face in trying to get hard-to-serve job seekers hired. Ask participants to 
consider the types of job seekers the panel speakers are likely to discuss. For example, 
if the panelists will speak about the formerly incarcerated and immigrants, tell partici-
pants to focus on challenges they have faced when placing those populations.

 Ask participants to write the challenging situations on an index card. Have them put 
the “situation cards” in a hat or box.

t Debrief: Tell participants they will soon have a chance to hear how panelists would 
respond to some of these challenges.

Laws and Strategies, Panel: (90	min.)

 Context: Explain that the panel will focus on difficulties in placing job seekers employ-
ers are reluctant to hire: the formerly incarcerated, former substance abusers, those on 
public assistance, immigrants and refugees, and those with disabilities.

 Explain that the speakers were chosen to help them learn about human resources 
management laws, which will help them serve as a more valuable resource for their 
employers and result in better service and more hires.
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 Activity: Introduce the panelists, each of whom will be prepared to speak about one or 
more of the populations above. For each population group, ask panelists to address the 
following points when applicable:

•	 Working	directly	with	individuals:

° Job seekers’ commitments and obligations.

° Needed documentation.

° Legal rights (including questions that are legal and illegal for employers to ask).

•	 Relationships	with	employers:

° Jobs or employers that are likely to be appropriate (or inappropriate) for the spe-
cific population group (e.g., for immigrants, international companies or immigrant-
owned companies; for ex-offenders, jobs from which they may be legally excluded).

° Financial incentives for hiring from these populations (tax credits, etc.).

° Responding to employer concerns.

° Relevant employment laws.

•	 Strengthening	organizational	and	community	effectiveness:

° Creating partnerships.

° Developing resources.

•	 Dealing	with	the	formerly	incarcerated:

°	Understanding	criminal	records.

° Talking about criminal records.

° “Cleaning up” rap sheets.

 The panelists discussing general human resources issues will provide participants with 
a basic knowledge of the factors job developers should be aware of as they work to 
place job seekers. The speaker will touch upon, among other topics:

•	 Legal	rights	of	job	seekers	(including	questions	that	are	legal	and	illegal	for	employ-
ers to ask) from an employer perspective.

•	 Documentation	required	for	employment	(I-9’s,	credit	reports,	other	documentation	
that might be useful to understand, etc).

t Debrief: After the lecture, pull some of the situation cards from the hat, read them 
aloud and ask panelists to share how they would respond.
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Putting Knowledge into Practice: What Would You Do? Scenarios: (50	min.)

 Context: Tell participants they will now have time to practice what they have learned.

 Activity: Divide participants into small groups of four or so. Ask them to turn to the 
What Would You Do? handout (see pages Han:19-20). Direct their attention to the sce-
nario on which you would like them to focus.

 Ask someone in each group to read the scenario aloud to his or her colleagues.

 For that scenario, each group should discuss the answer to the question, “What would 
you do?” and come up with a group response to how they would handle the situation.

 When the groups have finished discussing the scenario, direct them to the next scenario 
you would like them to review. Ask them to repeat the exercise with that scenario.

t Debrief: Reconvene the large group. Then ask:

•	 How	did	your	group	respond	to	the	first	scenario?

•	 Why	did	you	choose	to	respond	this	way?

•	 What	other	options	did	you	consider?	Why	did	you	discard	those	options?

 Repeat this discussion for the second scenario.

 Thank the group for coming. Tell them you hope today’s session helped equip them 
with the information and tools they need to better place job seekers whom employers 
may be hesitant to hire.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	sessions’	learning	into	action	using	the	Go!	portion	of	their	workbook.

•	 Complete	the	Get	Ready!	portion	of	their	workbook,	as	well	as	the	relevant	readings,	
for the next session you are offering.
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ClOSing SeSSiOn – part 1

Putting It All Together:
What We’ve Learned and What We’ll Do From Here

Brief Description:

P	 Goals:

 By the end of this session, participants will be able to:

•	 Reflect	on	key	lessons	learned	during	the	length	of	the	course.

•	 Articulate	changes	to	their	approach	based	on	what	they	have	learned.

•	 Feel	inspired	to	carry	on	with	their	work.

P	 Activities:  
(2.5 hours total)

A Walk Down Memory Lane,  
Small and Large Group Review  
(75 min.)

Participants recall what happened and what they learned in  
each session.

Looking Forward,  
Paired Exchange (45 min.)

Participants	reflect	on	how	they	will	take	action	based	on	what	
they have learned.

Sustaining Oneself as a  
Job Developer, 
Mini-Lecture and Large Group 
Discussion (30 min.)

Job developer resource person or other speaker gives an 
inspirational talk on how to keep going, stay energized and 
invest in oneself. The speaker shares wellness tips and 
experiences that help make the task of job development a 
sustainable one. The facilitator helps participants think about 
how they might stay connected as they move forward.

P	 What You Will Need:

For A Walk Down Memory Lane:
Use	10	flipchart	papers	or	poster	boards,	perhaps	with	the	corners	cut	off	to	make	
them look like rooftops of houses. Label each with the name of one of the course 
sessions.	Use	these	for	small	groups	to	record	their	recollections	about	each	session.

Create a country lane to hang on the wall by taping three or four poster boards 
together and cutting the sides to show bends in the road. Label the display “Memory 
Lane” (optional).

Help each small group remember details about each session so they may record 
them on the posters. To do so, prepare folders with materials or other “reminders” 
of what occurred during the sessions. Put together one folder for each session, to be 
passed out to the small groups (optional).
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ClOSing SeSSiOn – part 1

Putting It All Together:
What We’ve Learned and What We’ll Do From Here

Independent Work Due This Session

Remind participants that they will be drawing from their work in the Get Ready! portion of 
their workbook.

A Walk Down Memory Lane, Small and Large Group Review: (75	min.)

 Context: Tell participants this session is designed to help them think about what they 
have learned during the course and how they will incorporate these lessons into their 
work lives. Explain that, essentially, they will take a walk down memory lane by recre-
ating what happened and what they learned during each previous session.

 Activity: Divide participants into small groups of three. Assign each group an equal 
number of sessions to review.

 Provide each group with materials from the session for which they are responsible.

 Ask each group to discuss:

•	 What	happened	in	the	session.

•	 The	key	points	or	lessons	learned.

t Debrief: Ask representatives from each group to take their colleagues on a walk down 
memory lane by reminding the large group what happened in each session and then 
presenting the lessons learned in it.

	 Invite	participants	to	record	their	reflections	on	A	Walk	Down	Memory	Lane	on	page	
70 of their workbooks.

 After each presentation, ask the large group what other lessons or themes they remem-
ber from each session.
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Looking Forward, Paired Exchange: (45	min.)

 Context: Tell participants they will now have a chance to think about their current job 
development strategies and innovations they plan to institute based on the course.

 Activity: Divide participants into pairs. Direct their attention to Looking Forward: 
Course Themes and My Work on page 72 of their workbooks. Ask them to take a few 
moments	to	reflect	on	what	they	have	learned	during	the	course	and	think	through	
each category listed on the handout. For each category, ask the pairs to discuss what is 
working and what new changes or new strategies they would like to incorporate into 
their own work. Ask individuals to record their responses on the worksheet. Tell them 
they might want to refer to these sheets when meeting with their supervisors.

t Debrief: Reconvene the large group and facilitate a discussion relating to the work-
sheet. Ask, “What key changes to your strategy did you make, or what new strategy did 
you develop for prospecting?” Review each category in this manner.

Sustaining Oneself as a Job Developer,  
Mini-Lecture and Large Group Discussion: (30	min.)

 Context: Allay course participants’ potential anxieties about supervisor involvement in 
Part 2 of the Closing Session by describing the session in some detail.

 Facilitate a discussion about their concerns relating to supervisor participation by  
asking:

•	 How	do	you	feel	about	your	supervisors	joining	us?

•	 What	might	be	helpful	about	their	participation?

•	 What	might	be	challenging	about	their	participation?

 Explain that supervisors will take part for two reasons: First, to understand the ideas 
and approaches that have been taught in class; and second, to identify ways they can 
help the participants incorporate the learning into their work lives. Point out that no 
one will be put on the spot and no confidences will be broken.



ClOSing SeSSiOn – part 1 | Putting It All Together: What We’ve Learned and What We’ll Do From Here Clo1:5

 Activity: Tell course participants that—before supervisors arrive—they will focus on 
handling the stress of their job development role. Introduce the topic by asking course 
participants to turn to Sustaining Yourself as a Job Developer on page 70 of their work-
book. Ask:

•	 What	makes	you	feel	depleted	or	overwhelmed	on	the	job?	What	are	some	ways	you	
take care of yourself when you feel that way?

•	 What	makes	you	feel	strong,	in-control	or	satisfied	on	the	job?

 Introduce the speaker—the job development resource person or another inspirational 
speaker—who will talk about sustaining oneself as a job developer, how to keep going 
and how to keep energized. The speaker will share wellness tips, stories and experi-
ences that help make the task of job development a sustainable one.

t Debrief: Tell participants that one way to sustain oneself is to keep a support network. 
Ask:

•	 How	would	you	as	a	group	like	to	keep	in	touch?

•	 How	do	you	want	to	maintain	the	group	as	a	support	network?

 Help them decide, as a group, the steps for maintaining contact, and identify the par-
ticipants responsible for doing so. For example, the group may want to set up a listserv 
or organize a monthly breakfast.

 Tell course participants that their supervisors will arrive soon.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	session’s	learning	into	action	using	the	Go!	portion	of	their	workbook	to	
reflect	on	the	support	they	will	need	from	their	organization	or	supervisor.
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ClOSing SeSSiOn – part 2

Implementing Our Plans:
Getting the Support We Need to Incorporate the Learning

Brief Description:

P	 Goals:

 By the end of this session, participants will be able to:

•	 Articulate	ways	to	bring	the	learning	back	to	their	organizations.

•	 Understand	how	their	supervisors	will	support	their	strategies.

P	 Activities: 
(1.5 hours total)

Interactive Welcome,  
Large Group Activity (20 min.)

Supervisors and participants line up according to the length of 
time they have spent in the workforce development field and 
discuss the key themes of the era when they entered the field.

Key Course Themes,  
Mini-Lecture and Large Group 
Discussion (20 min.)

The facilitator reviews key themes of the course so 
supervisors get a sense of the core learning.

Find a Supervisor,  
Mixer (30 min.)

Participant-and-supervisor pairs meet to discuss how job 
developers can integrate the learning into the workplace 
and how supervisors and organizations can best support job 
developers in doing so.

One Thing for the Road, 
Large Group Share (20 min.)

Participants	reflect	on	what	they	gained	during	the	course.

P	 What You Will Need:

For Interactive Welcome and Find a Supervisor:
Extra chairs to accommodate supervisors and participants, as well as a seating 
arrangement that allows for an interactive group activity.
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ClOSing SeSSiOn – part 2

Implementing Our Plans: 
Getting the Support We Need to Incorporate the Learning

Independent Work Due This Session

Remind participants that they will draw from their work in the Go! portion of their workbook 
on page 73.

Interactive Welcome, Large Group Activity: (20	min.)

 Context: Welcome supervisors who have just joined the session. Tell them you will 
provide a brief overview of the course but that you will get started with something fun.

 Activity: Ask everyone to line up according to the number of years they have been in 
the field. Invite people from different parts of the line to introduce themselves, and ask 
them:

•	 What	was	going	on	in	the	field	when	you	entered	it?

•	 What	were	the	key	themes	of	the	day?

t Debrief: Segue to the next segment by talking about how workforce development is a 
continually evolving field, how much the changes can affect one’s daily work and how 
the course was designed to help prepare job developers to work more effectively within 
the larger workforce development environment.

Key Course Themes, Mini-Lecture and Large Group Discussion: (20	min.)

 Context: Tell course participants you will now talk about how the course is intended to 
address current issues facing practitioners.

 Activity: Give a mini-lecture focusing on the key challenges job developers face 
and how they were addressed in the course. Discuss the ideas encapsulated in Key 
Concepts for Job Development Success on page xiii of this facilitators’ guide. Refer 
to A Walk Down Memory Lane from Closing Session–Part 1 as you walk through the 
key concepts and show how they were addressed in the course. Share any issues and 
themes that emerged as the course progressed.
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t Debrief: Encourage a dialogue among course participants about the key themes by  
asking them questions such as:

•	 What	insights	stood	out	for	you	as	you	listened	to	these	themes?

•	 What	are	some	ways	to	manage	the	various	push/pulls	just	mentioned	(employer	vs.	
job seeker, being service focused vs. being mission focused)?

Find a Supervisor, Mixer: (30	min.)

 Context: Talk about how important it is to ensure that the insights from the course do 
not become stale but rather that they result in concrete actions in the workplace. Tell 
the group they will now explore ways to integrate the course learning into the work-
place.

 Explain that they will partner with someone from outside their organization so they 
can see how other organizations operate and what insights various course participants 
learned from the class.

 Activity: Ask course participants to find a supervisor, but not their own. Tell them the 
job developers and supervisors will pair off to discuss the following questions, which 
should	be	written	on	a	flipchart:

•	 What	critical	insights	did	I	gain	from	this	course	on	how	to	be	a	more	effective	job	
developer?

•	 How	am	I	going	to	use	these	insights	to	improve	how	I	perform	my	job?

•	 How	am	I	going	to	do	my	job	differently	based	on	what	I	have	learned?

 Supervisors should respond by answering the following question:

•	 What	organizational	or	supervisor	supports	will	this	person	need	to	apply	what	he	or	
she has learned?

 Direct participants to switch to another supervisor, allowing about five minutes for the 
exchange.

 For a third round, ask course participants to pair off with their own supervisors. Give these 
pairs more time (about 15 minutes) to answer the discussion questions in depth. Ask par-
ticipants	to	reflect	on	this	discussion	in	Find	a	Supervisor	on	page	76	of	their	workbook.
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t Debrief: Reconvene the large group. Ask:

•	 What	did	you	find	noteworthy	as	you	engaged	in	the	supervisor-job	developer	dis-
cussions?

 Wish everyone in the room luck in incorporating what they’ve learned into the work-
place. Talk about what a wonderful group of job developers they are and what strengths 
you saw that they possess.

One Thing for the Road, Large Group Share: (20	min.)

 Context: Tell the group that, to end their work together, you would like them to think 
back over the course in its entirety.

 Activity: Ask each course participant to think about:

•	 One	thing	they	will	never	forget	about	the	course,	or

•	 One	piece	of	wisdom	they	will	be	sure	to	retain.

 Ask each course participant to share his or her response.

t Debrief: Thank everyone for coming, and remind participants to keep in touch 
through the group-maintenance mechanisms discussed earlier in the day.

 
Independent Work Assigned This Session

 Tell participants to:

•	 Put	this	session’s	learning	into	action	using	the	Go!	portion	of	their	workbook.
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Flashcards

Big, Big Builders, LLC
Your	 company	 is	 a	 real estate 
development and general con-
tracting company	that	specializes	
in	 converting	 older	 properties—
e.g.,	factories—into	quality	spaces	
for	business	and	residential	use.	It	
has	 both	 construction	 and	 prop-
erty-management	divisions,	with	a	
variety	of	possible	positions.	Some	
of	 these	 include	 laborer	 (keeps	
work	sites	clean	and	safe;	must	lift	
up	to	100	lbs.),	porter	(does	clean-
ing	 and	 painting	 and	 identifies	
repair	 needs)	 and	 administrative	
assistant	 (provides	office	 support;	
types	50	wpm).	You	work	with	sev-
eral	workforce	development	agen-
cies	but	haven’t	found	any	that	do	
much	 follow-up	 after	 placement.	
You’re	experiencing	high	 turnover,	
and	 you’re	 looking	 for	 someone	
who	has	a	different	approach.

Safestate
Your	 company	 is	 a	 medium-size 
insurance firm	 (150-200	employ-
ees)	that	does	third-party	insurance	
administration	 for	 other	 compa-
nies.	You	have	had	some	problems	
keeping	positions	filled	in	the	mail	
room	 and	 digital-imaging	 areas—
people have real punctuality prob-
lems!	 There	 may	 soon	 be	 some	
data-entry	 positions	 in	 the	 claims	
area	 and	 some	 customer-service	
positions.	 But	 your	 experience	
with	 local	 training	 programs	 and	
public	employment	services	hasn’t	
been	 good.	 Supervisors	 are	 also	
displeased	with	the	 latest	 trend	 in	
attire—tattoos,	earrings,	etc.

Mi Casa Es Su Casa
Your	company	is	a	retail firm	with	
stores	 that	 sell	 linens	 and	 other	
household	 items.	 The	 company	
has	many	locations	that	need	retail	
help—part-time	positions	that	have	
a	 lot	 of	 turnover.	 There	 are	 some	
full-time	positions	in	the	corporate	
office	 (receptionist,	 accounts-
payable	 representative),	 but	 right	
now	there	are	no	openings.	These	
positions	 need	 people	 with	 very	
good	 communication	 skills	 and	
dependability.

The Perfect Fit
Your	 company	 is	 a	 call center 
for	 a	 women’s-clothing	 firm,	 han-
dling	 catalogue	 orders,	 product	
questions	 from	 customers	 and	
billing	 issues.	Critical	skills	 for	 the	
jobs	 here	 are	 good	 grammar	 and	
communication	 abilities.	 As	 the	
manager	of	the	call	center,	you	are	
very	professional	but	tend	to	come	
across	 as	 “distant”—a	 tough	 nut	
to	 crack.	 You	 don’t	 have	 a	 lot	 of	
time	 to	 take	 calls	 or	 return	 them,	
and	you	usually	 rely	on	personnel	
agencies	 to	 help	 with	 recruiting	
new	hires.

Manilow Music Hall
You	 are	 a	 custodial	 supervisor	
for	 a	 large performance space 
close	to	downtown.	You	have	a	lot	
of	 responsibility	 and	 little	 time	 to	
talk.	 When	 the	 organization’s	 job	
developer	drops	by,	you	are	in	the	 
middle	 of	 reviewing	 time	 sheets	
and	have	a	deadline	to	meet.	You’re	
listening,	 but	 it	 would	 be	 hard	 to	
tell.	Your	main	concern	these	days	
is	 getting	people	 to	 show	up	and	
to actually stay until the place is 
cleaned	up	at	night—which	can	be	
pretty late.

Scenarios: For the “Employer”
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Safestate
This company is a medium-
size insurance firm (150-200 
employees) that does third-party 
insurance administration for other 
companies. You know that it has 
recently had openings in some 
very entry-level office positions 
(mail room, data entry, etc.) as 
well as some customer-service 
positions.

Big, Big Builders, LLC
This company is a real estate 
development and general 
contracting company that 
specializes in converting older 
properties—e.g., factories—into 
quality spaces for business 
and residential use. It has both 
construction and property-
management divisions, with a 
variety of possible positions. 
Some of these include laborer 
(keeps work sites clean and safe; 
must lift up to 100 lbs.), porter 
(does cleaning and painting 
and identifies repair needs) and 
administrative assistant (provides 
office support; types 50 wpm).

Mi Casa Es Su Casa
This company is a retail firm with 
multiple locations that sells linens 
and other household items. You 
call its corporate office, hoping 
that it has some entry-level office 
positions. A number of your job 
seekers may also be interested 
in the retail positions at some of 
the stores, so you want to learn as 
much as you can.

The Perfect Fit
This is a call center for a women’s-
clothing firm, handling catalogue 
orders, product questions from 
customers and billing issues. You 
hope to find positions for some 
of your more outgoing, people-
oriented job seekers.

Manilow Music Hall
This is a large performance space 
near your office. You want to find 
positions that are appropriate for 
your job seekers who need to work 
part time. You are just stopping 
in—a cold call.

Flashcards

Scenarios: For the “Job Developer”
How Would You Make the “Business Connection” and a Good First Impression?
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When Opportunity Knocks: A Case Study

The job developer and 
her agency
Glenda is a job developer at 
Opportunity Knocks1 (OK), 
a workforce training agency 
that specializes in forklift 
and manufacturing training. 
OK collaborates with other 
agencies through citywide 
industry training initiatives. 
Through these collabora-
tions, OK develops relation-
ships with staff at other 
agencies whose candidates 
participate in the same type 
of training.

The employer
Glenda has been trying to 
cultivate a local employer, 
Lawson Metal, which special-
izes in metalworking. It is 
an ideal employer for OK 
for a number of reasons. 
Lawson faces a shortage of 
workers for the types of jobs 
it has, particularly for CNC 
operators and welders. OK’s 
training program covers skills 
that match those needed 
by Lawson. In addition, the 
positions pay well and have 
opportunities for growth. In 
an effort to build a relation-
ship with Lawson, Glenda has 
sent letters, arranged meet-
ings and invited the employer 
to an open house. So far, 
Lawson Metal has shown no 
interest in a relationship.

Case Study Flash Card #1

1 This case is based on a real situation, though the names have been changed.
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When Opportunity Knocks: A Case Study

Case Study Flash Cards #2 and 3

Newsflash:
Out of the blue, the 
employer calls and says: 
“Send me your top three 
candidates to interview—I’m 
looking to hire two people.” 
Finally, here’s her big break 
to show the employer what 
she can do!

She begins working with 
other staff at OK to identify 
candidates. Unfortunately, 
OK’s top candidates from the 
training already have been 
hired. The job seekers who 
are left concern her because 
they scored somewhat poorly 
on the training and had 
attendance problems as well. 
She is concerned that send-
ing them might jeopardize 
her agency’s relationship with 
the employer.

What would you do if you were 
Glenda?

Newsflash:
The interview day arrives. 
Glenda has already prepped 
three suitable candidates she 
was able to locate. She finds 
out that two of them have 
been hired elsewhere and 
are expected to start that very 
day! She still has a number 
of second-tier candidates in 
her office, but she is not con-
fident about them because 
of their low scores and their 
attendance records.

What would you do if you were 
Glenda?
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When Opportunity Knocks: A Case Study

What Really Happened (to be read by the Facilitator)

What Glenda Did

When first presented with the Lawson call, Glenda chose not to jeopardize 
the new relationship by sending her risky candidates. Instead, she decided 
to send job seekers from a training partner to the interview. While this 
move would sacrifice her short-term placements, she calculated that it 
would solidify the relationship with the employer and lead to future place-
ments in the long term.

When faced with her second challenge—the last-minute cancellation of 
two candidates for the interview—Glenda decided to risk sending her own 
second-tier job seekers. She carefully prepped two candidates for the inter-
view, including practicing questions that the employer was likely to ask.

The Result

The employer ended up hiring all three candidates and asked Glenda to 
send all of her students to help round out Lawson’s staff.
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Value-Added Interviews: Flashcards

The Case of Heather Max

Job Developer Card
Heather just moved to New York and came 
straight to your organization for help. She is a 
29-year-old graduate of an electronics-assembly 
training program in her old town but moved 
before she ever went to work in the industry.  
 
Among the job orders you now have available 
are:

Job #1
Large electronics company
Electronic assembler position
Entry-level pay: $12.00/hour, with benefits
8:00 a.m.-3:00 p.m. shift open now
On	bus	line;	1	hour,	15	minutes	from	Heather’s	

apartment
You’ve placed four graduates at this company 

four years ago; three are still working as 
electronic assemblers and making more than 
$17.00/hour after regular raises.

Job #2
Small local branch office of a cable company
Customer-service position (“Plus whatever else 

we need them to do — it’s a small office,” says 
the woman from your church who runs the 
office.)

Entry-level pay: $9.00/hour, with benefits
8:00 a.m.-3:00 p.m. shift open now
On	bus	line;	25-minute	commute	from	Heather’s	

apartment
You’ve never placed anyone at this new 

operation, and you’re concerned that there is 
no job description for the position.

The Case of Heather Max

Job Seeker Card
You just moved to New York from a small town 
in Tennessee because you heard from a cousin 
who lives there that there would be better services 
for your 5-year-old son who has a mild develop-
mental disability. Unfortunately, your cousin has 
turned out to be less of a support than you had 
hoped now that you’ve moved. When you arrive, 
she tells you to go to a local community-based 
organization for help.
 
You’re 29 and a graduate of an electronics-
assembly training program in your old city. You 
moved to your new city before you ever got a 
chance to work in the industry. You didn’t like the 
electronics program anyway—it was so easy, and 
you hated doing the same thing all day.
 
Your son, Nathan, is dropped off from his special 
school program weekdays at 3:45 p.m. and must 
be supervised closely. You hope this interview 
with the job developer doesn’t run long because 
you have to be home when he gets dropped off. 
You also need to get him to the emergency room 
soon to get asthma medication or you’re going to 
be there all night.

The Case of Heather Max
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The Case of Nora Smith

Job Developer Card
Nora Smith, 29, has spent most of her adult life 
caring for her children, who are 10 and 8. She 
has worked for a maintenance department as 
part of a work experience program (WEP) and 
has had assignments with both the Department 
of Health and the Parks Department. As a 
welfare recipient, she is mandated to participate 
in	this	program.	Over	the	years,	she	has	made	
money by caring for neighborhood children 
in her home. She has some home-health-aide 
experience from six years back, but the job 
did not work out because the hours were not 
feasible given her young children. Nora has been 
to	many	CBOs	before	to	be	placed	in	jobs,	and	
most recently she was sent to your organization. 
Her promptness and attendance at trainings 
have been spotty.
 
Among the job openings you have on file are:

Job #1
St. Xavier Home for the Aged
Alzheimer’s Care Aide
Entry-level pay: $7.00/hour
3:00 p.m.-11:00 p.m. shift open now
45-minute commute from Nora’s apartment
You’ve never placed anyone here but think there 

may be a steady stream of jobs coming down 
the line. The jobs are very appropriate for 
your clientele because they sometimes hire 
people without GEDs. The job at St. Xavier 
that is open now entails providing life-skills 
opportunities for people with Alzheimer’s, 
such as taking them to the barber, staffing 
structured group activities and organizing 
appropriate entertainment.

Job #2
Small law firm
Receptionist
Entry-level pay: $9.00/hour, with benefits
9:00 a.m.-5:00 p.m. shift open now
50-minute commute from Nora’s house
The job entails copying, filing, greeting clients and 

answering the phone in a professional way.

 The Case of Nora Smith

Job Seeker Card
At 29, you’ve been focusing on caring for your 
children, who are 10 and 8, and for the children in 
your neighborhood. You have some maintenance 
experience, which you gained at your WEP 
assignments at the Department of Health and the 
Parks Department. You get great satisfaction from 
helping others, so you’ve made money over the years 
by caring for neighborhood children in your home. 
You have some home-health-aide experience from 
six years ago, but the job did not work out because 
the off-hour shifts were not feasible given your young 
children. 
 
Neighborhood Services Inc. (NSI) is just the last in 
a long list of CBOs to which you’ve been sent. You 
find the attitude of these CBOs to be condescending. 
You’re tired of always being reprimanded for coming 
in late when you had to get your children off to 
school in the morning. You found the “soft skills” 
training to teach unrealistic solutions to conflict. You 
are known for “telling it like it is.” You don’t want to 
be on public assistance any longer and expect the job 
developer to find you a job paying about $11/hour, 
like your neighbor makes.

Value-Added Interviews: Flashcards

 The Case of Nora Smith
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Value-Added Interviews: Flashcards

The Case of Andre Toure

Job Developer Card
Andre Toure has papers to work in this country 
but comes to you speaking little English. He 
says he studied engineering in Côte d’Ivoire 
but has no papers to prove it. He used to work 
directly at construction sites in his country, in 
some sort of managerial position, although it is 
difficult to figure out exactly what he did.
You have a couple of job orders and are 
expecting to meet with a number of new 
employers at a Brooklyn employers’ roundtable 
next week. You heard the roundtable attracts 
employers involved in light manufacturing and 
construction.
 
Among the job orders you have on file today 
are:

Job #1
Rite-Product Pharmacy
Stockroom
Entry-level pay: $6.00/hour
7:00 a.m.-2:00 p.m. shift open immediately
40-minute commute from Andre’s house
You have placed a number of people at this 
store and have found the management easy 
to work with, although jobs require enough 
English to read the labels in the stockroom. 
The	manager	is	flexible	on	the	language	issue	
when he finds a worker who is reliable.

Job #2
Nut processing factory
Package processor
Entry-level pay: $6.50/hour
3:00 p.m.-11:00 p.m. shift open now
45-minute commute from Andre’s house
This is an assembly-line job packaging nuts 
for a local food manufacturer. You have placed 
many Spanish-speaking immigrants there 
because language is not an issue.

The Case of Andre Toure

Job Seeker Card
You are feeling nervous and intimidated about 
meeting with the job developer because your 
English is not very good and you want to make 
the right impression. You had a proud career as 
an engineer in your old country, Côte d’Ivoire, 
and would like to continue your career in your 
new country. Also, you really need to support 
your wife and your two children, who are 12 and 
14. You expect that your skills in the construction 
field could be useful here, with all the building 
going on. You want the job developer to know 
about how you have strong managerial skills, 
as well as a strong knowledge of engineering, 
from your experience managing construction 
projects in Côte d’Ivoire. It’s hard expressing your 
responsibilities in your new language.

The Case of Andre Toure



Han:16 HanDOut | Complementary Session A



HanDOut | Complementary Session C Han:17

Case Study

When Job Placements Go Bad: A Case Study 

The program
Jobs R Us is a job placement pro-
gram that serves young adults ages 
17 to 35 with a history of substance 
abuse or other psychological or 
behavioral barriers to work. Jobs R 
Us provides clients with two-week 
job readiness training and then 
places participants once they are 
deemed job ready. Job developers 
and case managers meet biweekly 
to discuss clients’ job readiness.

The supervisor
Jasmine Herrera manages the 
state contract, which has strict 
placement targets. She faces strong 
pressure to ensure that Jobs R Us 
meets the targets but is unsure how 
to balance the retention and place-
ment goals.

The job developer
The job developer, Don Smiley, 
must place 80 percent of his case-
load. He also has retention goals 
aimed at keeping his clients in a job 
for at least six months. His supervi-
sor, Jasmine Herrera, recently 
reemphasized the importance of 
reaching his targets given Don’s 
failure to do so during the past two 
months. He has five clients to place 
by the end of the month, and time is 
running short. The pressure is on!

The job seeker
Jenny Montague, a 25-year-old 
single mother of two with a recent 
history of substance abuse, is a 
Jobs R Us client in need of an 
immediate job placement. She has 
a custody hearing for her children 
in two weeks, and her income at 
the time of the hearing will be 
critical to keeping her children. 
Jenny’s work history is good. She 
has a GED and worked in the 
customer-service department of a 
computer- and stereo-equipment 
store for two years (until her drug 
problem got in the way). On the 
other hand, her punctuality at Jobs 
R Us has been spotty, although she 
always calls and seems to have good 
reasons.

The case manager
The case manager, Sharon, is 
pushing the job developer to place 
Jenny. Sharon takes very seriously 
her role as an advocate for her cli-
ent. Since Jenny really needs a job 
by the time of her custody hearing, 
Sharon feels she should encourage 
Don Smiley to give Jenny a chance.

The employer
Meanwhile, Hearth, the nation’s 
third-largest discount home-
furnishings chain, has launched a 
new megastore in a nearby mall. It 
will need a steady supply of reliable 
workers in inventory, customer 
service, maintenance and checkout.

The situation
The Jobs R Us job developer began 
cultivating a relationship with 
Amy Bly in the HR department of 
Hearth as soon as he heard about 
the store’s construction. He spent 
months promoting Jobs R Us to 
Amy and Hearth department man-
agers, who were at first skeptical 
about hiring Jobs R Us participants. 
After much convincing, Amy said 
Hearth would be willing to give 
Jobs R Us a shot. However, she also 
made it clear that there would be 
little room for foul-ups.

A star candidate was sent and hired 
in Hearth’s stockroom, and all is 
going well with him. The job devel-
oper yields to Sharon’s entreaties 
and agrees to send Jenny for a 
customer-service job for $7.50 an 
hour.

Hearth employees are required 
to be at work by 7 a.m., and Jenny 
starts off fine in week one. But by 
week four, her floor supervisor, Jon, 
calls the job developer to complain 
that she’s been showing up late 
and has called in sick often. Jon is 
frustrated. Jenny is let go, and her 
child-custody hearing has been 
postponed.
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What Would You Do?
It’s time to put your new knowledge into practice! How would you respond to the following scenarios?

Working with job seekers with criminal 
histories.
1. You are a job developer who is working with job 

seeker Monique Wilkins, who wants to be a home 
health aide. You have heard that there are state 
regulations barring individuals with certain kinds 
of convictions from getting jobs in the health care 
industry, particularly people working directly with 
patients. You currently have job opportunities in 
patient care through a medical-staffing firm. Your 
client has told you that she was arrested three times 
but cannot remember the dates and what happened 
with all the cases. She thinks one of her cases may 
have been sealed, but she’s not sure. She is nervous 
about applying for a job.

What would you do?

2. You are a job developer working to place individu-
als with multiple barriers to employment. One of 
your job seekers, Lou Perkins, applied for a job as a 
customer-service representative for a long-distance 
phone company. The employer indicated it has 
many positions available. Lou is denied the job and 
comes to you frustrated. Though he has five drug-
related convictions, he received his GED while he 
was incarcerated and completed drug treatment 
after being released. He has a personable demeanor 
and excellent diction, so he is well suited for a 
customer-service position.

 Recently, there was a big story reported about an 
employer who hired someone who turned out to 
have a long criminal record, and the person com-
mitted a crime at the job. You are conscious that 
other local employers are sensitive about this inci-
dent and are concerned about exposure to liability 
if they hire ex-offenders.

What would you do?

Working with job seekers on public 
assistance.
3. You are trying to place a job seeker, Wilemina Paul, 

who is on public assistance, in a maintenance posi-
tion. She has extensive experience in maintenance, 
which she gained at the work experience program 
(WEP) in which she had to participate in order to 
receive her public assistance benefits. As part of her 

WEP assignment, she worked for the Parks Depart-
ment cleaning bathrooms, outdoor facilities and 
Department office buildings. The job seeker asks 
you how she should present this work history during 
the interview.

How would you respond?

4. You are working with a job seeker, Lillian Silvestre. 
You have found her dream job: a clerical-assistant 
position at Paris Beauty, a beauty-supply company. 
The owner, Venizia Lapatino, is a lovely new contact 
of yours who seems enthusiastic about your services. 
She has chosen Lillian as her top candidate.

 Unfortunately, Lillian’s housing benefits will be cut 
if her income exceeds a certain amount. The cler-
ical-assistant position is part time, with fluctuating 
hours. Because of the fluctuating schedule, with its 
inconsistent number of work hours, you are unable 
to estimate Lillian’s exact expected wage.

What would you do?

Working with job seekers who are 
immigrants or refugees.
5. About half of your client pool are immigrants or 

refugees. Many of your clients from West Africa 
have limited English skills.

How do you prospect for jobs for your limited-English 
population? Which industries or employers do you 
target?

6. You’ve just started working with a new population: 
immigrants and refugees. You’ve learned quickly 
that employers are concerned that this population 
is not authorized to work in this country. Some 
ask outright: “Do these candidates have their work 
papers?” But many just seem wary.

 Most of your clients are legally allowed to work in this 
country. However, some of them have complicated 
papers that make their work status a bit unclear: Their 
Social Security cards say “not authorized to work,” 
when in fact they are legally able to work. These job 
seekers need to apply for regular Social Security cards, 
which show they are permitted to work.
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 You are meeting with a big employer in the area, 
a plumbing- and heating-supply company. In the 
meeting, you tell the manager, Juliette Stevens, that 
many of your clients are immigrants. Ms. Stevens 
replies, “We play things by the books around here.” 
Here you have it again: an employer wary of your 
clients’ work status.

What would you do? How would you present your 
clients’ work status to employers?

7. A significant number of your clients are immigrants 
or refugees. Many were highly educated in their 
countries but lack some basic skills required in 
workplaces here. Ahmed is one of them. A judge in 
his own country, he lacks computer skills because 
he always had a cadre of secretaries doing his 
administrative work. His English is good, and he has 
a strong professional ethic. His job expectations are 
high; he had an important position back home and 
wants the same here. You found a job that might 
be good for him at a legal-transcription firm, but it 
lacks the prestige and pay of his former life.

What would you do?

Working with job seekers with disabilities.
8. You have found a job that is ideal for one of your 

job seekers, Roz Rivendale: processing orders at a 
medium-size nut-roasting and packaging company. 
Roz, who has cerebral palsy, has experience process-
ing orders for another food manufacturer. She 
feels she can perform the job well as long as certain 
accommodations are made at her desk, computer 
and phone.

 The employer is required by the Americans with 
Disabilities Act to provide reasonable accommoda-
tions to enable the job seeker to perform the job. 
However, you are not sure if the owner, Marv Ingle-
wood, is aware of this obligation. You are concerned 
he is hesitant to hire Roz because he said he “does 
not want to treat anyone special.”

What would you do?



a
p

p
e

n
d

ic
e

S 



Appendices App:1

Skills and Strategies for Job Development Success

Once	you	have	completed	this	application	fax	it	to	(_____)	_______	–	____________.

I. Identifying Information

1. Name and title of applicant:

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

2. Applicant’s organization and mailing address:

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

3. Applicant’s phone number and email address:

	 (___________)	_______________	–	________________________

	 _____________________________________@_______________________________________________________

4. Direct supervisor’s name and title:

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

5. Direct supervisor’s phone number and email address:

	 (___________)	_______________	–	________________________

	 _____________________________________@_______________________________________________________

6. Please attach a résumé.

Sample Course Application
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7. Please describe your strengths and weaknesses as a job developer and as a member of an interdisciplin-
ary  workforce development team (please attach additional pages/use additional space as necessary).

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

8. Please discuss why you would like to participate in this training, including the key challenges you face as 
a job developer that you are hoping to address in this course (please attach additional pages/use additional 
space as necessary).

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

9. Please include anything else about yourself that you would like us to consider (please attach additional 
pages/use additional space as necessary).

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

10.  Approximately how many years have you been a job developer, including time in any other organiza-
tions for which you have worked?

 1 month to fewer than 6 months
 6 months to fewer than 12 months
 1 year to fewer than 3 years
 3 years to fewer than 5 years
 5 years to fewer than 10 years
 10 years or more

11.		On	average,	how	many	participants	do	you	place in a job in one month, excluding participants who find 
jobs themselves?

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________



App:4 Appendices



Appendices App:5

12.  Please check the appropriate box to indicate approximately which percentage of your clients fall into the 
following categories:
a. Ex-offenders:

 0% to less than 20%
 20% to less than 40%
 40% to less than 60%
 60% to less than 80%
 80% to 100%

b. Non-English speakers:
 0% to less than 20%
 20% to less than 40%
 40% to less than 60%
 60% to less than 80%
 80% to 100%

c. Persons with mental or physical disabilities:
 0% to less than 20%
 20% to less than 40%
 40% to less than 60%
 60% to less than 80%
 80% to 100%

d. Persons with history of substance abuse:
 0% to less than 20%
 20% to less than 40%
 40% to less than 60%
 60% to less than 80%
 80% to 100%

13.  What is the highest educational degree that you have earned?
 None
 GED
 High school diploma
 Foreign high school diploma
 Associate’s degree
 Bachelor’s degree
 Master’s degree
 J.D./M.D./Ph.D.
	 Other:	_____________________________________________________________________________________

14.  Optional question: What is your race or ethnicity?
 African American
 Asian
 Caucasian/White
 Hispanic/Latino
 Native American
 Pacific Islander
 Mixed
	 Other:	_____________________________________________________________________________________
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15.  Optional question: What is your gender:
 Male
 Female

16.  Optional question: What is your age group?
 18 to 24 years old
 25 to 34
 35 to 44
 45 to 54
	 55 to 64
 65 or older

II. Commitment to the Course

______Yes,	I	understand	when	the	course	is	meeting,	and	I	am	able	to	fully	participate.

______Yes,	I	am	able	to	dedicate	time	to	conducting	independent	coursework.

__________________________________________________________________________________________________
Signature of applicant

Adapted from Workforce Professionals Training Institute course application and pre-course performance self-appraisal form.
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Sample Supervisor Commitment Form

1. Name and title of applicant for the course:

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

2. Direct supervisor’s name and title:

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

3. Direct supervisor’s phone number and email address:

	 (___________)	_______________	–	________________________

	 _____________________________________@_______________________________________________________

4. Supervisor’s/applicant’s organization and mailing address:

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

Supervisor and Participant Orientation:
Participants must attend a pre-course orientation with their immediate supervisor. In this orientation, partici-
pants and their supervisors will learn about expectations for the course, including course location and materi-
als. Details about the orientation will be provided to you once the application is received and confirmed.

Supervisor Support:

 Yes, I approve of the above job developer participating in up to 33 hours of training, as well as commit-
ting up to three hours per week to independent coursework.

 As the supervisor, I agree to participate in the orientation, as well as the supervisor/job developer 
closing session.

________________________________________________________________________________				 _______________
Signature of supervisor Date 

Skills and Strategies for Job Development Success
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Taking the Pulse of the Group

Directions:	To	administer	the	informal	survey,	put	two	flipcharts	on	the	wall,	one	titled	“How	Are	We	Doing?”	
and	the	other,	“Additional	Comments.”	On	the	flipchart	titled	“How	Are	We	Doing?”	write	the	contents	of	the	
“Taking Your Pulse” box below. Pass out stickers, and ask that as participants leave, they stick them to the 
word that best describes their perception of the course for each of the four questions. Invite those who have 
more	comments	to	scribble	them	on	the	flipchart	titled	“Additional	Comments.”	This	way,	you	can	quickly	
assess the group’s satisfaction.

An Informal Survey

Taking Your Pulse

1. How helpful is the content of this course?

3	Not at all helpful 3 Somewhat  3 Helpful	 3 Very helpful 3 Extremely
  3 helpful   3 helpful

2. How does the pace feel?

3 Far too slow 3 Slow 3 Just right 3 Fast 3 Far too fast

3. How do you like the way we organized the coursework (small groups, mini-lectures, working 
groups, etc.)?

3 Not at all 3 Somewhat 3 Effective 3 Very effective 3 Extremely
     3 effective

4. How do you feel about the course so far?

3 Totally frustrated 3 Dissatisfied 3 Satisfied 3 Pleased 3 Energized

Skills and Strategies for Job Development Success
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The continuous improvement of the Working with Employers: Skills and Strategies for Job Development Success 
course depends in large part on each person thoughtfully completing this evaluation. Your assessment and 
ideas are most appreciated.

1. What type of organization do you work for? (Check only one.)
 Community college

 Community development corporation

 Employer/employee association

 Nonprofit (community-based) organization

 Government agency

	 Other	(Please	specify:	)

	 ______________________________________________________________________________________________

2. Are you responsible for placing job seekers in jobs?
 Yes

 No

	 If	not,	please	briefly	list	your	major	job	responsibilities:

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

3. What are the two main reasons you decided to attend the course? (Check only two.)
 Supervisor’s suggestion

 Interested in developing my skills

 Interested in getting professional training and certification in workforce development

 Interested in networking opportunities with other colleagues, trainers and employers

 Workshop location

 Workshop cost

	 Other	(Please	specify:	)

	 ______________________________________________________________________________________________

4. How did you first hear about this workshop? (Check only one.)
 Received an email   

 Was referred by a colleague

 Supervisor suggested the course

 Found out about it at the host agency’s website

	 Other	(Please	specify:	______________________________________________________________________)

Course Evaluation

Skills and Strategies for Job Development Success
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5.	 Overall	Impressions

For each of the following statements, please circle the 
number that best represents your impressions of the 
course:

Strongly 
Agree

Agree Disagree Strongly 
Disagree

a. The content was appropriate and met my 
expectations.

4 3 2 1

b. The concepts presented can be applied at my 
organization.

4 3 2 1

c. The sessions were well paced with sufficient 
time for discussion.

4 3 2 1

d. Course staff was knowledgeable and responsive 
to participants.

4 3 2 1

e. The course improved my skills in working with 
employers.

4 3 2 1

6. Course Components

Please rate the following components: Excellent Good Fair Poor

a. Registration process 4 3 2 1

b. Networking opportunities 4 3 2 1

c. Working groups (meeting weekly with the same 
group of course participants) 

4 3 2 1

d. Interactive group activities (such as case studies, 
role plays, small group discussions)

4 3 2 1

e. Independent assignments (done outside of class 
sessions)

4 3 2 1

f. Job Development Essentials readings 4 3 2 1

g. Lectures (information presented by course 
trainers)

4 3 2 1

h. Prospecting activities 4 3 2 1

i. Course trainers 4 3 2 1

j. Employer panels 4 3 2 1

k. Course overall 4 3 2 1
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7. Please circle the three sessions of the course that were most helpful to you.

Session Title

Orientation Clarifying	Our	Expectations:	An	Overview	for	Participants	and	Supervisors

1 Believing	in	Ourselves:	The	Services	Are	What	Count

2 Prospecting: Finding the Employer that Fits

3 Making the Match: The Art of Making It Click

4 The Relationship: The Basis for Long-Term Success

5 Communicating with Employers: Putting Learning into Practice

6 The Employer Relationship: Taking the Long View

A The Job Seeker: Looking Below the Surface

B Professional Effectiveness: Being the Best We Can Be

C Exploring	the	Environment	in	Which	We	Work:	What’s	in	Our	Control	and	What’s	Not

D Candidates Employers Are Hesitant to Hire: Strategies for Making It Easier

Closing – 
Part 1

Putting It All Together: What We’ve Learned and What We’ll Do From Here

Closing – 
Part 2

Implementing	Our	Plans:	Getting	the	Support	We	Need	to	Incorporate	the	Learning

8. Please circle the three sessions of the course that were least helpful to you.

Session Title

Orientation Clarifying	Our	Expectations:	An	Overview	for	Participants	and	Supervisors

1 Believing	in	Ourselves:	The	Services	Are	What	Count

2 Prospecting: Finding the Employer that Fits

3 Making the Match: The Art of Making It Click

4 The Relationship: The Basis for Long-Term Success

5 Communicating with Employers: Putting Learning into Practice

6 The Employer Relationship: Taking the Long View

A The Job Seeker: Looking Below the Surface

B Professional Effectiveness: Being the Best We Can Be

C The	Environment	in	Which	We	Work:	What’s	in	Our	Control	and	What’s	Not

D Candidates Employers Are Hesitant to Hire: Strategies for Making It Easier

Closing – 
Part 1

Putting It All Together: What We’ve Learned and What We’ll Do From Here

Closing – 
Part 2

Implementing	Our	Plans:	Getting	the	Support	We	Need	to	Incorporate	the	Learning
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9. Was the length of the course:

  Too long   Too short   An appropriate length of time

10. Was the pace of the course:

  Too slow   Too fast   Just right

11.  What did you find most helpful about the course?

	 ______________________________________________________________________________________________

12. What suggestions do you have for improving the course?

	 ______________________________________________________________________________________________

13. What, if any, practical ideas from the sessions will you take back to implement at your organization?

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

14. What topic(s) would you like to see addressed at future workshops or courses?

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

15. Do you have any other suggestions for future workshops or courses?

	 ______________________________________________________________________________________________

	 ______________________________________________________________________________________________

16. How likely is it that you or someone else in your organization will attend another one of our workshops?

  Very likely 		Likely   Not very likely   Not likely at all

17. Would you recommend this course to other job developers within your organization?

  Yes   No

Thank you for completing this evaluation.

The section below is optional. Complete it if you would like us to follow up with you:

__________________________________________________________________________________________________
Your name

__________________________________________________________________________________________________
Your organization

__________________________________________________________________________________________________
Your email

Phone	number	where	you	are	most	easily	reached:	(_______)	__________	–	_______________	ext.	________
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