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You’ve gotten the  
Employer’s Time, 

Now let’s get their Attention! 
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STAGES OF JOB DEVELOPMENT 
 
1. Positioning 

• What are the services you can offer 
to an employer? 

• What makes you unique? 

• How well do your marketing materials 
represent you? 

 

 
2. Prospecting 

• Who needs your services? / Why?  

• Where can opportunities be 
created? 

• Where can you continue to 
strengthen relationships with 
current employers? 

• People Sources vs. Data Sources 

 
3. Preparation 

• Research employer 
- basic information 
- news 
- best contact 

• Gather questions to ask employers to 
determine needs and concerns 

 
4. Presentation 

• Develop initial presentation / 
introduction which is brief, 
memorable, interesting and 
geared toward employer needs 

• Get a face-to-face appointment – 
bring materials 

• What have you done for other 
organizations? 

• Future visits:  job analysis, 
financial incentives, etc. 

 
5. Proposal 

• Assist and support participants with 
application / interview process          
OR 

• Create document or presentation for 
employer proposing a match or 
customized employment 

• Include benefits to employer to 
improve productivity, improve 
customer satisfaction, save time, 
save money, and reduce costs… 

 
6. Perseverance 

• How can you continue to build / 
strengthen relationships? 

• Satisfaction surveys with 
employers 

• Long-term support of participants 
and employers 
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What are your fears in the initial meeting? 
 

 
1. _______________________________________________________________ 

2. _______________________________________________________________ 

3. _______________________________________________________________ 

4. _______________________________________________________________ 

5. _______________________________________________________________ 

6. _______________________________________________________________ 

7. _______________________________________________________________ 

8. _______________________________________________________________ 

9. _______________________________________________________________ 

10.  _______________________________________________________________ 
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Do your homework before the meeting 
 

 

• Learn about the company  

• Know your company’s history with this company 

• Craft your questions before the meeting 

• Know what you’re asking for before the meeting 

• Gather relevant materials or documents you want to make 

available for the employer (i.e., WOTC brochures) 

• Practice your script, over and over and over...  
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“Hello Mr. Smith, I am a Job Developer and I work for 
ABC Services for the Disabled and I place people with 
disabilities into employment. We provide on-site job 
coaching and long term follow along services. We 
ensure a good job match through Diagnostic Vocational 
Evaluations, situational assessments and conducting a 
thorough job analysis of the work site. All of our 
services are free of charge and there are tax credits 
available to you. I currently have a consumer who is 
very interested in working in this industry and he would 
be perfect for this job.”  
 

The Initial Meeting 
 
Introduce yourself and describe what you do. 

 
Common Presentation 
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“Good Morning Ms. Smith, I want to thank you for this 
opportunity to speak with today and I promise not to take 
up too much of your time in this first meeting. First I would 
like to explain briefly what my organization does and then 
I’d like to spend some time learning about your company 
and how my program can assist you. Assisting you could 
happen in several creative ways such as solving 
personnel problems or identifying ways to improve 
productivity. 
  
My program provides specialized placement solutions and 
referral services for employers. We match employers with 
qualified candidates and we do this by assessing a 
person’s interests, work preferences, skills and abilities, 
and previous work history. We also observe jobs at 
employer sites to clearly understand the work 
requirements and work culture. By assessing both the 
employee and the work site we are able to make the best 
possible job match for both the employer and employee.”  
 

A Better Way 
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“I am here today to learn more about your employment needs and work 
requirements so that I can be a solid recruitment resource providing you 
with appropriate job candidates……” 

 

“I would like to get to know your organization so that I can see if there are 
any recruitment needs I may be able to assist you with in the future… 
 

Explain why you are there. 
 

 
Things to remember: 
 

 This is the initial meeting and the goal of the initial meeting is to: 

o Learn more about the employer and their needs 

o Identify employer’s concerns about their business / about 
working with you 

o Exposure to their industry 

o Share what you can offer (in their terms)  

o Begin to identify decision makers 

o Initiate a relationship 

o Determine the next steps to continue to build the relationship 

 

 Use business language  

 Use body language that shows interest 

 Match your dress to the employers and the environment 

 Be prepared to handle employer objections 
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Ask the employer open-ended questions. 

 

Before the Visit                           Research: 
 

 How long has the company been in business? 

 Does this organization have multiple locations or just one? 

 What kind of product / service do they provide? 

 Who are their primary customers? 

 Approximately how many people do they employ? 

 What kind of positions do they hire for? 

 What is the company’s mission / vision? 

 

During the Visit                                   Ask: 
 
Background / History of Business 

• Tell me more about this organization. 

• How was this company started? What is the history? 

o (Here is what I already know….) 

• How long have you been with the company? 

• How has the company grown / changed over the last 5, 10, years? 

• Has the demand for your product / service increased / decreased / 
remained steady over the last 5, 10 years? 

• Tell me the story behind your mission statement. 
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Current State of Business 

• What are the most significant issues / challenges that affect this 
business today? 

• What are the prevalent trends in this industry that impact this 
organization? 

• Who are your primary competitors in the community / in the state? 

• How do you, as a business, set yourself apart from your competitors? 

• What gives this company / business an advantage over its 
competitors? 

• What is the company’s vision for the future? 

• Have there been any recent site or location changes? 

• What parts of the business have been most impacted by the 
recession? 

• What accounts for the greatest demand for your service / product? 

 
 
Work Culture 

• What do you like best about working here? 

• What would your employees tell me about what they like about 
working here? 

• What is it like to work here? 

• How would your employees describe the “work culture” of this 
company? 

• What kind of people are most successful working here? 

• How are new employees oriented to the company? 

• Do you sponsor employee activities, such as a company picnic, 
softball team, and holiday parties? 

• What are the qualities that you value most in your employees? 
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Future 

• How do you think your products / services will change in the next 2 – 
5 years? 

• What trends will impact these changes? 

• In what areas do you see the business growing in the next two years? 

 

Hiring Practices / Personnel: 

• What department or individual is responsible for hiring decisions (the 
need to hire)? 

• What determines when you hire a new employee? 

• How do you currently source / recruit (entry level) employees right 
now? 

• How is this working for you? 

• What is the typical amount of time or cost involved in advertising to 
find prospective employees to screen and interview?  Would it benefit 
you if we could serve as your source of pre-screened applicants for 
certain positions? 

• Do all departments use the same process for recruiting and hiring 
new employees? 

• If you could change anything about your current hiring practices, what 
would it be? 

• Do you primarily hire:  part-time, full-time, or seasonal employees?  
What shifts do you offer?   

• What type of positions do entry-level employees do? (Here is what I 
know….) 

• Where do you experience the highest turnover in the company? 

• In which positions is reliability and dependability most important? 

• Would it be helpful to you if our program could provide employees 
with those qualities for those specific positions? 



APSE National Conference - 2015 

11 | P a g e   

 

• Are there job responsibilities that currently prevent employees from 
performing the most challenging or critical job functions?  If so, what 
are they? 

• Would you consider it a benefit to hire someone who could focus on 
those duties, freeing others to get to more critical responsibilities? 

• Are there areas where duties have become backlogged and / or 
overtime has been accrued?  Would you benefit from being able to 
eliminate the backlog and reduce overtime expenditures? 

• Do you have challenges retaining employees in any of your entry-
level positions? 

• Do you have any “entry-level” tasks that are currently being 
completed by more experienced employees? 

• Are there any tasks or duties that seem to get overlooked due to work 
load or time constraints? 

 
New Employee Orientation & Training 

• What does new employee orientation consist of? 

• How are new employees trained?  Are you happy with this process as 
it is currently done? 

• What is the average amount of training time / cost provided to new 
hires? 

• What kind of on-going training do employees receive? 

• How do people advance or move to new positions within the 
company? 

• Would it help your business if we could offer training assistance to 
relieve your staff of additional training demands? 
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Employment Programs 

• Have you ever worked with an employment program to recruit and 
hire employees in the past?  If so, what was the experience like? 

• Can I tell you about how I can assist businesses like yours? 

• Can you identify any other businesses that you do business with, that 
you think could be helped by our services? (get a contact name if 
possible) 

 

For example:         
Printers 
Janitorial Services 
Office Supply Businesses 
Vending Services 
Package Delivery Services 
Courier Services 
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What Can Your Program Offer an Employer? 

 An ongoing pool of pre-screened applicants 
 

 The ability to facilitate a strong job match (based on candidate 
assessment and job / workplace analysis). 

 
 Assistance with recruiting / sourcing of candidates at no cost. 

 
 Reduced turnover in entry-level positions. 

 
 Less need to use employment agencies. 

 
 Assist employers in meeting needs they do not know they 

have. 
 

 Support with training a new hire. 
 

 Consulting on job site accommodations, job carving, job 
restructuring or job creation at no cost to the employer. 

 
 Assistance with updating employee training (new role 

responsibilities) and with employee relation issues. 
 

 Support with writing or updating a job description. 
 

 Customized training to the employer on topics such as: 
disability awareness, accommodations, natural supports and 
the ADA. 

 
 Access to tax credits when candidates are hired.  Assistance 

with processing documentation needed. 

https://drive.google.com/file/d/0B_KkB8FzZxnxd0RTQjJCbU9xWmM/edit?usp=sharing  
http://www.doleta.gov/business/incentives/opptax/wotcEmployers.cfm  

 

https://drive.google.com/file/d/0B_KkB8FzZxnxd0RTQjJCbU9xWmM/edit?usp=sharing
http://www.doleta.gov/business/incentives/opptax/wotcEmployers.cfm
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Human Service to Business:  Terminology Translation 
  

What Human Service People Say What Business People Say 

Agency or program Organizations or business 

Service provider Employment agency / Employment Service 

Clients and consumers Job candidates and applicants 

Employment specialist Recruitment specialist 

Vocational rehabilitation counselor Employment counselor, career counselor 

Supported employment services Employment services 

Job development Recruitment assistance, identification of labor needs 

Job analysis Identification of job functions 

Vocational assessment Determination of work skills, career interests and 
professional goals 

Job matching Matching needs and qualifications 

Situational assessment Job shadowing 

Mobility training Transportation training 

On-the-job evaluations Performance evaluations 

Job placement or placing people Assisting people with finding jobs, becoming 
employed; assisting companies with recruiting, 
hiring and staffing 

Working interview Hands on skill demonstration 

Job modifications Job accommodations 

Assistive devices Reasonable accommodations 

Job carving Restructuring of a position 

Job coaching Post-hire follow-up services 

Social integration Opportunities to socialize with co-workers 

Integrated work environment Opportunity to work as a team member 

Job coaching, job counseling, job 
modifications, job interventions, site 
visits, fading, follow-up services 

On-going consultation, as needed 

The employer Name of company, organization, director of human 
resources employment manager, recruiter, human 
resources generalist staffing specialist 
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Handling Employer Objections 

“We’re not hiring now, are too small or have had recent layoffs.” 

 

 Establish early in the call or visit that you are seeking to assist them with future 
hiring needs. 

 Briefly explain how getting to know their businesses now can pay off in the future. 

 Provide positive support that you anticipate due to their “name a positive quality” 
that they will have increased opportunity in the future. 

 Ask to send information or leave information. 

 State that you will call again in the future. 

 Inform co-workers of outcomes so that sensitive employers are not re-contacted 
without prior knowledge of agreements or concerns. 

 
“We don’t work with agencies.” 

 

 Ask questions to determine problems from past experiences. 

 Ask who the decision maker is so you can directly contact them. 

 Reiterate that there is no “contract” or commitment to keeping the person if they 
are not a productive employee. 

 Ask what it would take to work with a SE agency again. 

 Ask if there are ways to better prepare employees before they apply for a job with 
this company. 

 Ask if they would consider subcontracting or hosting situational assessments or 
job shadowing to feel better about the job match. 

 Point out that the employer will not pay a fee for services. 

 
“But I need employees who can  

be productive, be independent, be flexible, etc.” 

 

 Ask questions to get a good understanding of the concern. 

 Discuss examples of successful job candidates in similar jobs or that use similar 
skills. 

 Set up job try outs, job shadowing, or an “informational interview.” 
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 Give the employer articles about successful supported employees with 
disabilities. (“Disability:  Dispelling the Myths” – US Chamber of Commerce) 

https://drive.google.com/file/d/0B_KkB8FzZxnxSDVVcFRCUHRSY00/edit?usp=sharing  

 Ask the employer what would make them feel more comfortable. 

 Allow the employer time to develop comfort, understanding and get necessary 
approvals. 

 

"Just send your job candidate in for an interview or to fill out an application." 

 

 Explain that the job candidates you are recommending may have had 
difficulty getting their foot in the door or may have limited competitive 
experience. 

 Explain that job candidates may present themselves best in an informational 
interview. 

 Describe the talents / skills / gifts job the candidate can offer to 
benefit the employer, particularly if they have relevant transferable 
skills. 

 
Tips for Handling Objections 

 
Listen for deeper understanding and underlying fears: 

 

 Acknowledge validity of concerns, i.e., “it is good for employers to be 
concerned about safety” but studies have found that…. (Site DuPont study 1981, 
1991). 

 Legitimize the question “That is a legitimate (fair) question.  Many of our 
customers are interested in knowing if our candidates can do the job.”  

 Ask questions to pinpoint concerns.  “What is it in our proposal that causes 
you concern?” 

 Once you understand the objection, offer one or more solutions.  We could 
give you Mary’s current supervisor’s name and phone number or we could bring 
her in for a working interview so that you could see what she has to offer. 

 Personalize it – Use examples you have used in the past (i.e., safety gloves for 
slicing machines/cleaning sharp tools, non-slip shoes for slippery surfaces, etc.). 

 Provide testimonials and/or contact information from other employers who 
have hired your candidates. 

https://drive.google.com/file/d/0B_KkB8FzZxnxSDVVcFRCUHRSY00/edit?usp=sharing
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 Trail close to see if you have resolved the concern.  “So would having John 
come in for a working interview allow you to make a decision on whether you feel 
he is a strong candidate for the job…a good fit for the job?” 
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Craft Your Own Script  

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________ 
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Script for Job Development  
by Marc Gold & Associates 

“Hi, it’s nice to meet you. (Take a seat and tell yourself to remember the employer’s name.) My 

name is Michael Callahan. I want to thank you for your willingness to allow me to meet with you 

today. I know your time is valuable, so let me get right to the point.” 

“I’m with Marc Gold & Associates, an organization, (hand over your business card at this point) 

that assists people with disabilities to negotiate specialized employment opportunities with 

employers.” 

“I have been hired (you might use: “assigned to represent” or “selected”) by a young woman in 

the Ocean Springs area who has developmental disabilities, to assist her to find an employment 

situation that meets her needs as well as the employer’s.” 

“Your company was one of several in our area that was identified as a result of an employment 

planning process that is paid for by public funds available to persons with disabilities who want 

to become employed.” 

“We have found that some persons with disabilities benefit from a representative like me, called 

job developers, to call on potential employers and to relate the unique contributions that they 

may be able to make to your company.” 

“I realize that you may not currently have job openings or might not be interested in hiring at this 

time, even for targeted tasks, but I’d like the opportunity to introduce this applicant to you and 

have you consider whether this approach might work for your company.” 

“Before I introduce the applicant, I’d like to take a few minutes to describe this new approach to 

assisting persons with disabilities, especially people with more significant disabilities, to become 

successfully employed.” (At this point, set up the portfolio on the employer’s desk.) 

“Our organization has developed this presentation portfolio to assist employers to more clearly 

understand what is called the supported employment approach. In this approach, supported 

employees and employers receive assistance from an employment specialist or job coach.” 

“We start the process by admitting that the typical job openings that you might have would 

probably not be a good job match for most of our applicants. (Refer to the first page of the 

portfolio.) Therefore, we use an approach in which I’ve been approved by the applicant to 

disclose their disability in an effort to negotiate a job that matches both the skills of the applicant 

and unique needs of the employer.” 

“My job is to find out whether you might have any problem areas or bottlenecks – 'things that 

need to get done, but that are not getting done' in a timely enough manner – and to see if those 

areas might match the skills of the applicant and possibly become a job.” 
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“As I mentioned earlier, the concept is called supported employment. In supported employment, 

both the employer and the supported employee receive assistance in targeting work tasks, job 

analysis, initial employee orientation and training and on-going supports through public funds 

available from vocational rehabilitation and developmental disabilities services in our state.” 

“The disability field has been using this approach for over fifteen years and we have found it to 

be very successful. When job tasks are well-matched to applicants, even employees with 

significant disabilities can make valuable contributions and employers can target problem areas 

within their company.” (Show 3 - 5 pictures of persons working. Don’t tell stories unless asked 

by employer.) 

“We have found the best way to provide that support is to offer employers and employees with 

disabilities assistance in working successfully together. Therefore, we frame all our support 

strategies from your perspective (the employer’s). We start by doing job tasks the way you want 

them done.” (Show the “Ways” page of the portfolio and the picture(s) that describe that 

section.) 

“Regardless of the type of task to be performed or the business we are in, we listen to the needs 

of the employer and observe the way the employer wants the job done. This process starts during 

a tour of your business and is finalized in a process we call job analysis.” 

“We also utilize as much as possible the same means that you use to teach all new employees 

their jobs. Our training, supports and suggestions begin with your strategies as our starting point. 

(Show the “Means” page of the portfolio and the picture(s) that describe that section.) Of course 

we are also able to offer additional supports and strategies beyond those that your company 

might use, but we start with your approaches first.” 

“Your people are also important to us. (Show the “People” page of the portfolio and the 

picture(s) that describe that section.) We want to assure that your supervisors and other 

employees feel comfortable in supervising and training the supported employee.” 

“To accomplish these steps, we offer all employers, as well as your new employee, a job analysis 

that address your ways, means and people. We start the job analysis with a tour, with your 

permission of course, during our negotiations and finalize it after you agree to hire but before the 

new employee starts work. (Show the Job Analysis page of the portfolio and the picture(s) that 

describe that section.) 

“We ask you to have an employee or supervisor demonstrate the job in the manner you want it 

performed and then teach it to our employment specialist. The employment specialist will then 

be responsible for developing a written job analysis that you would approve.” 

“We typically need about a week to complete this job analysis and offer other logistical 

assistance to the applicant from the time an employer says 'yes' to hire before the first day of 

work. (Show the page “Getting started on the job” and the picture(s) that describe that section.) 

The first days of work are much like those for any other employee, unless we agree to something 

different during the job analysis.” 
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“The employment specialist is right there to assist your people and the supported employee to 

successfully learn and perform the job. If any party, you, our organization or the applicant feels 

that more support than you typically offer other employees is needed, we’re right there to assist. 

Of course our employment specialist will always clear any additional support that may be needed 

with you before getting started.” 

“We also offer back-up supports to you and your employee, over time, after the initial days on 

the job. (Show the page “Back-up and on-going supports” and the picture(s) that describe that 

section.) While the amount of support is determined by the public funding we receive, it is the 

intention of supported employment to offer whatever assistance is needed to both the employer 

and the supported employee. With its twenty-five years of service in the disability employment 

field, MG&A will be there for you over the long haul.” (Show the Services offered to Employers 

page at this point and the pictures that describe that section.) 

“Now, I’d like to introduce you to Jenni Guthrie, the applicant who I am representing. I’ll do that 

in two ways. First, I’ve worked with her to develop a sort of 'visual resume' to help you 

understand who Jenni is and what she may offer and I also have a written packet of materials, 

including her resume, that I can leave with you.” (Show the pages starting with the applicant’s 

name as well as the subsequent narrative pages that describe him/her.) 

“The pictures that I have of Jenni describe her former job at VL Logistics, here in Ocean 

Springs, as well as selected tasks that she performed at school (she graduated in 1999) as well as 

at home. These pictures are provided to give you an impression of Jenni as an employee.” (Show 

pictures of applicant working.) 

“In our planning process that I mentioned earlier, we also do extensive discovery of actual and 

potential tasks that Jenni can perform (with support). We also hope that they represent job tasks 

that might be performed and needed in work places around our area.” (Show the list of job tasks 

that the applicant hopes to perform.) 

“Of course, this is not an exhaustive list. She might certainly be able to perform other, similar, 

tasks with the support that we can provide.” (Offer the employer the packet of materials that 

describe both the applicant and the process.) 

“What I’d like to do at this point is to first say 'Thank you' for your time and your willingness to 

have me present this proposal. I also want to ask if you feel that this concept might be an idea 

that you would like to pursue with further discussions. If you are interested in continuing this 

process, with the understanding that you have not made a commitment to hire Jenni, we would 

first start with a tour of your company on a convenient day later this week or next. (Brief pause) I 

would also be glad to answer any questions that you might have concerning anything that I have 

discussed.” 
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Likely questions and possible answers: 

Q: “I thought that with supported employment, employers got a full time job coach to do all the 

training and employee support. This approach seems to require more of me (the employer) in 

support. What’s the deal ?”  

A: “In the early days of supported employment we felt that it was necessary to both the employer 

and the supported employee to offer to take over virtually all the up front training and support. 

However, we found that this approach resulted in dependency by both parties – employees and 

employers. We too often got in the way between the supports that are naturally available in work 

places and the employee with a disability. With this approach, we are still there to assist, but we 

start by helping you and your employee work together. If you need us to fill in, we will do that, 

but we will also help you figure out how to support this employee when we are not around.” 

Q: “Why not just have your applicant apply for job openings like everyone else?”  

A: “The unfortunate fact is that the overwhelming majority of adults with disabilities remain 

unemployed (about 75%) even after a decade of laws like the Americans with Disabilities Act. 

One reason is that the persons represented by organizations like mine are often not able to meet 

all the essential responsibilities for the job – your job description – even if you provide 

reasonable accommodation and targeted recruitment efforts. Additionally, these persons often 

have difficulty representing themselves in a way that distinguishes them from other applicants 

and highlights their contributions. Frustration and even litigation can follow. This approach 

allows employers to become voluntary partners – rather than adversaries – in hiring people with 

disabilities. 

 

Q: “Do I have to have an employment specialist/job coach in my business? What if I want to 

provide all the support through our company?”  

A: “This is a difficult question for us. First, we certainly believe that employers should have 

control of both their workplace and their employees. However, the needs associated with 

significant disabilities are often subtle and complex. They are usually resolvable in a way that 

meets everyone’s needs, but they do exist. Our role is to assist you and your employee with a 

disability to work successfully together. We will be as flexible as possible to make that happen, 

but we need to be there in some way to offer you and your employee the assistance that is 

necessary for success. We promise to work with you to determine the best strategy for support.” 

 

Q: “What about my liability? Won’t my insurance rates go up?”  

A: “We understand that all employers worry about liability in these times. I would not be 

qualified to comment on your liability or insurance rates. We do know, however, that your 

liability is related to the performance of your employees, that quality and safe employee 

performance is related to good training and supervision and that, with supported employment, 

you get extra assistance – an extra set of eyes – for training and supervising your supported 

employee.” 

 

Q: “All our jobs here require high productivity. Employees are expected to meet strict 

performance standards. Can your applicant meet these kinds of demands?”  

A: “We understand employers’ needs for productivity. However, as I mentioned earlier, our 

applicants typically have difficulty meeting pre-determined productivity demands, due to their 
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disability. By targeting tasks that comprise problem areas that you have, we hope to negotiate 

productivity demands and job scope in a way that meets your needs and the applicants skills. In 

any case, you would know in advance of hiring the applicant our best guess as to his/her 

productivity. (If the employer responds that negotiation of productivity is not possible, then 

say...) We also understand that this approach might not meet your needs. In that case, thank you 

for your willingness to consider our proposal.” 

http://ruralinstitute.umt.edu/transition/art_jobdevscript.asp  

 

 

 

 

 

 

 

http://ruralinstitute.umt.edu/transition/art_jobdevscript.asp

