DOCUMENT RESUME

ED 303 926 EC 212 121

AUTHOR Tindall, Lloyd W.; And Others

TITLE Replicating Jobs in busainess and Industry for Persons
with Disabilities. Volume Four.

INSTITUTION Wisconsain Univ., Madison. Vocational Studies
Center.

SPONS AGENCY Office of Special EAucation and Rehabilitataive
Services (ED), Washaington, DC.

PUB DATE May 88

GRANT G008530053

NOTE 254p.; For other volumes in this series, see ED 276
224, ED 284 378, EC 212 120 and EC 212 556.

AVAILABLE FROM University of Wisconsin-Madison, Vocational Studies
Center, School of Education, Madison, WI 53706
($12.50) .

PUB TYPE Reference Materials - Directories/Catalogs (132) --
Guides - Non-Classroom Use (055)

EDRS PRICE MF01/PCll Plus Postage.

DESCRIPTORS Business; »Disabilities; Employment Potential; »Job
Search Methods; Job Skills; Job Trainaing;
Manufacturing Industry; =xOccupational Information

ABSTRACT

The catalog describes jobs performed in business and
industry by persons with disabilities. Each job described is
performed by a specific disabled individual. Job descriptions are
indexed by disability and job title. Each job description specifies
the type of job, the disability of the person performing the job,
company information (e.g. company name and description, number of
employees, and a contact person), job requirements, job information
(e.g. wages, benefits, work schedule, work setting, probationary
period, employment history, physical demands, environmental
conditions, training period, and amount of supervision); significant
duties (e.g. leadership/managecial, problem solving or writing tasks,
manual/perceptual tasks); and special considerations (e.g.
limitations, special training, job accommodations, personal
strengths). After the job descriptions, a section provides marketaing
strategies for job seekers. Discussed are a personal marketing plan,
recording expenses, self-appraisal, job sour=es, recruitment, the
resume, letters, interviewing, discussing salary, disability
selr-identification, employment incentives, follow-up, surviving the
Job search, accepting employment, orientation, training, keeping and
improving employment, and changes in employment. A section on
resources for job replication lists organizations and publications.
Appended are a job replication form and a list of related
publications. (DB)

tttt**tttttttttttttt*tttttttttt**t*****ttttt*ttttttttttttttttttttttt***

* reproductions supplied by EDRS are the best that can be mace
* from the original document.

AR KRR AR R R R R AR R R KRR RN R R KRR R R AR AR AR AR AR AR AR R R R AR AR R RN KRR AR AR KRR RRRRRRRRRRRK

*®

*®




ED303926

> US DEPARTMENT OF EDUCATION
- Ottice of Edurational Research ano Impre jement

FDUCATICAL RESOURCES INFORMATION
CENTER (ERIC)

45 nowmem has DePn reproduced as
ed from the pe or organization
9 ' ng i
s Mmo ha ngpa e been made 10 1IMpro
eproduction qu

Aunts nf view of opinians stated in thie doca
ment Ae 01 np sanl, represent othcial
OQER postio po Ccy

2

REPLICATING JOBS IN BUSINESS & INDUSTRY
FOR PERSONS WiTH DISABILITIES

Volume 4

@ Vocational Studies Center

Schoo! of Education ® University of Wisconsin-Madison

BEST COPY AVA'LABLE

,




VOLUME FOUR

Replicating Jobs In Business and Industry
for Perscns with Disabilities

Lloyd W. Tindall
John J. Gugerty
Thomas J. Heffron
Patrick G. Godar

The Vocational Studies Center
School of Education
University of Wisconsin-Madison

May, 1988

The publication was produced as part of a grant from the U.S. Department
of Education, Office of Special Education and Rehabilitative Services.
Contractors undertaking such projects under Government sponsorship are
encouraged to express freely their professional judgement. Points of view
or opinions stated do not, therefore, necessarily represent the official

Department of Education position or policy. Grant Number G008530053,
Project Number 158HH70010.




Table of Contents

Acknowledgments . « & ¢ ¢ ¢ ¢ ¢ 4 4t 4 e e e e e e e 4 e

Cross Reference of the Job Descriptions by Disability and

Section I: Catalog Purpose and How to Use
PUPPOSE & & v v & it it et e e e e e e e e e e e e
How to Use This Volume .+ « « ¢+ ¢ ¢ ¢ ¢ « o o o o o - &

Dictionary of Occupational Titles + + « & ¢« ¢ ¢ « « o .

Section II: Job Descriptions

Job Title

Analyst -~ Division Directives; Physical Handicap; San Diego, CA .

Animal Feeder/Cage Cleaner; Mental Retardation; LaGrange, KY . .

Associate Professor; Spina Bifida - Uses Wheelchs‘r for Mobility;

Cedar Falls, IA . & & ¢ ¢ v ¢ o o o o o o o o o o o o

Automotive Equipment Mechanic; Amputee - Left Leg Prosthesis;

Boston, MA . . & & 4 & 4t e e e e e b e e e e e e e
Baker; Mental Illness; Providence, RI . . . . . . . . .

Bakery Assistant; Learning Disability; Cedar Rapids, IA

Case Packer; Mental Retardation (Down's Syndrome); Rochester, NY

Checker; Muscular Dystrophy; St. Louis, MO . . . . . .

Child Care Worker; Mental Retardstion; Iowa City, IA .

Clinical Mental Health Counselor; Learning Disability -~ Dyscalculia

Dysgraphia; Glent wrnie, MD . . . v ¢« v ¢« v ¢« ¢ o o o &

Coordinator of Deaf Services; Deafness; Las Vegas, NM .

Co-Owner/Storyteller/Performer; Learning Disability; Frceland, MD .

Correspondence Specialist; Deafness; Glendale, CA . « « « ¢ o « « &

Courtesy Clerk; Mental Retardation - Mild; St. Louis, MO

Director of Commission of Handicapped Affairs; Physical Handicap -

Uses Powered Wheelchair; Revere, MA . . . . ¢« ¢« « « + .

Disabled Program Manager; Cerebral Palsy; Sacramento, CA

il

11

13

16
19
21
2U
26

28

w
——




Dispatcher; Pa.aplegia; Kalamazoo, MI . . . ¢« ¢ & ¢« v ¢ ¢ ¢ ¢« ¢« v ¢ o o &

Editor, Research Associate; Multi-Handicaps - Hypoadrenocorticism,
Allergies; New YOrk, NY . & ¢ ¢ ¢ ¢ ¢ o ¢ o ¢ ¢ o o o o s o o o o o o &

Enclave Assembler; Mental Retardation - Severe; Hillsboro, OR . . . . . .

Equal Emplcyment Opportunity Coordinator; Physical Handicap - Lower
Extremities - Congenital; Boise, ID . . & ¢ ¢ ¢ ¢ ¢ ¢ o ¢ ¢ o o o o o o o

Farm Machine Operator; Quadriplegia; Miles, IA . . ¢« ¢ ¢ ¢« ¢+ ¢ ¢ o o & &
Food Attendant - Dishwasher; Mental Retardation; St, Paul, MN . . . . . .
Founder/Director; Muscular Dystrophy; Richmond, VA . . . . « « . « « o« .
General Assembler B; Blindness - Congenital; South Beloit, IL . . . . . .
General Clerk; Hearing Impairment; Boston, MA . . . . . ¢ ¢« v ¢« ¢ ¢ ¢ o &
General Factory Machine Operator; Learning Disability; Dyersville, IA . .

General Labor/Return Stocker; Mental Retardation - Mild;
North Canton, OH . . ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o o « o o o o o o s o s o o o

General Manager; Polio - Partial Paralysis; Moncks Corner, SC . . . . . .
Groundskeeper; Mental Retardation; Philadelphia, PA . . . . + + + « « + &

Hanger Assembler; Multi-Handicaps - Mental Retardation (Down's Syndrome),
Speech Impairment; Norwalk, CT . & ¢ & ¢ ¢ o o o o o ¢ o o o o s o o o

Housecleaner - Self-Employed; Mental Illness - Schizophrenia;
Colorad? Springs, CO . & & ¢ ¢ ¢ ¢ ¢ o o o o o o o o o o o o o o o s o s

Housekeeper; Mental Illness - Paranoia, Depression; Cedar Rapids, IA . .
Janitor; Mental Illness; Clackamas, OR . ¢ &« ¢ ¢ ¢ ¢ ¢ o o ¢ o o o o o &
Lab Aide; Blindness; Richmond, VA . .+ ¢ ¢ ¢ ¢ ¢ ¢« v ¢« &+ « o ¢ o o« &
Laundry Attendant; Mental Retardation; Atlanta, GA . . « ¢« « ¢« ¢« ¢ « o &
Machine Feeder; Autism; North Quincy, MA . . ¢ ¢ ¢ ¢ ¢ ¢« o + o o o s o &
Mail Clerk; Autism; New York, NY . & & ¢ ¢ ¢ ¢ o ¢ o o o o s o s o o o o
Mail Clerk; Learning Disability; Glendale, CA . . ¢ ¢ « ¢« ¢ o o ¢ o ¢ o &
Mail Communications Clerk; Learning Disability; New York, NY . . . . . .

Maintenance Laborer; Multiple Handicaps - Physical Limitations; Memory
Loss; Flagstaff, AZ . ¢ & ¢ ¢ ¢ ¢ ¢ o ¢ o o o o o o o s o o s o o o o s o

50

52

55

58
61
63
65
68
70

72

T4
76

79

81

84
86
88
90
92
94

96

o
«
-

104




Messenger; Psychological Disability; New York, NY . . « « ¢« . « « . .

Nursery Helper; Multi-Handicaps, Brain Damage, Epilepsy; Bellingham, WA

Operations Specialist - Proof Department; Hearing Impairmenc;
Norfolk, VA & & v ¢ ¢ ¢« 4 4 e v o o e e e o o o o » e o o o o o o

Operations Test Engineer Multihandicaps - Paralysis of Le"t Leg,
Right Leg Prosthesis, Lower Back Limitations; 3an Diego, CA . . .

Operator - Directory Assistance; Polio; Boston, MA . . . . . . .
Owner/Manager; Multihandicaps - Dyslexia, Visual Impairment; Vail
Owner/Woodcarver; Multiple Sclerosis; Decorah, IA . . . . . . . .

Packing/Shipping Clerk; Physical Handicap ~ Arm Prosthesis;
New York, NY & & & @ i v v 0 i e e e e e e v b e e s e e e e

Personnel Clerk; Paraplegia T-5; Dallas, TX ¢ v « o« o o o o o o« &
Physical Science Technician; Cerebral Palsy; Peoria, IL . . . . .
Potato Chip Crew Worker; Mental Retardation; Bryant, IN . . . . .
President; Blindness; Delavan, WI . . ¢ ¢ v v ¢ o 4 o o o o o & »
President/Manager; Spinal Cord Injury; Oregon, MO . . . . . . . .
Proof Machine Operator; Deafness; Richmond, VA . . . . .« « . . .
Purchaser/Salesperson; Learning Disability -~ Dyslexia; Vail, CO .
Receiving Clerk; Deafness, Non-Verbal; Richmond, VA . . . . . . .
Rehabilitation Specialist; Back Disability; West Springfield, MA
Repair Service Assistant; Visual Impairment; Boston, MA . . . . .
Research and Development Engineer; Blindness; Mishawaka, IN . . .
Rodeo Bull Rider Trainee; Emotional Handicap . . « v v &4 & & « .
Secretary; Visual Impairment; Eau Claire, WI . . « v ¢« & o & o &

Senior Drafter; Polio - Congenital Partial Paralysis of Arm
and Leg; Groton, CT . & v v v 4 ¢ 4 & v o o o o o o o o o o o o »

Senior Reproduction Clerk; Deafness; Oak Ridge, TN . . . « « . .

Service Coordinator; Learning Disability - Dyslexia; Rochester, NY

Shop Laborer/Pallet Maker; Mental Retardation; Lebanon, OR . . .

Co

107

109

113
116
219

122

125
127
130
133
135
138
141
143
145
147
150
153
156

159

161
164

167

170




Shrink Wrap Operator; Personality Disorder (Organic) Mental
Retardation - Mild; Anchorage, &K . . . . . . ¢ e e s e e e s e

Splice/Service Technician; Multiple Sclerosis; Boston, MA . . . . . .
Subcontiiract Specialist; 3lindness - Legal; Wayne, NJ

Texpayer Service Representative; Cerebral Palsy; Milwaukee, WI ., .
Teacher of Visually Impaired; Blindness - Legal; Revere, MA . . . . .
Vice President; Learning Disability; Aberdeen, MD . . . . . . . . . .
Waiter/Waitress; Mental Retardation - Mild; Selmer, TN . . . . . .

Window Washer; Mental Retardation; Kerhonkson, NY . . . . . . .

Section ITI: Marketing Yourself: Strategies for Job Seekers
Introduction . . . ¢ & ¢ v v i i b i e e e e e e e e
Personal Marketing Plan . . . + ¢« v ¢ ¢ o o o o &

Recording Expenses . . . . « ¢ ¢« o « &

Self Appraisal v v v v 4 v 4 e 6 e 4 e e e e e e e e e
Job Sources . . . . . L 0t e e e e e e e e e e e
Recruitment . . . . . . . . L 0 L e L e e e e e e e e e
Resume . . . ¢ ¢ ¢ ¢ v i i it e e e e e e e e

Letters . . & v v v 0 i i i e e e e e e e e e e e
Interviewing . . & ¢ . ¢ 0 i e i e e e e e e e e e e e e
Discussing Salary . « ¢« v ¢ ¢ ¢ ¢« v o o o

Disability Self-Identific-*ion . . . . . . ..

Employment Incentives .

FOllow=Up & & & v v ¢ v 6 e e e e e o o o s o o o o o o
Sarviving the Job Search . ¢ v v ¢ v 4 v o . .

Accepting Employment . . . . . . i . o 4 v 0 e 0. ..
Orientation . . . . . ¢ o v v v v v v v v e e e .

T"aining ¢ o o o e o o o o o o o o o o * o * e o o ¢ o * o

Splice/Service Techuician; Learning Disability - Dyslexia; Boston, MA .

172

. 174

177

180

. 183

185

188

191

194




Keeping and Tmproving Employment . . . . . . . . . . . .

Changes 1n Employment . . . o ¢ &+ ¢ ¢ ¢ o &+ o ¢ &+ s s &

Conclusion ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o ¢ s o o s s s s s e o s o

REfErenNCeS « « o o o o o o 0 o s o o o o s s o o s o o

Section IV: Resources for Job Replication
OrganizationNs + + ¢ ¢« ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o o o o o o o

PublicationNs ¢ ¢ ¢ ¢ o ¢ o o ¢ o o ¢ o o o s o s o o o o

Appendices
A - Job Replicacion Form . . ¢« « ¢ ¢ ¢ ¢ ¢ o o o o o o @

B - You Can Help Us Expand Job Opportunitie; In Business
and Industry for Persons with Disabilities . . . . .

C - Related Vocational Studies Center Publications . . .

Qo)

217

220

223

225

225

231

237
239




Acknowledgments

This publication was developed with the help and cooperation of several
nundred individuals who willingly shared their 1deas, materials and information

about jobs which individuals with disabilities perform in business and

industry. Each of these contributions is sincerely appreciated.

want to extend a "thank you" to the many employers who provided the

descriptions of jobc which persuns with disabilities are performing in business
and industry. A special note of appreciaticn is also extended to the following
persons who served as members of the format 1evelopment committee.

Roxanne Benson
Owner/Manager

At Your Service

P.0. Box 23115
Milwaukee, WI 53223

Charles Compton

Retired Corporate Executive
SCOR.-Madison

210 N. Bassett

Madison, WI 53703

Frank Graever
Personnel Manager
Ray-0-Vac

2851 Portage Rd.
Portage, WI 53901

Joe Mielczarek

Coordinator - Program for the

Visually Impaired
North Central Tech. Inst.
1000 Campus Dr.
Wausau, WI 54401

John Petterle

Administirator

Stafford, Rosenbaum, Rieser,
and Hansen

131 W. Wilson St., Suite 1200
P.0O. Box 1784

Madison, WI 53701

Sue Rood

Dept. Chairperson,

Special Education and vesignated
Vocational Instruction Coord.
LaFollette High School

700 Pflaum Rd.

Madison, WI 53716

Wayne Sherry

Chief of JTPA/Special Needs
Program Section

Bureau for Vocational Education

WI Dept. of Public Instruction
125 S. Webster St,.

Madison, WI 53707

Jim Stratton

Director, Classified Personnel
UW-Madison

A.W. Peterson Bldg., Rm. 230
Madison, WI 53706

We also extend our thanks and appreciation to Mel Appell, our Pro ject
Officer, for his assistance and advice in carrying out the project.

A special thanks is extended to Jay Rochlin, Executive Director,
President's Committee on Employment of People with Disabilities.

A sincere appreciation and thank you is extended to Denise Wagner and

Laurie Tourdot for typing and processing the many drafts and final copy cf

manuscript.

We especially




Cros.3 Reference cf the Job Descriptions by Disability arnd Job Title

Amputee - Left Leg Prosthesis . . Automotive EqQuipment Mechanic . . . . . . 16
Autism . . . ... .. ... . .Machine Feeder . . . « ¢« ¢ ¢« « + « . . . 94
Autism .+ ¢ ¢ ¢ v s o ¢ 4 o s o o Mail Clerk ¢ ¢ ¢ ¢ e ¢ 4 4 4o e s e e .. 96
Back Disability . . . . . . . . . Rehabilitation Specialist . . . . . . . . 147
Blindness . . « . « « « ¢« + o+ o o LAabAide . ¢« ¢« ¢ ¢ ¢ ¢ o oo o o0 .. 90
Blindness . . . . . . . . .. . .President « « . . ¢« ¢ ¢ ¢ ¢ . ... . 135
Blindness . . . « « . + « « « . . Research and Development Engineer . . . . 153
Blindness - Congenital . . . . . General Assembler B . . . . .. . .. . . 68
Blindness - Legal . . . « » « . . Subcontract Specialist .. .. . .. . . 180
Blindness - Legal . . . . . . . . Teacher of Visually Impaired . . . . . . 185
Brain Damage/Epilepsy . . . . . . Nursery Helper . . ¢« ¢« ¢ ¢« ¢ ¢« « « » « .« 109
Cerenh,:al Palsy . . . « « « « ., Disabled Program Manager . . . . . . . . MU7
Cerebral Palsy . . . « « « +» . o Physical Science Technician . . . . . . . 130
Cerebral Palsy . . . . . . . . . Taxpayer Service Representative . . . . . '83
Deafness . « « « « « « « o« « « . Coordinator of Deaf Services . . . . . . 34
Deafness . . « « « « « « - « « . Correspondence Specialist + « « « + + .+ o 40
JeaiTiesSS . v ¢« 4 . . e e « « o o ProOf Machine Cperator o . . . . . .ol 11
Deafness . . . « « « « « « « « . Senior Reproduction Clerk . . . . « . . . 164
Deafness, Non-Verbal . . . . . . Receiving Clerk . « « « « 5 « « & & « « . U5
Emoticnal Handicap . . . . . . . Rodeo Bull Rider Trainee . . . . . . . . 150
Hearing Impairment . . . . . . . General Tlerk « « ¢ ¢« ¢ ¢ ¢ « « & & .« 710
Hearing Impairment . . . . . . . Operations Specialist - Proof Department. 111
Learning Disability . . . . . . . Bakery Assistant . . . . . ¢« ¢ ¢« ¢« . « « 21
Learning Disability . . . . . . . Co-Owner/Storyteller/Performer . . . . . 37 ¢
Learning Disability . . . . . . . General Factory Machine Operator . . . . 72

Learaing Disability . « « + ¢« ¢« « Mail Clerk =+ « « o ¢ ¢ o « o o &+ o« « « « 99

ii

hmd
O




Learning Disability . . . . .

Learning Disability . . . .

Learnin; Disability =
Dyscalculia, Dysgraphia . . .

Learning Disability
Dyslexia . . . . . .

Learning Disability
Dysiexia . . . . . .

Learning Disabilitvy
Dyslexia . .. .. .. ...

Mental Illness . . . . . .
Mental Illness . . . . . . .

Mental Illness -
Paranoia, Depression . . ., .

Mental Illness - Schizophrenia
Mental Retardation . . . . .
Mental Retardation . . . . .
Mental Retardation . . .
Mental Retardation . . . . .
Mental Retardation . . . . .,
iental Retardation . . . . .
Mental Retardation . . . . .
Mental Retardation . . . . .

Mental Retardation
(vown's Syndrome) . . . .

Mental Retardation - Mild . .

Mental Retardatior, - Mild .
Mental Retardation - Mild .
Mental Retardation - Severe .

Multi-Handicaps -
Hypoadrenocorticism, Allergies

. Mail Communications Clerk . . .

Vice President ., . . . . . . .

. Clinical Mental Health Courselor

Purchaser/Salesperson .

Service Coordinator . . . . .

Splice/Service Technician . . .

Baker . . . . . . . . . 0 0. ..

dJanitor . . . . . .. .. . .. ..

. Housekeeper . . . . ., . . . .

Housecleaner - Self-Employed . . .

Animal Feeder/Cage Cleaner ., . .

. Child Care Worker . . . . . . . .

. Food Attendant - Dishwasher . . .

Groundskeeper . . . . ., . . .
Laundry Attendant . . . .
Potato Chip Crew Worker .
Shop Laborer/Pallet Maker . .

Window Washer . . . . . . . . ..

. CasePacker . . . .. ... ...

Courtesy Clerk . . . . . . .

. General Labor/Return Stocker

. Waiter/Waitress .

. Enclave Assembler . . . .

. Editor, Research Associate

101

188

31

143

167

174
19
88

86
8i

1"

24
42
T4

191

55




Multi-Handicaps - Mental
Retardation (Down's Syndrome),
Speech Impairment . . . . . . .

Multihandicaps - Dyslexia,
Visual Impairment . . . . . . .

Multihandicaps - Paralysis of
Left Leg, Right Leg Prosthesis,
Lower Back Limitations . . . .

Multiple Handicaps - Physical
Limitations; Memory Loss . . .

Multiple Sclerosis . . . . . .
Multiple Sclerosis . . . . . .
Muscular Dystrophy . . . . . .
Muscular Dystrophy . . . . . .
Paraplegia . . . . . . . « . .
Paraplegia T=-5 . . . . . « .« .

Personality Disorder (Organic);
Mental Retardation - Mild . . .

Physical Handicap . « « . .« . .

Physical Handicap -
Arm Prosthesis . . . . . ., . .

Physical Handicap - Lower
Extremities - Congenital . . .

Physicai Handicap -
Uses Powered Wheelichair . . . .

Polio &+ &« v ¢ ¢ ¢ ¢ ¢ ¢« o o o &

Polio - Congenital Partial
Paralysis of Arm and Leg . . .

Polio - Partial Paralysis . . .
Psychological Disability . . .
Quadriplegia e b e e e e e

Spina Bifida - Uses Wheelchair
for Mobility . . .. . . . . .

Hanger Assembler . . . . . . .

. Owner/Manager « .« « « o« « o & &

Operations Test Engineer . . .

Maintenance Laborer . « . « . .

- Owner/Woodcarver . ¢« ¢ ¢ o . &

Splice/Rervice Technician . . .
Checker « « ¢ ¢ ¢ ¢« ¢ ¢ o & o &
Founder/Director . . . . . . .
Dispatcher . . « « ¢« ¢« ¢ « « &

Personnel Clerk « « + « « « + &

Shrink Wrap Operatur . . . . .

Analyst - Division Directives .

Packing/Shipping Clerk . . . .

Equal Employment Opportunity
Coordinator . . « « ¢« « ¢« « .+ .

Director of Commission of
Handicapped Affairs . « . . . .

Operator - Directory Assistance

Senior Prafter . . . . . . . .
General Manager . « « « « « o .
Messenger . . . . . ¢« v ¢ « . .

Farm Machine Operato: . . . . .

Associate Professor . . . . . .

o

iv

81

119

113

104
122
177
26
65
50

127

172

125

58

4y
116

161
76
107

61

13




Spinal Cord Injury . . . . . . . President/Manager . . « « « « « « « « « « 138
Visual Impairment . . . . . . . . Repai" lervice Assistant . . . . . « « « 150

Visual Impairment . . . . ., .+ + « S€Cretary « « « « « o s s o o o o o« o« « « 159




Section |

Catalog Purpose and how tc Use

~

¢ 4
/\ \]




PURPOSE

This publication provides infermation about jobs performed in business and
industry by persons with disabilities. It is important for people with
disabilities to have role models that will help raise their vocational
aspirations and expectations. Exemplary employment models are also needed by
teachers, counselors, job placement personnel and employers who work with
people who are disabled. Each job described in this catalog is performed by a
specific pe-~son who iz disabled. Readers should not conclude that such iobs
are the only ones which persons with similar disabilities could perform,
although these jobs might be replicated for persons with similar disabilities.
Each description can be used to stimulate thinking about additional jobs which
persons with disabilities could perform. Keep in mind that that key factors in
matching jobs to persons with disabilities are a person's interests, abilities
and aspirations.

The job descriptions in this publication are cross referenced by disability and
Job title. These jobs show that persons with disabilities are performing at
levels above many people's zxpectations. These jobs are performed by persons
with many different types of disabling conditions and levels of severity. Some
Jobs included in this publication show that persons with severe disabilities
can work full time, receive employment benefits and achieve vocational
independence.

The information on each job description in this catalog was provided by
employers, employees who are disabled, job placement specialists and other
interested persons. The Jobs Replication Form which was used to obtain
information on job descriptions in this catalog can be found in Appendix A page
231. Please see Appendix B on page 237 for information on how you can help us
obtain additional job description on jobs which persons with disabilities are
performing in businezs and industry.

HOW TO USE THIS VOLUME

Foteatial users of this ciatalcg include persons witan disabilis:es, spaciel
educators, vocational instructors, rehabilitation counselors, job placement and
Job development counselors, employers and others. Each job description
specifies the type of job, disability of the person performing the job and five
areas of job information.

1. Company Information company name and description, number of
employees, and the name of a person to
contact for more information

2. Job Requirements academic credentials, work experience,
examinations and other job requirements

3. Job Information wages, benefits, work schedule, work setting,
probationary period, employment history,
narrative description, physical demands,
physical activities performed, environmental
conditions, special conditions, work group,
standard training period and standard amount
of supervision




4, Significant Duties leadership/administrat.ve/managerial, tasks
in the areas of problem solving/reasoning,
computers, mathematics, writing, reading,
communication, manual/perceptual tasks and
other significant duties or job features

5. Special Considerations limitations, special training, job accommoda-
tions, personal strengths and financial
wncentives for hiring

This catalog presents a cross secvt.on of Jjobs which persons with disabflities
perform. Many cther persons with disabilities may achieve on a level equal to
those whose jobs are de '‘cribed, or learn to perfurm jobs of greater difficulty
and reach higher plat. .us. Teamwoik, coordination and cooperation among all
involved in the education, placement and employment of persons with
disabilities are needed if persons withk disabilities are to achieve their full
potentiai. Listed below are some ideas of how specific groups and individuals
might use this catalog of jobs.

Persons with Disabilities

provide direction about specific juo areas

help secondary anc postsecondary students be aware of
specific job requirements, duties and conditions

. use when planning a course of study at the secondary or
postsecondary level

help identify skills and interests

use as an incentive for training, promotion or to expand
knowledge about successful employees

expand thinking about what jobs successful people with
disabilities are doing in business and industry

use as a reference durirg the jct ‘e .rct orocess
use to inform prospective emplr,--: ' 1. -eeded accommodations

use to identify agencies whicl .. - & - ipply support services or
assist in obtaining a job

stimulate thinking about career changes and job advancement

Special and Vocational Educators

» use as examples in a career development curriculum

. use as a tool to develop on the job training sites




use with students in individual counseling sessions to help
them become aware of their potential

use to show students the diversity of jobs which people
with disabilities perform

supplement career information systems
use in the preservice and inservice training of regular teachers
in order to expand their thinking about the range of jobs that

students with disabilities might perform

use with employers in discussing the capabilities of students
with disabilities

use as a base for replicating specific jobs in local businesses
use to compare similar job titles but different duties

use with parents to stimulate realistic vocational goals for
their son or daughter

Job Placement and Job Develonment Counselors

use to stimulate and expand thinking about job possibilities
for persons with disabilities

use to replicate a specific job for an interested person who
is disabled

use with employers to establish credibility that the specific
Jjob is being performed by a person who is disabled in a similar
place of business

use as a guide to match skills with possible jobs

use in staff development training

use to supplement and reinforce a job matching program

use to find or develop similar jobs in the local community

use the contact persons as additional resources

use as a guide on job accommodations to maintain an
employee on the job

use as a model for developing additional job descriptions




Employers

. review for ideas on job accommodations that other employers
have made for persons with disabilities

- review to stimulate thinking about jobs that persons with
disabilities might perform in employer's company

. Use in company training programs and internal publications to
relieve employee anxieties about the performance capabilities
of persons with disabilities

- use to replicate a job which exists in a similar work

Situation in another company ur another location of tre
same company

Guidance Counselors

- use as examples during individual and group counseling to
encourage students with disabilities to develop and use
their educational and emplcyment potential and to expand
their career interests

- use as role models to show what others are doing

. use to help students with disabilities set goals for
education and employment

. distribute to other starf members in order to increase their
awareness of the employment possibilities for students with
disabilities

. use in conjunction with computer assisted counseling programs

Teacher Educators

. provide examples to prospective teachers in order to expand
their thinking about jobs that their students are capable of
performing

- use as an inservice tool to stimulate and expand the thinking
of teachers and administrators as to the jobs that students
Wwith disabilities can and are performing

+ use as a guide to learn about accommodations that employer
have made for persons with disabilities

- review the jobs being performed by persons with disabilities
to gain insight into pcssible revisions needed in the teacher
education program




Parents

. study the contents in order to stimulate thinking about possible
jobs for which their disabled son or daughter may prepare

. use in the development and implementation of the IEP and as an
aid in the school to work transition

. use 3s a discussion tool to help their son or daughter in
selecting courses needed to achieve education and career goals

. stimulate job leads and opportunities for the teacher or job
developer

. use as a source of information on jobs and duties performed by
persons with disabilities

. use as a reference on how job accommodations are used to
maintain an employee on the job

Listed below are some ideas on how this Jobs Catalog can be usecd to increase
the vocational and career aspirations and expectations of persons with
disabilities.

1. Special and vocational educators can use the listed jobs
as a resource to raise their expectations and the expecta-
tions of their students. Students can see what other persons
with similar disabilities are accomplishing. If a student
is not interested in the specific job or jobs listed, he or
she should be made aware that perhaps similar accommodations
could be made in a job in which they are interested.

2. Parents of handicapped individuals can use these jobs to
stimulate their own thinking about the jobs which their
sons or daughters might perform.

3. Handicapped youth can use the job descriptions to stimulate
their thinking as to the type of jobs they would like to do.
Handicapped youth might be encouraged to explore jobs in
which they had an interest but no incentive to pursue. The
awareness levels of job possibilities and career options
Wwill be improved.

4. Use as resource in the training of job development and jcb
placement counselors.

5. The special considerations section can be used as a resource
to explore appropriate accommodations for handicapped persons.

6. Use in teacher education preservice and inservice classes to

show the diversity of job opportunities for students with
handicaps.




Use with employers to provide stimulation as to the possibil-
ities of how they might employ handicapped persous. An employer
would not need to have the exact job indicated. An employer's
ingenuity and imagination might be triggered by reviewing actual
jobs. The examples may help employers overcome their anxiety

in hiring handicapped persons. Job listings may stimulate
employers to consider hiring handicapped individuals in a
position in which they previously thought impossible.

8. Used 1n counseling handicapped youth. Teachers and counselors

may need to read and interpret the information for the handicapped
student,

DICTIONARY OF OCCUPATIONAL TITLES

The DOT numbers assigned to Volume IV job descriptions are from the Dictionary
of Occupational Titles, Fourth Edition, 1977. This edition contains
approximately 20,000 jobs based on more than 75,000 onsite analyses conducted
from 1965 to mid 1970s and on extensive contacts with professional and trade
associations.

Background Information on the LOT

The Dictionary of occupational Titles is an outgrowth of the needs of the
public employment service system for a comprehensive body of standardized
occupational information for purposes of job placement, employment counseling
and occupational and career guidance, and for labor market information
services. In order to implement effectively its primary assignment .. matching
Jobs and workers, the public employment service system requires a uniform
occupatioral language for use in all of lts offices. This is needed to compare
and match the specifications of employer job openings and the qualifications

of applicants who are seeking jobs through its faciiities.

The Occupational Code Number

The first itew in the DOT occupational definition is the 9-digit occupational
code. In the DCT occupational classification system, each set of three digits
in the 9-digit code number has a specific purpose or meaning. Together, they
provide a unique identification code for a particular occupation which
differentiates it from all others.

The first three digits identify a particular occupatioral group. All
occupations are clustered into one of nine broad "categories". The nine
primary occupational categories are listed below:

1U.S. Department of labor (1977). Dictionary of Occupational Titvles.
Washington, D.C., Employment and Training Administration.
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Professional, Technical, and Managerial Occupations
Clerical and Sales Ocrupations
Service Occupations

Agricultural, Fishery, Forestry, and Related Occupations
Processing Occupations

Machine Trades Occupations

Bench Work Occupations

Structural Work Occupations

Miscellaneous Occupations

O oo~y o FWwn

The second digit refers to a di.ision within the category. The third digit
defines the occupational group within the division.

The middle three digits of the DOT occupational code are the worker functions
ratings of the tasks performed in the occupation. Every job requires a worker
to function to some degree in relation to data, people, and things. A separate
digit expresses the worker's relationship to each of these three groups.

Worker functions involving more complex responsibility and judigment are

assigned lower numbers in these three groups while functions which are less
complicated have higher numbers.

The last three digits of the occupational code number indicate the alphabetical
order of titles within 6-digit code groups. They serve to differentiate a
particular occupation from all others. A number of occupations may have the
same tirst six digits, but no two can have the same nine digits.

The full nine digits thus provide each occupation with a unique code suitable
for computerized operations.




Section I

Job Descriptions
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Analyst - Division Directives

Physical Handicap

DCOCT. #131 0267-026

{ Company Information 1

Company Name
General Dynamics - Space System

P.0. Box 35990
San Diego, CA 92138

Description of Cumpany
Manufactures space flight systems
and services.

Number of Employees
2,915 total company
2,464 this site

For more information, contact
Frank Maxfield
Manager - Information Resource
Management
(619) 547-7355

[ Requirements of This Job |

Academic Credentials Required
Bachelor's degree

Work Experience Reguired
Technical writing skills preferred.

Examinations Required
Physical

Other Job Requirements
None

[ Job Information |

Wages
$2,500 per month

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Medical insurance
Dental insurance
Life insurance

Work Schedule
Permanent status
5 days a week, 8 hours 2 day
7:30 a.m. to 4:15 p.m.

Work Setting
Office

Probationary Period
None

Employment History
4 years with company
20 months in this position

‘\;

Narrative Description
Assists with compiling and generating
division standard practice documents;
and controls company policy system
through varicis management levels.

Physical Demands
1004 sedentary

Physical Activities Performed
Reach, sit, see, hear, sense of
touch, finger dexterity

Environmental Conditions
None

Special Conditions
None

Work Group

One-to-one and in small group

Standard Training Period
None

Standard Amount of Direct Supervision
Moderate




Analyst -~ Division Nirectives Physical Handicap

I Significant Duties ]
Leadership/Administrative/Managerial Writing Tasks
Develop company policies Copy accurately
Write legib'y
Problem Solving/Reasoning Tasks Write sentences in standard English
Recognize and use appropriate Organize, select, and relate ideas in
procedures writing
Conduct work activities in appropriate Produce intelligible written documents
sequence
Collect and organize information Reading Tasks
Evaluate for accuracy and completeness Read simple directions
Computer Tasks Communication Tasks
None Listen
Talk
Mathematical Tasks Use appropriate vocabulary and grammar
None
Manual Perceptual Tasks
None
|__Special Considerations for This Worker J
Limitations Personal Strengths
Lifting, carrying, standing, walking, Attention to detail
kneeling, squatting, uses wheelchair, Keeps informed

remembering, following spoken
directions, following written directions Financial Incentives for Hiring

None
Special Training
None
Job Accommodations
Work station located by employer to
allow employze easier access (no cost).
0 -
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Anima)l Feeder/Cage Cleaner

Mental Retardation

D.0.T. #410.674-010

[ Company Information 1

Company Nam
Pet Parad.se

LaGrange Square Shopping Center
LaGrange, KY 40031

Description of Company
Pet shop - retail animals/supplies

Nuvmber of Employees
5 total company

{___Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
Animal care preferred

Examinations Required
None

Other Job Requirements

5 this site None
For more information, contact
Nancy Toole
Community Employment Job Placement
Coordinator
(502) 2u41-6250
l Job Information ]
Wages Narrative Description
$3.35 per hour Feeds and waters small animals daily
including: birds, guinea pigs,
Benefits hamsters, rats, rabbits, cats, dogs,
FICA ferrets; cleans cages as needed;

Worker's compensation

Work Schedule
Permanent
6 days a week, 2 hours a day
10:00 a.m. to 12:00 p.m.

Work Setting
Retail - pet shop

Probationary Period
Same as individual training
period.

Employment History

22 monthe with company
22 months in this posit.ion

cleans shelves and windows in an

imal

area daily; and sweeps, mops, takes

out garbage, and clfans out sink
daily.

Physical Demands
100% light work

Physical Activities Performed
Reach, balance, stoop, kneel,
crouch, turn, see, color vision,
finger dexterity

Environmental Conditions
None

Special Conditions
None

Work Group
Works alone

Standard Training Period
2=5 days

Standard Amount of Direct Supervision

Minimal
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Animal Feeder/Cage Cleaner l

Mental Retardation

[ Significant Duties |

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Review progress periodically

Evaluate for accuracy and completeness

Correct ceficiencies

Computer Tasks
None

Mathematical Tasks
Understand order (e.g., first, second,

Writing Tasks

None

Reading Tasks

Identify work-related symbols/sigrs

Communication Tasks

Listen
Follow intent of oral directions

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Construct, fabricate or assemble
materials

last)
|__Special Considerations for This Worker |}
Limitations Personal Strengths

Reading, writing, spelling, mathematics

Special Training
Inicial special on-site training pro-
vided by Community Employment Tnc. on
a daily basis. A color coding
cystem/chart for nondaily cleaning tasks
was used during the special training for
animal and foud tasks.

Job_Accommodations

Job placemerit and employee/employer
support services pirov_.ded by Community
Employment Inc. to accommodate need
for support (15 minutes weekly).

Additional on-site training provided by
Community Employment Inc. due to
limited time available by the employer
(3-4 months).

Emplovee's work checked by coworker
prior to leaving cue to the im-
portance of care of the animals.

12

Highly motivated to work
Likes animals
Follows directions well

4

Financial Incentives i{>» Hiring

None




hssociate Professor

Spina Bifida -
Uses Wheelchair for Mobility

D.O.T. 40900227"010

| Company Information |

Company Name

University of Northern Iowa
Department of Special Education
Cedar Falls, IA 50614

Description of Company
A state university

Number of Employees
500 total company
500 this site

For more information, contact
Ronald J. Anderson
Associate Professor
(319) 273-3291

[ Requirements of This Job |

¢
’

Academic Credentials Required
Doctorate

Work Experience Required
Teaching experience required

Examinations Required
None

Other Job Requirements
Dress code

{ Job Information |

Wages
$2,500 per month

Benefits
Paid sick days
Pension
FICA
Worker's compencation
Medical insurance
Dental insurance
Life insurance

Work Schedule
Permanent statu3s
5 days a week, 10+ hours a day

8:00 a.m. to 9:00 p.m., depending

on day

Hork Setting
Office, classroom

Probat.. .ary Peraiod
6 yeavs

Employment H’story

8 years with company
2 years in this position

13

Narrative Description
Teaches university students how to
educate exceptional children;
conducts research; publishes articles
in professional journals; and
provides community service and
consulting.

Piiysical Demands
50% sedentary, 50% light work

Physical Activities Performed
Push, pull, reach, stoop, sit,
turn, see, hear, sense of touch,
finger dexterity

Environmental Conditions
Dr

Special Conditions
High level of stress

Work Group
Works alone, one-to-one, and in
small and large groups

Standard Training Period
Information not provided

Standard Amount of Direct Supervisior
None




Associate Professor

Spina Bifida -
Uses Wteelchair for Mobility

[ Significant Duties B

Leadership/Administrative/Maragerial

Provide leadership

Specify goals and work tasks of others

Supervise personnel

Represent the company at internal
functions

Represent the company at external
furctions

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate

procedures
Conduct work activities in appropriate
sequence
Collect and organize information
Analyze and synthesize information
Identify alternative approaches or
sol %ions
Review progress periodically
Evaluate for accuracy and completeness
Correct deficiencies
Summarize and draw conclusions
Devise new ‘deas and better work
methods

Computer Tasks

Enter data into computers
Access data from computers
Perform word processing
Perform systems analysis

Mathematical Tasks
Understand order (e.g., first, second,
last)

Understand concepts of greater than and

iess than

Handle basic calculations (+,~,x,/)

Estimate quantities needed to do a job

Calculate costs

Use numerical values from charts,
diagrams, tables

Construct diagrams, charts, records
using numerical calculations

Make and use measurements

Use formulas (translating, substitutiog

values)
Prepare budgets

14

Writing Tasks

Write legibly

Write sentences in standard English

Organize, select, and relate ideas in
writing

Produce intelligible written documents

Identify and correct errors in writing

Reading Tasks

Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar
Stay on the topic in job-related

conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly
Effectively present information to
groups

Manual Perceptual Tasks

Eye-hand coordination
Develop visual presentations

~D
CcH




| Special Considerations for This Worker |

Limitations Personal Strengths
Lifting, ~arrying, standing, walking, Self-motivated
kneeling, squatting Tolerates frustration and delay

Self-confidence
Special Training
sone Financia) Incentives for Hiring
None

Job Accommodations
Raised work desk with wood blocks
provided by employer to accommodate
employee's wheelchair ($25).




Automotive Equipment Mechanic —J

Amputee - Lef't Leg Prosthesis

DoOoTo #6200261-010

( Company Information ]

Compar.,y Name
New England Telephone

185 Franklin Street.
Boston, MA 02107

Description of Company
Telecommunication products and
services.

Number of Employeea
28,000 total company
200 this site

For more information, contact
John Cooney, Manager
Affirmative Action Pro>gram/

Equal Employment Cpportunity
(617) 7u43-4901

|  Requirements of This Job |

Academic Credentials Required
License

Work Experience Required
Hydraulics and/or heavy vehicle
maintenance required.

Examinations Required
Physical, hearing, vision, Auto-
motive Equipment Mechanic Personal
interview

Other Job Requirements
Driver's license, union membership,
on call

[ Job Information 1

Wages
Aporoximately $13.00 per hour

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensaticn
Medical insurance
Dental insurance
Life insurance
Vision care, 100%
Tuition aid, 100%
Savings plan
Work Schedule
Permanent status
5 days a week, 8 hours a day
3:30 p.m. to 11:30 p.u.
Work Setting
Garage
Probationary Period
6 months
Employment F.story
4 years with company
4 years in this position

16

Narrative Description
Receives vehicle trouble reports;
diagnoses vehicle problem for cars,
vans, and bucket trucks; and repairs
company vehicles

Physical Demands
100% light work

Physical Activities Performed
Push, pull, reach, climb, stoop,
kneel, crouch, crawl, sit, turn,
see, hear, sense of smell, finger
dexterity

Environmental Conditions
Hot, cold, dry, wet, dust, dirt,
odors, noise, vibration, mechanical
hazards, moving objects

Special Conditions
Precision/quality

Work Group
Small group

Standard Training Period
Various automotive classes for
mechanics including instruction on
auxilary equipment maintenance for
hydraulic repairs. Standard training
is also provided when necessary on
new equipment, tools, and materials.

Standard Amount of Direct Supervision
Moderate

3U




Automotive Equipment Mechanic

Amputee - Left Leg Prosthesis

L Significant Duties |

Leadership/Administrative/Managerial

None

Problem Solving/Reasoning Tasks

Determine own work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Identify alternative approaches or
solutions

Evaluate for accuracy and completeness

Correct deficiencies

Computer Tasks

Enter data into computers

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Estimate quantities needed to do a job

Writing Tasks

Copy accurately
Write legibly
Complete forms accurately

Reading Tasks

Identify work-related symbols/signs
Read tr *“nical information

Communic-..ion Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job-specific hand tools and
equipment (automotive mechanic
wrenches, pliers, screwdrivers, and
other hand tools)

Operate machine(s) (vehicle maintenance
machines)

Set up machine(s)

Operate job-related power tool(s)
(drills, bolt remover, power tools,
hydraulic tools and lifts, and
vehicles)




|___Special Considerations for This Worker |

Limitations
None

Special Training
Employee receives a wage increase upon
completion of each training level.

Job Accommodations
None

Personal Strengths

Excellent work attitude
Excellent worker
Conscientious

Dedicated

Financial Incentives for Hiring

Targeted Jobs Tax Credit

Other Job Replication Factors

Be open-minded; obtain upper management
support; and conduct awareness training
for employees and management team.




Baker

Mental Illness

D.0.T. #526.381-010

[ Company Information |

Company Name
Cookie Place

150 Washington Street
Providence, RI 02903

Description of Company
Retail and wholesale bakery/cafe
providing supported employment to
psychiatrically disabled adults.

Number of Employees

|  Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
None

Examinations Required
None

Other Job Requirements
Age 18 minimum

20 total company Uniform
20 this site Motivation
For more information, contact
Rhonda Levye, Executive Director
(401) 351-87°°
L Job Information ]

Wages
$4.00 per hour

Benefits
Paid vacation
Paid holidays
FICA
Worker's compensation

Work Schedule
Permanent status
5 days a week, 8 nhours a day
8:00 a.m. to 4:00 p.m.

Work Setting
Kitchen

Probationary Period
3 moriths

Smpioyment History
5 years with company
5 years in this position

Narrative Description
Prepares and bakes all products sold
at Cookie Place; cleans the baking
area; and stores and handles food.
Physical Demands
95% medium work, 5% heavy work
Physical Activities Performed
Push, pull, reach, stoop, turn, see,
depth perception, hear, sense of
smell, sense of taste, sense of
touch, finger dexterity
Environmental Conditions
Hot, mechanical hazards, burns,
flour particles
Special Conditions
High rate of production
Precision/quality
Distracting conditions
High level of stress
Work Group
Works alone and in amall group
Standard Training Period
10 days
Standard Amount of Direct Supervision

Moderate




Bzker

Mental Illness

[ Significant Duties J

Leadership/Administrative/Managerial
Implement health and safety procedures

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Computer Tasks
None

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,-,x,/)

Writing Tasks

Write legibly

Reading Tasks

Identify work-related symbols/signs
Read simple directions
Read and understand recipes

Communication Tasks

Listen
Follow intent of oral directions
Talk

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job=-specific hand tools and
equipment (measuring utensils,
scoopers, scales and other baking hand
tools and equipment)

Operate machine(s) (mixers, ovens)

L Special Considerations for This Worker |

Limitations
Vision, feeling/sensory, limic.ed stamina
initially, constant throbbing in head
related to disability
Special Training
Supervisor and guest instructors fron
the Health Department, American Red
Cross, and Culinary Arts Department
provided initial special training to
review standard training using speakers,
films and handouts. Employee entered
permanent employment upon completion of
the special training.
Job Accommodations
Work hours gradually increased by
employer to accommodate employee's
limited stamina.
Flexible break time provided by employer
to accommodate employee's medication
effects.

20

Personal Strengths

Motivated
Enthusiastic
Math skills and basic intelligen:ze
Cooperative
Social skills
Financial Incentives for Hiring

The Work Place Inc. Agency has a yearly
contract with Rhode Island Department of
Mental health to provide jobs to mental
health clients.

Other Job Replication Factors

It is important for the work schedule
and pace to be flexible, especially at
the beginning. Once the wcrker is
confident and adjusted to the job, the
employee's work hours can increase
accordingly. The work environment must
be supportive for the worker to achieve
Jjob security.
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Bakery Assistant

Learning Disability

D.o.T. #526.686‘010

| Company Information ]

Company Name
International Pastries Ltd.

Lindale Mall
Cedar Rapids, IA 52402
Descriptio. f Company
Retail bakery; regular counter
items, including a2 wide variety of
goods and special orders (two
locations in Iowa).
Number of Employees
55 total company
32 this site
For more information, contact
Glen B. Jensen, Owner

(319) 393-2834

{  Requirements of This Job |

Academic Credentials Required
GED, High school diploma

Work Experience Required
None

Examinations Required
None

Other Job Requirements
Age 16 minimum (must be 18 to oper=~
ate some machinerv), must be clean
and well-groomec

[ Job Information |

Wages
$5.65 per hour, $60-$120 on

Sundays
Benefits
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Life insurance
Pay raises given in lieu cf
paid vacations
Work Schedule
Permaner* status
4.5 days a week, 8 or more hours
a day
Time of work varies
Rotating shifts
Work Setting
Bakery (in a mall)
Probationary Period
None
Employment History
6 years with company
1.5 years in this position

Narrative Description
Responsible for mixing products used
in the bakery; as Sunday manager
schedules and supervises personnel,
judges amount of product to produce;
and supervises night clean up crew.
Physical Demands
50% sedentary, 10% light work, 10%
medium work, 30% heavy work
Physical Activities Performed
Push, pull, reach, climb, balance,
stoop, kneel, crouch, turn, see,
color vision, depth perception, hear,
sense of smell, sense of taste, sense
of touch, finger dexterity
Environmental Conditions
None
Special Conditions
High rate of production
Precision/quality
Distracting conditions
High level of stress
(all may be present at some time)
Work Group
Small group
Standard Tiaining Period
On-the-job training
Standard Amount of Direct Supervision

None to minimal




Bakery Assistant

Learning Disahility

[ Significant Duties

Leadership/Administrative/Managerial

Provide leadership

Implement company policies

Specify goals and work tasks of others

Supervise peruonnel

Represent the company at internal
functions

Represent the company at external
functions

Problem Solving/Reasoning Tasks

De.termine own work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Identify alternative approaches or
solutions

Review progress periodically

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Computer Tasks

None

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,=-,x,/)

Estimat> quantities needed to do a job

Use numerical values from charts,
diagrams, tables

Make and use measurements

Use formulas (translating, substituting

values)

22

Writing Tasks

Copy accuracely
Write legibly
Complete forms accurately

Reading Tasks

Identify work-related symbols/signs
Read simple directions

Communication T=sks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Construct, fabricate or assemble -
materials

Use job-apecific hand tools and
equipment (bakery tools)

Operate mechine(s) (mixer, sheeter,
ovens, proof box, coffee machine)

30




(__Special Considerations for This Worker |

Linitations Personal Strengths
Low frustration tolerance, reading, Gets along well with others
writing Willing to do what needs to be done

Reliable and punctual
Special Training

Owner provided 2 years of on-the-job Financial Incentives for Hiring
training based on worker's capacity and Ralston-Purina grant paid for first
need. 120 hours of compzny employment.

Job Accommodations

None




Case Packsr

Mental Retardation
(Down's Syndrome)

D.OUT . #920 0685-078

l Company Information ]

Company Name

Rosetto Foods, Inc.
10 White Street
Rochester, NY 14608

Description of Company
Manufactures frozen pasta products
(i.e., ravioli, tortellini)

Number of Employees
65 tots) company
65 this site

For more information, contact
Robert Landry, President
(716) 546-7504

[ Requirements of This Job |

Academic Credentials Required

None

Work Experience Required

Handling of packing materials and
palletizing of products preferred

Examinations Required

Physical, hearing, food handler's

Other Job Requirements

Uniform

[ Job Information |

Wages
$5.00 per hour

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Profit sharing
Work Schedule
Permanent status
5 days a week, 8 hours a day
8:00 a.m. to 4:30 p.m.
Work Setting
Factory
Probationary Period
6 months
Employment History

4 years with company
4 years ir this position

Narrative Description

Sets up and feeds empty carton boxes

to packing station; takes automati-
cally taped, filled boxes from the
discharge conveyor and places on

pallets; ensures proper count and

configuration of pallet; and attaches
coding label to pallet before moving

from assembly area.
Physical Demands
50% sedentary, 50% light work
Physical Activities Performed
Push, pull, reach, stoop, turn,
see, depth perception, sense of
touch, finger dexterity, strength
Environmental Conditions
Wet, noise, vibration, mechanical
hazards, moving objects, cramped
quarters
Special Conditions
High rate of production
Distracting conditions
Work Group
Small group
Standard Training Period
2 hours
Standard Amount of Direct Supervision

Moderate



Mental Retardation
Case Packer (Down's Synd )
{ Significant Duties |
Leadership/Administrative/Manageriai Writing Tasks
None None
Troblem Solving/Reasoning Tasks Reading Tasks
Recognize and use appropriate Identify work-related symbols/signs
procedures
Conduct work activities in appropriate Communication Tasks
sequence Listen
Follow intent of oral directions
Computer Tasks Talk
None
Manual Perceptual Tasks
Mathematical Tasks Eye-hand coordination
Count Hand work
Understand order (e.g., first, second, Construct, fabricate or assemble
last) materials
Tend machine (carton tapers)
|___Special Considerations for This Worker |
Limitations Personal Strengths
Interactions with coworkers, working Good attendance
alone, speaking, following written Physical strength
directions, spelling, mathematics Copes with Job repetition
Special Training Financial Incentives for Hiring

Weekly on-site training provided by job None
coach and supervisor. Employee re-

ceived a wage increase upon completion

of the special training.

Job Accommodations

Additional time provided by employer
for employee to obtain required
job production level (no cost).

Coworker provides reminders of
time schedule to accommodate
employee's ability to tell time
(no cost).
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Checker

Company Information |

Company Name
Schnuck Markets, Inc.

4900 Manchester
St. Louis, MO 63110

Description of Company
Retail grocery store

Number of Employees
10,000 total company
300 this site

For more information, contact

Julie Helmke, Personnel Specialist
(314) 534-5071

Muscular Dystrophy

DOOOT. #211.”62‘01“

[__Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
None

Examinations Required
Checker skills test

Other Job Requirements
Age 18 minimum, unitorm, union
membership, dress code

L Job Information |

Wages
$4.50 per hour

Benefits
Provided through union member
ship

Work Schedule

Seasonal status
3-5 days a week, 4-6 hours a day
Time of work varies, rotating
shifts
Work Setting
Grocery store
Probationary Period
30 days
Employment History
4 months with company
4 months in this position
Standard Training Period
18-22 hours (14 class instruction
hours on cash register operation
and 4 to 8 hours of in-store
training.)
Standard amount of Direct Supervision

Minimal

4

Narrative Description
Scans grocery items through register
laser, or keys in item codes; weighs
produce; receives payment (check,
cash, food stamps, etc.); counts back
change to customer; bags groceries if
needed; maintains cash balance in
register at all times; and maintains
friendly customer relations.

Physical Demands
100% medium work

Physical Activities Performed
Push, pull, reach, stoop, crouch,
turn, see, hear, sense of touch,
finger dexterity, stand, bend

Environmental Conditions
Noise, cramped quarters

Special Conditions

High rate of production
Precision/quality
Distracting conditions
High level of stress

Work Group
One-to-one with customer and
in large group




Checker

Muscular Dystrophy

[ Significant Duties N

Leaaership/Adminj ;trative/Managerial
one

Problem Solving/Reasoniig Tasks

Recognize and use appropriate
procedures

Conduct wnrk artivities in appropriate
sequence

Obtain resources needed to carry out
work

Evaluate for accuracy and completeness

Correct deficiencies

Computer Tasks
Enter data into computerized cash
registers

Mathematical Tasks
Count
Understand corder (e.g., first, second,
last)
Handle basiz calculations (+,-,x,/)
Calculate c.sts
Make and use m.asurements
Make change

Writing Tasks
Write 'egibly
Complete furms accurately

Reading Tasks
Identify work-related symbols/signs
Read simple directions

Communication Tasks
Listen
Talk
Speak clearly
Use appropriate vocabulary and grammar
Stay on the topic in job-related
conversations

Manual Percentual Tasks

Eye-=hand coordination

Hand work

Use job-specific hand tools and
equipment (grocery check register hand
tools and equipment)

Operate machines (computerized register
with scale and check cashing card
machine)

Use keyboard skills

Bag: groceries and places in shopping
cart

[__Special Considerations for This Worker |

Limitations
Standing, walking using crutches
Spec. al Training
Initial standard training provided in
simulated store environment with cash
registersa, paskets of groceries, ctc.

Personal Strengths
Determined attitude
Adapts to ,ob environmnent and
requirements
Friendly, helpful

Class materials presented in written and Financial Incentives for Hiring

oral formats.
training cpecialist and in-store
trainer.
upon completion of the standard
training.

Job Accommodations
Assigned by employer to cash register
stucions that provide balancing point
for standing (all stations except
express lane) (no cost).
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Instruction provided by

Employee received certificate

None
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Cuild Care Worker

Mental Retardation

D.0.T. #355 *74-010

I Company Informatiop |

Company Name

Handicare
P.0. Box 3122
Iowa City, IA 52244

Description of Company
Early childhood development center
for infants and children (ages 0 to
6). Fifty percent of children
served have a developmental
disability.

Number of Employees
28 total company

For more information, contact
Ann Riley, Director or
Dawn Morgan, [ istant
(319) 354-7611

__Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
Strong intezrest and/or experience in
child care.

Examinations Rejuired
Physical

Other Job Requirements
Age 16 minimum, no eriminal record
of aggressive crimes

L Job Information ]

Wages
$3.75 per hour

Benefits
Paid holidays
Paid sick days
FICA
Worker's compensation
Unemployment compensaticn
Medical insurance
Dental insurance

Work Scheduile
Seasonal status
3 days a week, 2-6 hucrs a day
8:30 a.m. to 3:00 p.m.

Work Setting
Daycare/preschool

Probationary Period
None

Employment History
1 year with company
1 year in this position

28

Narrative Description
Supervises, disciplines, and assists
children individually and in small
groups in daily and special
activities; attends staff meetings,
special events, ard field trips;
records childrens' progress; consults
with parents; and performs general
cleaning duties.

Physical Demands
20% light work, 80% medium work

Physical Activities Performed
Reach, run, stoop, kneel, crouch,
sit, turn, see, hear, sense of
touch, finger dexterity

Environmental Conditions
Noise

Special Conditions
Dis. ~eting conditions (lots of

children)
High level of stress (deadlines,
noise and activities)

Work Group
Small and large gr-oups

Standard Trzining Period
30 days

Standard Amount of Direct Supervision
Moderate

4




Child Care Worker

Mental Retardation

| _Significant Duties ]

Leadership/Administrative/Managerial
Supervise children

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to ‘carry out
work

Collect and organize information

Analyze and synthesize information

Identify alternative approaches or
solutions

Review progress periodically

Correct deficiencies

Summarize and draw conclusions

Computer Tasks
None

Mathematical Tasks
Count to ten
Understand order (e.g., first, second,
last)
Understand concepts of greater than and
less than
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Writing Tasks

Write legibly
Complete forms accurately
Write sentences in standard English
Identify and correct errors in writing
Reading Tasks
Identify work-related symbols/sign:
Read simple directions
Communication Tasks
Listen
Follow intent of oral directions
Talk
Speak clearly
Use appropriate vocabulary and grammar
Stay on the topic in job-related

conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly
Manual Perceptual Tasks

Ey..-hand coordination

Co.astruct, fal "icate or assemble
materials

Use job-specific hand tools and
equipment (educational and recrea-
tional equipment)




[__Special Considerations for This Worker |

Limitations
Low frustration tolerance, interactions
with coworkers, reading, writing,
spelling (for daily reports), working
alone, remembering, chronic paranoid
thoughts

Special Training
None

Job Accommodations

Coworker added in child care room during
maximum attendance periods to accommo-
date employee's need to increase
intervention with children's activi-
ties and problems (approxmately
$48/weelk),

Job sharing for part time positions is
used to accommodate employee (works
well for 2-4 hr. periods) (No
additional cost.)
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Personal Strengths

Requires minimal supervision
Handles work frustration
Assesses the situation and interacts

as necded

Financial Incentives for Hiring

For initial training




Clinical Mental Health Counselor

Learning Disability -
Dyscalculia, Dysgraphia

DOOOT. #0“5. 107'010

{ Company Information |

Company Name

Creative Counseling Center
Brantly Building, Suite 4
8 Crain Highway Northwest
Glenburnie, MD 21061

Description of Company
Provides Alcohol and 9Qther Drug
Abuse (AODA), disability, family and
group counseling services.

Number of Employees
4 total company
4 this site

For more information, contact
Barbara Hastings, Counselor
(301) Tu40-2055

| Requirements of This Job |

Academic Credentials Required
Master's degree in counseling

Work Experience Required
Counseling experience preferred.

Examinations Required
None

- -

Other Job Requirements
Own vehicle, on call, dress code

{ Job Information |

Wages
$55 per hour average

Benefits
None

Work Schedule
Permanent status
2 days a week, 3-8 hours a day
Time of work varies

Work Setting
Office

Probationary Period
Informally 1 year

Employment History
1 year with com)any
1 year in this position

K}

Narrative Description
Counsels individuals and gro'ps of
clients with learring disabilities
regarding the following skills:
problem-sclving, stress management,
goal setting, self-advocacy and
self-concept development.
Physical Demands
100% sedentary
Physical Activities Performed
Reazh, stoop, sit, turn, see, co.ur
vision, depth perception, hear,
sense of touch, finger dexterity
Environmental Conditions
None
Special Conditions
Ethical considerations
Mzintaining adequate client load
Work Group
One~to-one and in small group
Standard Training Period
None
Standard Amount of Direct Supervision
Minimal

a4’




Clinical Mental Health Counselor

Learning Disability -
Dyscalculia, Dysgraphia

| Significant Dutie: B

Leadership/Administrative/Managerial

Frovide leadership

Develop company policies

Implement company policies

Represent the company at internal
functions

Represent the company at external
functions

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Identify alternative approaches or
solut .ons

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas 2»nd better work
methods

Computer Tasks
None

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)

Understand concepts of greater than and

less than
Handle basic calculations (+,-,x,/)
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Writing Tasks
Write legibly
Complete forms accurately
Write sentences in standard English
Organize, select, and relate ideas in
writing

Reading Tasks
Read simple directions
Read professional journals/books

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Report accurately what others have
said

fiive clear oral instructions and
directions

Explain activities and ideas clearly

Effectively present information to
groups

Manual Perceptual Tasks
wone




{  Special Considerations for This Worker |

Limitations Personal Strengths

Reading (reversals, omissions,
additions), mathematics (abstract math),
remembering, following spoken direc-

Conscientious
Cares about people
Good speaker and listener

ticns, fuiicwing «ritten directions
Financial Incentives for Hiring
Special Training None
None

Other Job Replication Faaztors
Employer should structure job duties

~ Job Accommodations

Proofreading of written materials
provideu by spouse to accommodate
employee's writing ability.

Directions and appointments are written
down by employee to accommodate
memory of verbal informacion.

Samples of completed forms are kept
by employee to accommodate concrete
writing level.

Conferences and werkshops are atten-
ded by employee to provide support
for job.

Employee arrive. at work early to
perform writing tasks to accommo-
date employee's writing speed and
accuracy skills.
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and allow time to learn skills. Once
Jjob duties are learned, the employee
functions as well as anyone else. Make
abstract skills concrete. Employers
should thank employee for positive
actions at work, Be accepting of
employee's disability.

4’
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Coordinator of Deaf Services L__

D.O.T. #094.224-010

| Company Information ] | Requirements of This Job |

Company Name Academic Credentials Required
Las Vegas Madical Center Bachelor's degree
Box 1388
Las Vegas, NM 87701 Work Experience Required
Description of Company Successful experience with deaf and
A state psychiatric medical facility communication disordered persons.
including a forensic treatment
unit and long term care service Examinations Required
for mentally and emotionally dis- Physical
turbed persons aged 14 years and up.
Number of Employees Other Job Requirements
845 total company Must know sign language

845 this site

For more information, contact
Daisy N. Rice
Coordinator of Deaf Services
(565) 425-6711

l Jcb Information ]

Wages Narrative Description
$2,103 per month Provides services for hearing
Benefits impaired/communication disorderea
Paid vacation patients: teaches/interprets sign
Paid holidays language, academics, and nonverbal
Paid sick days communication; conducts Pure-Toue
Pension Audiometric testing; provides hearing
FICA 3id orientation, maintenance and
Worker's compensation hearing conservation; conducts
Unemployment compensation adult living skills training;
Medical insurance and provices psychosocial therapy/
Dental insurance remediation when referred by
Life insurance Treatment Team.
Work Schedule Physical Demands
Permanent status 70% sedentary, 30% light work
5 days a week, 8 hours a day Physical Activities Performed
8:00 a.m. to 5:00 p.m. All physical activities except
Work Setting hearing, see, color vision, depth
Hospital perception, senses of smell, taste,
Probationary Period and touch, finger dexterity
6 months Special Conditions
Employment History Emotional/mental status of clients
15 years with company Standard Amount of Direct Supervision
4 years in this position Minimal to moderate
Work Group

Works alone and in small group

34
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Coordinator of Deaf Services Deafness

L Significant Duties 1
Leadership/Administrative/Managerial Writing Tasks
Represent the company at internal Write legibly
functions Complete forms accurately
Write sentences in standard English
Problem Solving/Reasoning Tasks Organize, select, and relate ideas in
Determine own work activities writing
Recognize and use appropriate Froduce intelligible written documents
procedures
Conduct work activities in appropriate Reading Tasks
sequence Identify work-related symbols/signs
Obtain resources needed to carry out Read simple directions
work Treatment plan reports
Collect and organize information
Analyze and synthesize information Communication Tasks
Identify alternative approaches or Listen
solutions Follow intent of oral directions
Review progress periadically Talk
Evaluate for accuracy and completeness Speak clearly
Correct deficiencies Report accurately what others have
Summarize and draw conclusions said
Devise new ideas and better work Explain activities and ideas clearly
methods Effectively present information to
groups
Computer Tasks Uses siga language
None
Manual Perceptual Tasks
Mathematical Tasks Eye-hand coordination
None Hand work

Operate machine(s) (audiometric and
hearing test machines, hearing aid
equipment)
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|__Special Considerations for This Worker l

Limitations
Hearing

Special Training
Fourteen days of mandated training
provided every 3 years by state staff
concerning rmles, regulations,
procedures, fire safety, first aid, and
driver's training. Special training
materials used include cardiopulmonary
resuscitation (CPR), fire equipment [or
extinguishing fires, movies, role
playing, and on-site trial emergency
sessions. Employee receives a grade and
certificate upon completinn of the
state mandated training.
Job_Accommodations

Secretary trained by employee to be
oral interpreter for telephone,
small and large group, and other sit-
ations to accommodate employee's 1lip
reading ability.

Teletype installed by employer to
accommodate employees communication
needs with other deaf clients, pro-
fessionals, etc.

Switeh for office light installed
outside door to accommodate privacy
for therapy sessions. Per ons use
light switch instead of knocking on
door.

Two telephones with common line used in
office to allow employee to see oral
interpreter and respond directly to
caller.

36

Personal Strengths

Knows what needs to be done, how to
do it and works independently.

Personally experienced the sensory
deprivation, frustrations and
accomplishments of deafness.

Helps others to overcozie  heir emotional
or mental disability

Establishes confidence and good
rapport with others

Caring and dedicated

Finanecial Incentives for Hiring

None

Other Job Replication Factors

Assess the employee's ability to
communicate on multiple levels of
English and sign language. Hospital
clients using the facility are on
different levels of language usage.




Co-Owner/Storyteller/Performer

Learning Disability

DoOoTo #150 00"‘7-010

| Company Information |

Company Name
The Gypsy Rovers
1621 Freeland Road
Freeland, MD 21053

Description of Company
Provides storytelling and other

entertainment for a variety of
functions.

Number of Employees

| Requirements of This Job |

Academic Credentials BRequired
None

Work Experience Required
Public performing, child care
experience preferred.

Examinations Required
None

Other Job Requirements

2 total company Own vehicle
For more information, contact

Deborah Stagmier, Co-Owner

(301) 3u43-06u4

[ Job Information ]

Wages Narrative Description

$30-37 per hour Sings, dances, tells stories, and

performs skits for audiences (£0-

Benefits 150 people) of all ages.

None

Work Schedule
Permanent status
2 days a week, 2-4 hours a day
Rotating shifts

Work Settin
Schools, health care facilities,

homes, etc.

Probationary Period
None

Employment History
6 years with company
6 years in this position

Physical Demands
90% light work, 10% medium work

Physical Activities Performed
Push, pull, reach, run, balance,
stoop, kneel, crouch, crawl, sit,
turn, see, color vision, depth
perception, hear, sense of smell,
sense of touch, finger dexterity

Environmental Conditions
Noise

Special Conditions
Distracting conditions

Work Group
Small group

Stardard Training Pericd
On-going

Standard Amount of Direct Supervision
None

e
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Co-Owner/Storyteller/Performer

Learning Disability

[ Significant Duties ]

Leadership/Administrative/Managerial

Provide leadership

Develop company policies

Implement company policics

Specify goals and work tasks of others

Reprcsent the company at internal
functions

Represent the company at external
functions

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Ide.tify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize any draw conclusions

Devise new ideas and better work
methods

Computer Tasks
None

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)

Understand concepts of greater than and

less than
Handle basic o lculations (+,-,x,/)
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Writing Tasks
Write legibly

Reading Tasks
Identify work-related symbols/sigus
Read simple directions

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Effectively present information to
groups

Manual Perceptual Tasks
Eye-hand coordination
Use job-specific hand tools and
equipment (theatrical props)
Develop visual presentations




-

__Special Considerations for This Worker |

Limitations

Remembering, following spoken travel
directions - especially to new areas.

Special Training

None

Job Accommodations

Other performer reminds co-owner of
travel appointments to accommodate
co-owner's memory ability.

Clear, complete travel directions
requested by co-owner when
performing in a new location to
accommodate co-owner's ability to
follow verbal directions.
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Personal Strengths

Strong oral skills
Good visual presenter
Outgoing personality

Financial Incentives for Hiring

None

Other Job Replication Factors

Being self-employed is a source of
great satisfaction. Adjustments in
Job duties can be done by oneself.

t".\
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Correspondence Specialist

Deafness

DOOOTO #2090262-010

| Company Information ]

Company Name
Glendale Federal Savings

P.0. Box 1709
Glendale, CA 91209

Description of Company
Provides financial services (i.e.,
deposit accounts, real estate
loans).

Number of Employees
6,300 total company
1,700 this site

For more information, c¢~:tact
Phylene Wiggins
Recruiting Specialist
(818} 500-2911

|  Requirements of This Job |

Academic Credentials Requireu
High school diploma or GED

Work Experience Required
Equivalent experience
Good manual dexterity
Word processirg (preferred)

Examinations Required
None

Other Job Requirements
Bondable

| Job Information |

Wages
$1,550 per month
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Work Schedule
Permanent status
5 days a week, 8 hours a day
7:00 a.m. to 3:30 p.m.
Work Setting
Office
Probationary FPeriod
None
Employment History
6+ years with company
6+ years in this position

Narrative Description
Types, revises, edits and produces a
variety of business documents (i.e.,
graphics and charts) using a
microcomputer.
Physical Demands
100% sedentiry
Physical Activities Performed
Reach, stoop, sit, turn, see, sense
of touch, finger dexterity
Environmental Conditions
None
Special Conditions
High rate of production
Precision/quality
High level of stress
Work Group
Small group
Standard Training Period
90 days
Standard Amount of Direct Supervision
Minimal




Correspondence Specialist

Deafness

L Sigpificant Duties ]

Leadership/Administrative/Managerial

None

Problem Solving/Reasoning Tasks

Recugnize and use appropriate
procedures

Conduct work activities in apprenriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing

Writing Tasks
Write legibly
Complete forms accurately
Write sentences in s.andard English

Reading Tasks
Identify work-related symbols/signs
Read simple directions
Read technical information

Cotmunication Tasks

Listen through lip reading

Follow intent »f oral directions

Talk

Speak -:early

Use appropriate vocabulary and grammar
Report accurately what others have

quantity or quality of materials
Evaluate for accuracy and completeness

Computer Tasks
Enter data into computers
Access data from computers

Perform weord processing said
Give clear oral instructions and
Mathematical Tasks directions

Count
Understand order (e.g., first, secoad, Manual Perceptual Tasks

last) Eye-hand coordinatiun
Understand concepts of greater than and Hand work

less than Use jot-specific hand tools and

equipment ‘irulers and other office
eqguipment)
Tend machine(s) (computer)
Operate machine(s) (computer, printer)
Set up machine(s) (printer/computer)
Use keyboard skills
Develop visual presentations

Handle basic calculations (+,-,x,/)

Use numerical values from charts,
diagrams, tables

Construct diagrams, charts, records
using numerical calculations

Make and u : measurements

[ Special Ccnsiderations for This Worker |

Linitations Personal Strengths
Heairing Good communication skills (lip reaa.ng)

Pleasant personality
Job/career professionalism and
commitment

Special Training
None

Financial Incentives for Hiring
None

Job Accommodations

Co-workers face employee when speaking
to allow employee to lip read
communication.




Courtesy Clerk

-

Mental Retardation - Mild

DOOOT. #2990367-01)4

i Company Information |

Company Name
Schnuck Markets, Inc.
4900 Manchester
St. Louis, MO 63110

Description of Company
Retail grocery store

Number of Employees
10,000 total company
15C this site

For more information, contact

o 1ie Helmke, Personnel Specialist

(314) 53u4-5071

[ Requirements of This Job |

Academic Credentials Required
None

Work Experie.ce Required
None

Examinations Required
None

Other Job Requirements
Uniform, union membership, dress
code

i Job Information |

Wages
$3.80 per hour

Benefits
Provided through union member-
ship

Work Schedule
Permanent status
3-5 days a week, 4-6 hours a day
Time of work varies, rotating
shifts

Work Settirg
Grocery store

Pr.bationary Period
30 days

Employment History
6 ronths with company
6 mcuths in tnis position
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Narrative Description
Bags groc..ies; offers carry-out
service to customers; brings carts in
from pa.<ing lot; checks prices as
needed for checkers; replaces damaged
items; stocksy grocery bags; and
places stock on shelves as needed.

Physical Demands
10C% medium work

Physical Activities Performed
Push, pull, reach, stoop, crouch,
turn, see, hear, sense of touch,
finger dexterity

Environmental Conditions
Hot, colu, humid, dry, wet, noise

Special Cond..ions
High rate of production

Work Group

One-to-une and in large group

Standard Training Period
4-8 hours

Standard Amount of Direct Supervision
Minimal

| dia)
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Courtesy Clerk Mental Retardation - Mild
L Significant Duties |
Leadership/Administracive/Managerial Writing Tasks
None None
Problem Solving/Reasoning Tasks Reading Tasks
Recognize and use appropriate Identify work-related symbols/signs
procedures
Conduct work activities in appropriate Communication Tasks
sequenc Listen
Obtain resources needed to carry out Follow intent of oral directions
work Talk
Speak clearly
Computer Tasks Use appropriate vocabulary and grammar
None
Marual Perceptual Tasks
Mathematical Tasks Eye-hand coordination
Count Hand work
Understand order (e.g., first, second, Use jecb-specific hand tools and
last) equipment (grocery clerk hand tools
Uncerstand concepts of greater than and and equipment)
less than
{__Special Considerations for This Worker |
Limitations Personal Strengths
None Industrious
Dedicated
Special Training Loya?
Store managers and coworkers provided
additional special training as needed Finaacial Incentives for Hiring
on job responsibilities. wone

Job_Accommudations

Extra supervision and instruction on
job tasks provided by cmployer to
maintain employez's job skills
(minimal time).




‘ Director of Commission of
' Handicanpew ..Pfairs

Physical Handicap -
Uses Powered Wheelchair

D.0.T. #3A8.167-014

Cumpany Information |

Company Nauwe
City of hevere Mcssachusetts

Broadway
Revere, MA 02151

Descraption of Company
Municipal commission dealing with
nandicapped issues.

Number of Employces
1 .otal compeny
1 this site

For more information, conta.t
Steven J. Rich
Director of Commissi n of
Handicapped Af{airs
(617) 289-9200 ext. 136

[ Requirements of Tais Jcb |

Academic Credentials Required
High schnol diploma
College coursewcrk in a disabilicy
field and human rights

Work Experience Required
Experience in architectural access,
laws for people with disabilities,
working with people.

Examinations Required

None

Other Job Requirements

None

( Job Information j

Wages
$20,657 annually

Benefits
Paid holiaays
Paid sick days
Pension
FICA

Work Schedu.e
Permanent status

Work Setting

Office

Probationary Period
None

Employment History
3 years with company
1 ycar in this position

44

Narrative Description
Responsible for access to city
programs by people with disabilities;
implements new programs; educates
public concerning equal rights and
treatment of people who are disabled;
ana oversees architectural access
laws and enforcement.

Physical Demands
100% sedendary

Physical Activities Performed
Reach, sit, see, hear, finger
dexterity

Environmental Conditions
Cramped quarters

Special Conditions
None

Work Group
Small group

Standard Training Period
None ;

Standard Amount of Direct Supervision
None




Director of Commission

of Handicapped Affairs

Physical Handicap -
Uses Powernd Wheelchair

Significant Duties J

Leadership/Administrative/Managerial

Provide leadership

Develop company policies

Implement company policies

Supervise personnel

Represent the company at internal
functions

Represent the company at external
functions

Report to a board of directors

Administer department oudget

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate

prucedures

Conduct "k activities 1n appropriate
Seque

Obtain Jurces needed to carry out
work

Collect and organize informacioan

Analyze and synthesize information

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Computer Tasks
None

Mathematical Tasks
Understard order (e.g., first, second,
last)

Understand concepts of greater than and

less than
Handle basic calculations (+,-,x,/)
Estimate quantities needed to do a job
Calculate costs
Use numerical values from charts,
diagrams, tables
Prepare budgets
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Writing Tasks
Copy accurately
Write legibly
Complete forms accurately
Write sentences in standard English
Organize, select, and relate ideas in
writing
Produce intelligible written documents
Identif'y and correct errors ia writing

Reading Tasks

Identify work-related symbols/signs

Read simple directions

Read technical information

Reviews plans and blueprints for curbs,
sidewalks, and buildings

Communi:ation Tasks

Listen

Talk

Spesk clearly

Use appropriate vocabulary and grammar

Give clear oral instructions and
directions

Explain activities and igeas clearly

Effectively present information to
groups

Manual Perceptual Tasks

Eye-hand coordination




[ Special Considerations for This Worker |

Limitations
None

Special Training
None

Job Accommodations

Custodians assist employee to proper
posture in wheelchair - 10 min./day.

Clerical and filing work performed by
student volunteers to accommodate
employee's limited mobility (40
min./day, 3-4 times per week).

Office location moved from City Hall to
Senior High School to proiv:ie greater
accessiblity for wheelchair (no
cost).

Uses accessible staff bathroom to
accommodate employee's ability to
open and close doors.

Father drives 1ift equipped van or
rides public van to work to
accommodate no driver's license
($.75/1 way).

Personal Strengths

Speaks effectively on issues and
convinces others about civil rights

ruts others at ease

Common sense

Analyzes and solves problems using
compromises

Self confidence

Ability to sell self

Financial Incentives for Hiring

Massachusetts Rehabilitation paid for
on-the-job training wage -ubsidy

Other Job Replication Factors

A true desire to help the disableu gain
independence in the community with
dignity. Frovide equal access and
opportunities to advance participation
by all citizens.




Disabled Program Manager !

[_- Cerebral Palsy

D.0.T. #158.167-014

|  Company Information B

Company Name
California Department of

Transperrtation (Caltrans)
1120 North Street, Room 1200
Sacramento, CA 95814

Description of Company
Design and maintenance of state
highway system; planning trans-
portation needs for the state.

Number of Employees
15,0C0+ total company
3,000 this site

For more information, contlact
David J. Pautsch
Disabled Program Manager
(916) 324-8395

|  Requirements cf This .Job |

Academic Credentials Required
Bachelor's degree

Work Experience Required
One year - duties comparable to
Assistant Caltrans Administrator
(Specialist or Supervisor). Three
years technical experience in
transportation program or suppuct
service, including one year compar-
able to Assistant Caltrans
Administra*tor (Specialist or
Supervisor) and college graduation
equivalency.

Examinations Required
Physical

Other Job Pequirements
Civii Service exam

( Job Information J

Wages
$2,641 per month
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensatiocn
Unemployment corpensation
Medical ir surance
Dental insurance
Life insurance
Vision care
Work Schedule
Permanent status
5 Jdays a week, 8 hours a day
8:00 a.m. to 5:00 p.m.
Work Setting
Office
Probationary Peri.od
12 months at assistant ‘level,
6 months at associate level
Employment History
37 monts with company
37 months in this position
Standard Amount of Direct Supervision

Minimal
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Narrative Description
Duties and percent of time per-
formed includes: provides lead
role with Caltrans Statewide Dis-
abled Advisory Committee (30%);
coordinates limited Examination and
Appointment Program (LEAP) (20%);
provides technical support to
Headquarters Disabled Advisory
Committee (20%); coordinates 504
departm« t non-discrimination pol-
icies (15%); performs Affirmative
Action Staff work (10%); and
investigates EEQ complaints (5%)..
Physical Demands
100% sedentary
Physical Activities Performed
Push, p. ', reach, sit, turn, see,
depth pe.ception, hear
Environmental Conditions
None
Special Conditions
High rate of production
Work Group
Works alone, one-to-one, and
in small and large groupa
Standard Training Period
12 months

Ry o
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Disabled Program Manager

Cerebral Palsy

[ Significant Duties }

Leadership/Administrative/Managerial

Provide leadership

Develop company policies

Implement company policies

Specify 7oals and work tasks of others

Represent the company at internal
funections

Represent the company at external
functions

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduect work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quartity or quality of materials

Collect and organize information

Analyze and synthesize information

Identify alternative approaches or
sojutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methocs

Cc¢ iputer Tasks

None

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)

Understand concepts of greater than and

less than
Handle basiec calculations (+,-,x,/)
Estimate quantities needed to do a job
Calculate costs
Use numerical values " ‘om charts,
diagrams, tables
Construct diagrams, charts, recorcs
using numerical calculations
Make and use measurements
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Writing Tasks
Write sentences in stardard English
Organize, select, and relate ideas in
writing
Produce intelligible written documents

Reading Tasks
Identify work-rclated symbols/signs
Read simple directions
Read technical information

Communication Tasks
Listen
Follow intent of oral directions
Taik
Speak clearly
Use appropriate vocabulary and grammar
Stay on the topie in job-related

conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly
Effectively present information to
groups

Manual Perceptual Tasks
Develop visual presentations




Special Con-iderations for This Worker |

Limitations Personal Strengths
Low frustration toleranc:c, mathema‘ics, Hard worker
vision, standing, walking, kneeling, Worrks well with others
squatting, hearing Identifies problems
Special Training Financial Incentives for Hiring
Equal Employment Opportunity Career Opportunity Development program,
Investigator Training for 3 days funded by state Vocational Rehabili-
provided by private vendor. A tation Agency.
certificate was awarded to employee upoin
completion of the special training. Other Job Replication Factors
Employers should provide accommodations
Job Accommodations as needed for persons with a4 aisability.

Attendant/driver assists employee with
travel (cost varies).
Following accommodations provided by
employer:
Automatic phone dialing to accommodate
employee's tantile skills.
Dictaphone to accormodate emplovee's
slow writing ($150).
Raised desk on blocks to accessible
height ($10).
Fueniture rearranged to provide
more space (3 houru).
Installed additional grab bars to
help employee access bathroom

($50).




Dispatcher

Paraplegia

DoOoTo #379-362-010

{ Company Information |

Company Name
Kalamazoo Department of Public

Safety
215 West Lovell
Kalamazoo, MI 49007

Description of Company
Municipal department providing 24
hour police and fire protection
for city of Kalamuzoo.

Number of Employees
298 total company
22 this site

For more information, contact

David Weessies, Lieutenant
(616) 385-8120

|__Requirements of This Job |

Academic Credentials Required
High school diploma or GED

Work Experience Required
Dispatcher experience preferred

Examinations Required
None

Other Job Requirements
Union membership
Dress code
Civil Service exam

| Job Information 1

Wages
$11.16 per hour

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compens. »n
Medical insurance
Dental insurance
Life insurance

Work Schedule
Permanent status
5 days a week, 8 hours a day
12:00 a.m. to 8:00 a.m.

Work Setting
Office

Probationary Period
1 year

Employment History

4 years with company
4 years in this position
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Narrative Description
Responds to calls for assistance
and information; determines
distribution of incoming calls
based on availability of Public
Safety units, priority, pre-
arranged response procedures and
geographical location; operat:s
computer terminal, monitors rad.o
frequencies, and operates Law
Enforcement Information Neiwork
Wwith state police and FBI.

Physical Demands
100% sedentary

Physical Activities Performed
Push, pull, reach, sit, turn, see,
color vision, depth perception,
hear, finger dexterity

Environmental Conditions
None

Special Conditions
Precision/quality
High level of stress

Work Group
Small group

Standard Training Period
60 days

Standard Amount of Direct Supervisisn
Minimal

..
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Dispatcher Pardplegia

—

L __Significant Duties |
Leadership/Adminictrative/Managerial Writing Tasks
None Copy accurately
Write legibly
Problem Solviug/Reasoning Tasks Complete forms accurately
Recognize and use appropriate Write sentences in standard English
procedures
Conduct work activities in appropriate Reading Tasks
sequence Identify work-related symbols/signs
Collect and org-.aize information Read technical information
Analyze and synthesize information
Identify alternative approaches or Communicat.on Tasks
solutions Listen
Review progress periodically Follow intent of oral directions
Evaluate for accuracy and completeness Talk
Correct deficiencies Speak clearly
Summarize and draw conclusions Use appropriate vocabulary and grammar
Stay on the topic in job-related
Computer Tasks conversations
Enter data into computers Report accurately what others have
Access data from couputers said
’erform word processing Give clear oral instructions and
directions
Mathematical Tasks Explain activities and ideas clearly
Couat
Understand order (e.g., first, second, Manual Perceptual Tasks
last) Eye-hand coordination
Understand concepts of greater than and Hand work
less than Use job-specific hand tools and
Handle basic calculations (+,-,x,/) equipment (radio, microphone)
Estimate quantities needed to do a job Use keyboard skills

Use numerical values from charts,
diagrams, tables

|_ Special Considerations for This Worker |

Limitations Personal Strengths
Feeling/sensory, lifting, carrying, Positive attitude
standing, walking, kneeling, squatting, Determination
confined to wheelchair Job knowledge, skills and ability
Specizi Training Financial Incentives for Hiring
Special training (60 days) provided by None
supervisor, including 1 month of
learaing department policy and Job Accommodations
procedures and 1 month of hands on Building ramp and other accessibility
experience. Euployee entered permanent improvements provided by employer to
employment upon completion of the accommodate employ=e's wheelchair
special training. ($100).

I
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Editor, Research Associate

Multi-Handicaps -
Hypoudrenocorticism, Allergies

D.G.T. #132.267-014

[ _Company Irnformation |

Company Name

LINK Resources
79 Fifth Avenuc
New York, NY 10003

Description of Company
Research and consulting services in
teleccumunications and off-site
operations,

Number of Employees
50 total company
1 this site

For more information, contact
Carol D'Agostino
Editor/Senior Research Associate
(516) 791-2332

[ _Requirements of “his Job |

Academic Credentials Required
None

Work Experience Required
General office and computer skills
preferred.

Examinations Required
Norie

Other Job Requirements
None

[ Job Informatisn |

Wages
Salaried

Benefits
Paid vacation
Paid holidays
Paid sick days
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Work Schedule
Perrianent status
5 days a week, 7 hours a day
8:00 a.m. to 4:00 p.m.
Work Setting
Office in home
Probationary Period
None
Employment History
3.5 years with company
1 year in thie= position
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Narrative Desc. iption
Operates computer software (Word
Perfect, DBase III, telecommuni-
cations); conducts telephone
inteirviews and research; performs
word processing and database
management; writes and edits monthly
newsletter; and communicates with
clients, weneral public, subscribers,
and coworkers,

Physical Demands
100% sedentary

Physical Activities Performed
Push, pull, reach, stoop, sit, turn,
see, hear, sense of touch, finger
dexterity

Environmental Conditicns
None

Special Conditions
Precision/quality

Work Group
Small group

Standard Training Period
None

Standa-~d Amount of Direct Supervision
Minimal

Ry




Editor, Research Associate

Multi-Handicaps -
Hypoadrenocorticism, allergies

Significant Duties

Leadership/Administrative/Managerial
Implement company policies

Problem Solving/Reasoning Tasks
Determine own woi’k activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and bett » work
methods

Computer Tasks
Enter data into computers
Access data from computers
Perform word processing

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand cuncepts of greater than and
less than

Handle basic calculations (+,-,x,/)

Estimate quantities needed to do a job

Calculate costs

Use numerical values from charts,
diagrams, tables

Construct diagrams, charts, records
using numerical calculations
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Writing Tasks
Copy accurately
Write legibly
Complete forms accurately
Write sentences in standard English
Organize, select, and relate ideas in
writing
Produce intelligible written documents
Identify and correct errors in writing

Reading Tasks
Identify work-related symbols/signs
Read simple directions
Fead technical information

Communication Tasks
Listen
Follow intent of oral directions
Talk
Speak clearly
Use appropriate vocabulary and grammar
Stay on the topic in job-related

conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job=-specific hand tools and
equipment

Tend machine(s) (2 printers fax
telephone, 2 computers)

Operate machine(s) (2 printers, fax
telephone, 2 computers)

Set up machine(s)

Use keyboard skills




[ Special Considerations for This Worker l

Limitations
Lifting, carrying, pushing, pulling,
standing, walking, kneeling, squatting,
stamina, energy level, remembering,
allergies

Special Training
Supervisor provided on-the-job training
as needed. Employee entered permanent
employme:it and received a wage increase
upon completion of the standard
training.

Job_Accommodations
Worksite located at employee's home to
accommodate employee's multiple
disabilities.
Home compute - modem for seading work
assignments provided by employer to
accommodate employee's vork tolerance.

Personal Strengths

Reliable
Works with minimal supervison
Excellent job skills

Financial Incentives for Hiring

None




Enclave Assembler

Mental Retardation -~ Severe

D.0.T. #726.684-018

{ Company Information B

Company Name
NEC of America, Inc. Oregon Plant

3100 Northeast Shute Road
Hillsboro, OR 97124

Descriptior of Companv
An elecuronics company manufac-
turing fibre optics and tele-
communication systems.

Number of Employees
350 .nis site

For more information, contact
Paul Crowther

Executive Director of OESCO ~ Oregon

Employment Service Ccrporatic.

[ Requirements of This Job |

Acagemic Credentials Required
None

Work Experience Required
Nnne

Examil
None

.icns Required

Other Job Requirements
None

L Job Information |

Wages

Piece rate

Benefits
Paid vacation
Paid holidays
Faid sic% days

Work Schedule
Permanent status
5 days a week, & hours a day
7:30 a.m, to 4:00 p.m.

Work Setti- g

Electronics factory tenc work
Probationary Period

7-30 days

Employment History
3 months with company
3 moanths in tnis position
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Narrative Description
Prepares electronic componerts for
assembly, including crimps, bends,
cuts, and forms wiros, diocdes,
transistors, fuses, IC.  PCs, LEDs,
ete.
Physical Demands
85% sedentary, 159 light work
Physical Activities Perfcrmed
Reach, sit, turn, see, color
v’ ion, depth perception, sense
o¢ touc.:, finger dexterity
Environmental Conditions
Odors, noise, moving objects
Special Conditions
Precision/quality
Distracting conditions
High level of stress
Work Group
Large group
Standard Training Period
Months
Standard Amount of Direct Supervisicn

Maximal

£
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Enclave Asseabler [:_ Mental Retardatlion - Severe

C Significant Duties |
Leadership/Administrative/Managerial Reading Tasks
None Idan\ ify work-related symbols/signs
Problem Solving/Reasoning Tasks Communication Tasks
Conduct work activities in appropriate Listen
3equence Follow intent of oral directions
Talk
Computer Tasks
None Manual Perceptual Tasks
Eye-hand coordination
Mathematical Tasks Hand work
None Construct, fabricate or assemble
materials
Writing Tasks Use job-specific hand tools and
None equipment (uliers, crimpers, wire

cutters and various air-powered

electronic assembly tools and presses)
Operate machine(s) (various air-powered

eiectronic assembly presses)




__Special Considerations for This Worker _ |

Limitations

Low frustration tolerance, acceptance of
supervision, interactions with coworkers,

cc.imunication, hard of hearing, limited

verbal skills, reading, writing spcliing,

mathematics (related to disabilityy,
na. .ling, fingering, cannot work alone,

remenbering, hearing, speaking, following

spoken directions, following written
directions, allergies, respiratory
problems

Special Training
Onsite special trainer provides daily
instruction on assembly procedures as
needed. Employee received wage increase
upcn completion of special. training.

Job Accommodations

Individual training provided by agency
job coach for emplnyee to learn =nd
maintain the job (staff time).

Assenbly procedures were separated
into swaller tez-aks by supervisor
to accommodate employee's skill
level (minimal staff time).

Co-workers were taught sign language
to accommndate employee's communi-
cation skills.

Different work jigs are used by the
employee to accommodate assembly
skills.

Family members provide transportation
to and from work to accommcdate
employee's transportation needs

(each family receives $20 or more per
month to offset transportation costs).

Personal Strengths
Willing to work
Dependable
Learns and performs tasks required

Financial .ncentives for Hiring

None

Other Job Replication Factors

Employee needs support from bome
environment and the employer.




Equal Employment Cpportunity
Coordinator

Physical Pandicap -
Lower Extremities - Congenital

D.O.T. #168.267-114

| Company Information ]

Company Name

Morrison-Knudsen Company, Irc.
Box 7808
Boise, ID 83729

Description of Company
Irternational construction engin-
eering and management firm,

Number of Employees
2,382 total company
600 this site

For more information, contact
William f. Larsen
Equal Employment Opporturniity
Coordinator

(208) 386-6029

| Requirements of This Job |

Academic Credentials Required
Bachelor's degree

Work Experiznce Required
Personnel racruictment, employment
benefits and public relations.

Examinations Recuired
None

Other Job Requirements
None

[ Job Information |

Wages
$2,000 per month

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment coupensg-tion
Medical insurance
Dental insurance
Life insurance
Wurk Schedule
Permanent status
5 days a week, 8 hours a day
8:00 a.m. to 5:00 p.m.
Work Setting
Office
Probationary Period
None
Employment History
8 years with comnany
2 years in this position
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[ 2T

Narrative Description
Writes affirmative action pli=ans for
office and field loca.ions; performs
public relations duties with local
equal employment opportunity/affir-
rative action agencies; reports on ad
hoc management; makes presentations
to upper management personnel; and
writes communication materials.

Physical Demands
100% sedentary

Physical Activities Performed
Push, pul’, reach, sit, turn, see,
color vis_on, depth perception, hear,
sense of touch, finger dexterity

Environmental Conditions
None

Special Conditions
Precision/quality
High level of strecs

Work Group
Works alone, one-to-oie, anc 1in
small) zroup

Scandard Training Pe:iod
14 months

Standard Amount of Direct Supervision
» nimal

e




Fqual Employmeut Opportunity
Coordinator

Physical Handicap -
Lower Extremities - Congenital

Significant Duties |

Leadership/Administrative/Manager.al
Provide leadership
‘ Implerient company policies
| Recruit, hire, and terminate personnel
| Supervise per sonnel
| Represent the company at internal
functions

Represent the company at external
functions

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate

procedures
0Obt.'in resources needed to carry out
work
Collect and organize information
Analyze and synthesize information
Identify alternative approaches or
solutions
Review progress periodically
Evaluate for accuracy and complete =ss
Correc:c deficiencies
Summarize and draw conclusions
Devise new ideas and better work
methods

Computer Tasks
Access data from computers
Perform word processing
Write prog:-ms
Per form systems analysis

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)

Understand concepts of greater than and

less “han
Handle basic calculations (+,=-,x,/)
Calculate costs
Use numerical values from charts,
diagrams, tables
Construct diagrams, charts, records
using numer-cal calculations

Jse formulas (translating, substitutiig

values)
Prepare budgets
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riting Tasks

Complete forms accurately

Write sentences in standard English

Organize, select, and relate ideas in
writing

Produce intelligible written documents

Reading Tasks

Identify work-relaved symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Give clear oral instructions and
directions

Explain activiiies and ideas clearly

Effectively present information to
groups

Manual Perceptual Tasks

Eye-hand coordination

Use job-specific hand tools and
equipment (writing and typing office
equipment)

Operate machine (IBM personal computer)

Use keyboard skills

Develo: visual presentations

o
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L__Special Considerations for This Worker |

Limitrtions Personal Strengths
Lifting, carrying, pushing, pulling, Adaptable
standing, walking, kneeling, squatting Flexible
Self-directed
Special Training Motivated
Supervisor provided first month's
special training on equal rights Financial Incentives for diring
legislat.on. None
Job Accommodations Other Job Replication Factors
None Employee must understand legislative

text and highly complicated job
assignments.




Farw Machine Operator

Quadriplegia

DIOIT. #uog .667-019

| Company Information |

Company Name
Koch Farms

R.R. 1, Box 20
Miles, IA 52064

Description of Company
Farming

Number »f Employees
3 total company

For more inform 1, contact
Warren W. Koch Co=-Owner
(319) 682-7827

| Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
Operation of equipment preferred

Examinations Required
None

Other Job Requirements
Drivzr's license

l Job Information ]

Wages
$100 per month

Benefits
None

¥Worl Schedule
Seasonal status
0-7 days a week, 0-12 hours a day
No regular hours

Work Setting

Farm

Protationary Period
None

Employment History
20 years with :ompany
20 years in this positivn
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Narrative Description
Drives tractor during field work and
drives truck to haul corn to market.

Physical Demands
100% sedentary

Physical Activities Performed
Sit, turn, see, color vision, depth
perception, hear

Environmental Conditvions
Hot, cold, humid, dry, wet, dust,
dirt, noise, vibration, mechanical
hazards, moving cbjents

Special - ditisas
None

Work Group
Works alone, one=-to-one

Standard Training Period
None

Standard Amount of Direct Supervision
Mnderate

P e




Farm Machine Operator

Quadriplegia

| Significant Duties |

Leadership/Administrative/Managerial
Noune

Problem Solving/Reasoning Tasks
Determine own work activities
Rucognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Computer Tasks
NMone

Mathematica. Tasks
Count
Understand order (e.g., first, second,
last)

Understand concepts of greater than and

less than
Hardle basic calculations (+,-,x,/)
Estimate quantities neede? to do a job
Calculate costs
Make and use measurements

Writing Tasks

Write legibly

Reading Tasks

Identify work-related symbols/signs
Read simple directions

Communication Tasks

Listen
Follow intent of oral directions
Talk

Manual Perceptual Tasks

Eye-hand coordination
Operzte machine(s) (drive farm
equipment)

|__Special Considerations for This Worker |

Limitations

Handling, fingering, lifting, carrying,

pushing, pulling, standing, walking,
kneelirg, squatting, cannot work alone

Special Training
None

Job Accommodations

Equipment/vehicle modifications provided

by 3mployer to accommodate worker's
mobility.
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Peroonal Strengths

Ability to drive tractor and truck

Financial Incentives for Hiring

None




Food Attendant - Dishwask>r

Mental Retardation

D.0.T. #318.687-010

{ Company Information ]

Company .'ame
3M Corporation

3M Center
St. Paul, MN 55144

Description of Company
Provides breakfast and lunch food
service for 3M employees.

Number of Employees
45,000 total company
12,000 this site

For more information, contact
Doris Dwelzarek
Manager, Food Services
(612) 733-1611

{_Requirements of This Job |

Hcademic Credentials Required
None

Work Experience Reguired
None

Examinations Required
Physical, hearing, vi:ion

Other Job Requirements
Age 18 minimum
Age 70 maximum
Uniform
Dress code
Clean, presentable appearance
Personal hygiene

[ Job Information |

Wages
$6.48 per how

Benefits
Paid vacation
Paid holidays
Paid sicxk days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Investment programs
Work Scheduie
Permanent status
5 days a week, 7.C hours a day
8:00 a.m. to 4:00 p.m.
Work Setting
Cafeteria
Probationary Period
Variable, 3 months or longer
Employment Histo
20 years with company
7 years in this position

63

Narrative Description

Pushes carts between atral kitchen

and serving urit; washes pots and
paus and small equipment; operates

mechanical dishwasher system to wash
trays; empties trays into trash room

during service periods; stocks
supplies; fills ice bins; and
performs miscellaneous cleaning
tasks.
Physical Demands
25% light work, 75% medium work
Physical Activities Performed
Push, pull, reach, stoop, crouch,
turn, see, depth perception, hear,
sense of smell, sense of touch,
finger dexterity
Environmental Conditions
Hot, wet, noise, moving objects
Special Conditions
None
Work Group
Works alone and in small gruup
Standard Training Period
3 days

Standard Amount of Direct Supervision

Moderate
paie

A
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Food Attendant - Dishwashcr

Mental ketardatiosn

[ Significant Dutie. |

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks
Recog,rize and use appropriate
procedures
Conduct work activities in appropriate
sequence

Computer Tasks

None

Mathematical Tasks
Count
Understand order (e.g., first, seconc,
last)

Writing Tasks
Sign signature

Reading Tasks
Identify work-related symbols/signs

Communication Tasks
Listen
Follow intent of oral directions
Talk
Pleasant simple grcetings with ~ustomers

Manual Perceptual Tasks

Eye-hand coordinat.ion

Hand work

Use job-specific hand tools and
equipment (kitchen and dishwashing
tools and equipment)

Tend machine (dishwashing machine)

Operate machine (dishwashing machine)

Set up machine (dishwashing machine)

__Special Considerations for This Worker |

Limitations
Reading, writing, spelling, mathematics,
remembering, following spoken
directions, following written directions

Special Training
The company unit leader provides initial
special training on new tasks with
follow-up over a period of weeks.
Employee entered permanent employment
upon completion of the rirst special
training period.

Job Accommodations

Training and monituring of worker pro-
vided Ly company unit lead person
when necessary to accommodate
employee's need for follcw-up {no
cost).

Transportation is provided by family
and friends to accommodate em-
ployee's inability to drive.
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Personal Strengtns
Consistently pleasant and agreeable
Attendance
Reliable in performing assigned tasks
Strong loyalty to company

Financial Incentives for Hiring
None

Other Job Replication Factors

Increased training time is more than
offset by developing a long term
employe< who is content in an

entry lc.vel, monotonous and
physically demanding job.




Founder/Director

Musacular Dystrophy

D.0.T. #165.067-010

I Company Inforsmation ]

Company Name

National Barrier Awareness
Foundation

8507 Mayland Drive

“ichmond, VA 23229

Description of Company
¥'rivate, non-profit advocacy agency
for persons with disabilities using
a national volunteer network.

Number of Employees
4 total company
4 this site

Fer more information, contact
Lorrzine derry, Founder
(804) 273-0070

[ _Require.x ts of This Job |

Academic Credentials Requi.ed
Bachelor's degree

Work Experience Required
Background and knowledge of
disability issues.

Examinations Required
None

Other Job Regquirements
Dress code

( Job Information |

Wages
$2,500 per month
Benefits
Paid vacation
Paid holidays
Paid sick days
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Life insurance
Work Schedule
Permanent status
5 days a week, 8 hours a day
9:00 a.m. to 5:00 p.m.
Work Setting
Offuice
Probationary Period
None
Empioyment History
3 years with company
3 vears in this position
Standard Training Period
On-going
Standard Amount of Direct Supervision
None

[
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Narrative Description
Develops and monitors overall agency
“bcus, objectives, and policies;
serves as national spokesperson
soliciting moral and financial
support from business, government,
and entertainment communities;
designs and implements marketing
strategies to receive extensive
media coverage; and supports and
edits agency national news
magazine.

Physical Demands
100% sedentary

Physical Activities Performei
Push, pull, reach, balance, sit,
turn, see, color vision, depth
perception, hear, sense of smell,
sense of taste, sense of touch,
finger dexterity

Environmental Conditions
None

Special Conditions
High rate of production

Work Group
Works alone, one-to-one, and in
small and large groupc




Founder/Director

Muscular Dystrophy

| Significant Duties |

Leadership/Administrative/Managerial
Provide leadership
Develop company policies
Implement company policies
Recruit, hire, and terminz:e perconnel
Specify goals and work tas<s of others
Supervise personnel
Represent the company at internal
functions
Represent the company at external
functions
Report to a board of directors
Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures
Conduct work activities in appropriate
sequence
Obtain resources needed to carry out
work
Recognize the effects of changing
quantity or quality of materials
Collzet and organize information
Analyze and synthesize information
Identify alternative approaches or
solutions
Review progress periodically
Evaluate for accuracy and completeness
Correct deficiencies
Summarize and draw conclusions
Devise new ideas and better work
methods
Mathematical Tasks
Count
Understand order (e.g., first, second,
last)
Understand concepts of greater than -~d
less than
Handle basic calculations (+,~-,x,/)
Estimate quantities needed to do a job
Calculate costs
Use numerical valiues from charts,
diagrams, tables
Construct diagrams, charts, records
using numerical calculations
Make and use measurements
Use formulas (translating, substituting
values)
Prepare budgets

Writing Tasks

Copy o~ccurately

Write legibly

Complete ferms accurately

Write sentences in standard English

Organ..ze, select, and relate ideas in
writing

Produce intelligible written documents

Identify and correct errore< in writiny,

Reading Tasks

Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities ard ideas clearily

Effectively present information to
groups

Manual Perceptual Tasks

Eye-hand coordination

Hard work

Construct, fabricat- or assemble
materials

Operate nachine(s) (adding machine,
typewriter, personal computer)

Use keyboard skills

Develop visual presentations

Computer Tasks

Enter data into computers
Access data from compute.s




|___Special Considerations for This Worker |

Limitations Personal Strengths
Lifting, carrying, pushing, pulling, Works together - team player
standing, walking, kneeling, squatting, Shares thoughts - open and honest
running, jumping, allergies, respiratory Good sense of humor
problems
Financial Incentives for Hiring
Special Training None
None
Other Job Replication Factors
Job Accommodations Ask cvestions. Be open and work
Building ramp and bathroom grab rails together,

installed by employer to accommodate
employee's accessibility needs.

67




General Asseabler % Blindness - Congenital

D.0.T. #724.684~026

[ Company Information ] {__Requirements of This Job ]

Company Name Academic Credentials Required
Warner Eleccric Brake and Clutch High school diploma
449 Gardpar Street
South Beloit, IL 61080 Work Experience Required
None

Description of Company
Manufactures e.ectric brakes and fxaminations Required
clutches. Physical

Number of Empioyees Other Job Requirements
878 tota. company None
530 this site

For more information, contact
Don Sorensen
Manager, Employee Relations
(815, 389-3771 Ext. 2251

[ Job Information T

Wages Narrative Description
$8.86 per hour Assembles electric brake resistors by
Benefits winding grid wire on board; operates
Paid vacation automatic wire machine which cuts
Paid holidays lead wires to correct length; and
Pension operates machine to insert rubber
FICA grommets into bumper plates for
Worker's compensation elec.ric clutch.
Unemployment compensation Physical Demands
Medical insurance 100% sedentary
Dental insurance Physical Activities Performed
Life insurance Push, pull, reach, sit, turn,
Work Schedule hear, sense of touch, finger
Permanent status dexterity
5 days a week, 8 hours a day Environmental Conditions
7:00 a.me to 3:00 p.m. Mechanical hazards, moving objects
Work Setting Special Coditions
Factory Precision/quality
Probationary Period Work Group
60 days Works alone
Employment History Standard Training Period
34 years with cornany Unknown

34 years in this perition Standard Amount of Direct Supervision

Minimal
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Coneral Assembler B

Blindness - Congenita’

[ Significant ™-ties |

Leadership/Administrative/Managerial
None

Prcblem Solving/Reasoning Tasks
Recognizs and use apprcpriate
procedures
Conduct work activities in appropriate
sequence

Computer Tusks
None

Mathematical Tasks

Writing Tasks
None

Reading Tasks
None

Communicac. 'n Tasks
Follow intent of oral directions

Manual Perceptual Tasks
Hand work
Consti-uct, fabricate or assemble
m.terjals
Terd machine(s) (g."id winder, wire

¢uttiag machine, bumper machine)
Operate machine’s) (grid windei, wire
2utting machine, bumper machin‘:)

Count
Understand order (e.g., first, seccnd,
last)
[_Special Considerations for This Worker |
Limitations Peraonal Stre . ths

Vision, fcllowing written directions

Special Training

Co-workers provided initial special
training on parts identification by
touch ard assembly sequence.

+w0 Accomnndations

First two aeeing-eye dog= purchasel by
enployer to accommodate employee's
disability. Employer offered to
purchasz current seeing-eye do: .

Wor¥ =cation prepared by night siaf*
worke: Lo accommodate euployee's
disability .no .ost).

(o))
w

Expects to be treated l1ike any other
employee

Financial Incentives for Hiring

..one

Otherr Job Replicacion Factors
Positive attitude toward the empl-y=ze.




General Cierk

Hearing Impairment

D.O.T. #2(}).362-010

[ Company Information |

Company Name
New England Telephone

185 Franklin Street
Boston, MA 02107

Description of Company
Telecommunication products and
services.

Number of Employees
28,000 total company
75 this site

For more information, contact
John Cooney, Manager
Affirmative Action Program/

Equal Employment Opportunity
(A17) T43-4901

L _Requirements of This Job |

Academic Credentials Required
High school diploma

Work Experience Required
None

Examinations Required
Physi-»al, hearing, vision, drug test,
typing test, entry level eram

Otner Job Requirements
Union membership

[ Job Inf--mation |

Wages
$836 per month
Benefi.s
Paid vacation
Paid holidays
Pension
FICA
Worker's compensation
Medical insurance
Dental insurance
Life insurance
Vision care, 100%
Tuition aid, 100%
Savings plan
Work Schedu.s
Permanent status
5 days a week, 7.5 hours a day
8:00 a.m. to 4:30 p.n
Work Setting
Office
Probationary Period
6 morths
Smployment History
X months with company
. acnths in this position
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Narrative Description
Ty pes and draws eugineers' Jork
plans; copies, coliates and forwards
engineers' drawings to construction/
marufacturing crews; and assists in
distribution room.

Physical Demands
100% sedentary

Fuvsical Activities Ferformed
Reach, sit, turn, see, depth
perception, sense of touch, finger
dexterity

Environmental Conditions
None

Special Conditions
Precision/auality

Work Group
Works ~lone

Stanidard Treining Perioa
Varies

Standa—d Amount cf Direct Supervision
Modeiate




General Clerk !

Hearing Iwpairment

[

Significant Duties |

Leadership/Administrative/Managerial
None

Probiem Solving/Reasouing Tasks
Recognize and use appropriate
procedures
Conduct work activities in appropriate
sequence
Obtain rescurces . .e1 to carry out
work

«dmputer Tasks
No.

Mathematical Tasksz
Understand ¢ »i~r (e.g., first, second,
last)
Understand concepts o.” greater than and
less than
Calculate costs
Make and use measurements

Writing Tasks
Copy accurately
Write legibly
Complete forms accurately

Reading Tasks
Identify worx-related symbols/signz
Read simple directions

Ccuwrunication Tasks
Listen
Follow intent of oral directions
Use appropriate vocabulary and grammar
Stay on the topic 1in job-relateu
conversations

Manual Perceptual Tasks
Eye-hand coordination
Hand work
Jse job-spz2cific hand tools and

equipment (lettering guide and drawing
hand tools and equipment)
Use keyboard skiils

[__Special Considerations for This Worker |

Liritations
Interactions with coworkers, hearing,
following written directions

Special Training
Job c¢vach and supervisor provide
periodic special trainiag on redrawing
engineers' work orders ani learnin,
engineering symbols.

Job Accommodations

Minicom proviied by employer to accom-
modate employee's comnanication
skills.

Appl .cant work site visit preovided by
emplover Jrior “o accepting employ-
ment to <emonstrule knowledge nf
disatil.ty accommcdation.

A

Personal Stre' gths
O the job daily

Financial Incentives for Hiring

Targczted Jobs Tax Cradit

Ovaer Job Replication Factors

Obtain upper management support and
ptovide awareness training. Infcrm
staff that agencies are available
for the employee and/or management
team to consult regarding accommo-
dating any limitations.




General Factory Machine Operator

Learning Disability

D.O.T. #51“.382-010

| Company Information |

Company Name
Dyersville Dje Cast
Div*3ion of Joseph L. Ertl, Inc.
P.0. Box 327
417 oth Stieet Southeast
Dycerav..le, IA 52040

Description of Company
Manufactures die cast toys and
castings.

Number of Employees
65 total companv
10 this site

For more information, ccntact
June T. Pacchini, Personnel
(319) 875-8821

[__Reguirements of This Job ]

Academic Credentials Required
High school diploma

Work Experience Required
Ncne

Examinations Required
None

Other Job Requirerients
Driver's license

| Job_Inforaation ]

Wages
$5.30 per hcur

Benefits
Paid vacation
Pzid holidays
F1CA
Worker's compensatvion
Unemployment cowpensation
Medieal insurance
Life insurance

Work Schedule
Permanent status
R days a week, 8 hours a day
7:30 a.m. to 4:00 p.m.

Work Setting
Factory

Probationary Period
90 days

Employm' it History
4.5 years with company
4.5 years in tais position
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Narrative Description
Operates die cast machine producing
metal toys and castings.

Physical Demands
Ung sedentary, 40% light work,
19% medium work, 1% heavy work

Physical Accivities Performed
Push, pull, reach, sit, see, hear,
sense of touch, finger dexte.ity

Environmental Conditions
dot

Special Condit‘ons
None

Work Group

Works alone and in small group

Standard Training Period
3 months

Standard Amouni of Direct Supervision
Moderate
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General FPactory Machin: Operator

Learning Disability

L Sigr ificant Duties

Leadership/Administrative/Managerial
None

roclem Solving/Reasoning Tasks

Pecognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the eflects of changing
quantity or quality of materials

Correct deficiencies

n
13

Computer Tasks

Writing Tasks
Copy accurately
Write legibly

Reading Tasks
Identify work-relateu symbols/signs
Read simple directions

Communication Tasks
Listen
Follow intent of ora' directions
Talk
Speak clearly

Manual Perceptuzl Tasks

None Eye-hand coordination
Hana work
Mathematical Tasks Censtruct, fobricate or assemble
Count materials
jnderstand order (e.g., first, second, Use job-specifi~ hand tools and
last) ' equipment (general factory hand tools
Understand concepts of greater than and and equipment)
less than Tend macnine (die cast machine)
Opzrate machine (die cast machine)
{__Special Considcrations for This Worker |
Limitations Personal Strengths

deading, writing, spelling

Special Training
Supervisor provided initial daily staa-
dard training for 3 months on factory
machines. Employee received a wage
increase ‘ipon completion of the
standard training.

Job Accommodations

Evaluation and follow-up services pro-
vided “y agency work experience coor-
dinat.., to accommodate employee's need
for iob support.
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Follows directions

Attendance rccord

Work attitude

Enjoys work

Responsible

Gets along well with coworkers

Financial Incentives for Hiring

Targeted Jobs Tax Credit

Qther Job Replication Fac*' rs

Hire persons with a williﬁgness and a
positive attitude toward work and fellow
employees.,

"\ ree
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General Labor/Return Stocker -1 Mental BRetardation - Mild
|

D.O.T. #219.367-031‘

i  Company Information | [__Requirements of This Job |
Company Name Academi: (redentiais Required
Camelot Enterprises, Inc. None
8000 Freedom Ave. N.W.
North Canton, OH 44720 Work Experience Required
None
Description of Company
Wholesaie/retail record and tape Examinations Required
distribu. .on. None
Number of Employees Other Job Requirements
Approximately 325 this site Age 18 minimum

For more information, contact
Rick Thatcher, Supervisor of
Human Resources and Benefits
(216) 494-BoO7

L Job Inforaation )

Wages Narrative Description

$5.85 per hcur Operates shrink wrap machine -

rewraps albums, cassettes, video

Benefits movies, and compact disks

Paid vacation

Paid holidays Physical, Demands

Paid sick days 10C medium work

P2nsion

FICA Physical Activities Performed

Worker's compensati.n Push, pull, reach, stoop, turn, see,

Unemployment compensation depth perception, he-~r, sense of

Medical insurance touch, finger dexterity

Dental insurance

Life insurance Environnm i1tal Conditions

Moving objects
Work Schedule

Permanent Special Conditions
5 days a week, 8 hours a day None
7:30 a.m. to 4:00 p.m.
Work Group
Work Setting Small group
Warehouse
Standard Training Period
Probationarv Period 30 days
30 days

Scandard Amount of Direct. Supervision

Employi nt History Moderate
14 years with company

14 years in this position

Q ?QCJ
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General Labor/Return Stocker Mental Retardation - Mild

L Significant Duties }
Leadersh’p/Administrative/Managerial Writi-~g Tasks
None None
Frobiem Solving/Reasoning Tasks Reading Tasks
Recognize and use appropriate Read simple directions
procedures
Conduct work activities in appropriate Communication Tasks
senuence Listen
Obtain resources needed to carry out Talk
work
Recogrize the effects of changing Manual 2erceptual Tasks
quantity or quality of materials Eye-hand coordination
Hdand work
Computer Tasks Construct, fabricate or assemble
None materials
Use jecb-specific hand tools and
Mathematical Tasks equipment
Understand order (e.g., first, second, Operate machine(s)
last)

Estimate quantities needed to do a job

__ Special Considzrations for This Worker |

Limitations Personal Strengths
Acceptance of supervision, reading, Listening skills
writing, spelling, mathematics (related Work attitude
to disability) Grod worker
Special Training Financial Incentives for Hiring
None None

Job Accommodations

None




Ceneral Managr:r

Polio - Partial Paralysis

DoOoTo #132-017-01,"

| Company Information |

Company Name
The Berkeley Democrat

P.0. Box 1057
Moncks Corner, SC 29461

Description of Company
heekly county newspaper

Number of Emplovees
12 tota company

For more iuformation, contact
H. Allen Morris, General Manager

(803) 761-8333

(__Requirements of This Job |

Academic Credentials Required
High school diploma
Bachelor's degree

Work Experience HRequired
Preferred, but will train

Examinations Required
None

Other Job Requirements
Driver's license, own vehicle,
on call

| Job Information

Wages
$1,681.67 per month

Benafits
taid vacation
Paid holidays
Paid sick days
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Life irnsurance

Work Schedule
Permanent status
6 days a week, 110-12 hours a day
Open schedule

Work Setting
Newspaper office

Probationary Period
3 months

Employment History

9 years with company
7 years in this position

Narra.ive Description
Manages staff; develops and writes
stories; proofreads: writes
editorials; takes photographs;
covers events; sells advertising;
completes paper work; interviews
people; solves problems; and
participates in various commitcees.

Physical Demands
99% sedendary work

Physical Activities Performed
Reach, sit, .2e, color vision, depth
perception, hear, sense of smell,
sense of taste, sense of touch,
finger dexterity

Environmental Con.itions
Indoors and outdoors based on events

Special Conditions
N ne

Worx Group
Sm 11 group

Standard Training Period
2 nonths

Standard Amount of Direct Supervision
None




General Manager

Polio - Partial Paralysis

| Significant Duties 1

Leadership/Administrative/Managerial

Provide leadership

Develop company policies

Implement company policies

Recruit, hire, and terminate personnel

Specify goals and work tasks of others

Supervise personnel

Reoresent the company at internal
functions

Represent the company at external
functions

Report to a board of directors

Problem Solving/Reasoning Tasks

Determine own work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry cut
work

Recognize the effects of changing
auantity or quality of materials

Collect and organize information

Analyze and synthesize informaticn

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracv ana completeness

Correct deficiencies

Summarize and draw ccaclusions

Devise new iueas and better work
methods

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,-,x,/)

Estimate quantities needed to do a job

Calculate costs

Use numerical values from charts,
diagrams, tables

Make and use measurements

Use formulas (translating, substituting

values)

Prepare oudgets

Writing Tasks

Copy accurately

Write legibly

Complete forms acocurately

Write scentences in standard English

Organize, select, and relate ideas in
writing

Preduce intelligible written documents

Ia. ,tify and correct errors in writing

Reading Tasks

Ideatify work-re)ated svmbols/signs
Read simple directiouns
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on tne topic in job-related
conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Effectively present information to
groups

Manual Perceptua. Tasks

Eye-hand coordination

Hand work

Construct, fabricate or assemble
materials

Use job-specifie hand tvols and
equipment (general office tools)

Operate computer

Use keyboard skills

Develop vi ual presentations

Computer Tasks

Enter data into computers
Access data from computers
Perform word processing

a9,




L__Special Considerations for This Wcrker |

Limitations
Lifting, carrying, kneeling, squatting

Special Training

w oo
none

Job Accommodations
None
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Personal Strengths

Patience
Tolerance
Ability to work long hours

Financial Incentives for Hiring

None

Other Job Replication Factors

Do not show sympathy toward the
employee. !et the person know the
maximum duties required and give the
person every opportunity to prove self.

Q




Croundskeeper

Mental Retardation

D.0.T. #406.683-010

| Compar. Information ]

Company Name
Cobbs Creek Guil Club

72nd and Lansdowne Avenue

Philadelphia, P4 10151
Description of Company

Golf course maintenance

Number of En: _oyees
24 total company

1 _Requirements of This Job |

Academic Credentials Required
Noi:e

work cxperience Hequired
None

Examinations Required
None

Other Job Requirements

1€ this site Nene
For more information, contact

John Parisien, Superintendent

(215) 877-8707

| Job Information |

Wages Narrative Description

$4.25 per hour Performs various golf course grounds

maintenance duties including: changes

Benefits cup placement on "greens"; moves tee

FICA markers; mows "rough'" area wit

Worker's conmpensation

Work Schedule
Seasona. status
5 aays a week, 8 hours a day
6:00 a.m. to 2:30 p.m.

Work Setting
Golf course grounds

Probationary Period
None

Employment Histr y
2 years with company
2 years in this poesition

Standard Training Per:iod
10 days

Standard Amount of Direct Supervision

Minimal
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power mower; place. watercoolers
in designated areas; paiatz; cleans
grounds; trims weeds; rakes sand
bunkers; and aerosprays and trimes
"greens" and "tee off" areas.
Physical Demands
€0% light work, 30% medium work,
10% heavy work
Physical Activities Ferformed
Push, pull, reach, stoop, kneel,
sit, turn, see, depth percention,
hear, sense of touch, finger
dexterity
Environmental Conditions
Hot, cold, humid, dry, wet, dust,
dirt, odors, noise, vibration,
mechanical hazards, moving objects
3pecial Conditions
None
Work Group
Works alone, one-to-one, and in
small group

G




Groundskeeper

Mental Retardation

l Significant Duties |

Leadership/Administrative/Managerial
Provide leadership

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Computer Tasks
None

Mathematical Tasks

Count

Understand orcer (e.g., first, second,
last)

Understand concepts of greater than and
less than

Writing Tasks

None

Reading Tasks

Identify work-related symbols/signs
Read simple directions

Co munication Tasks

Listen
Follow intent of oral directions
Talk

Manual Perceptual Tasks

kye-hand coordination

Hand work

Construct, fabricate or assemble
materials

Use job-specific hand tools and
equipment (shovel, rake, cup cutter)

Operate job-related power tool(s) (power
mower, rakes, utility vehicles, weed
eaters, tractory)

[ Special Considerations for This Worker |

Limitations
Spelling, mathematics

Special Training

None

Job Accommodations

Job training and placement services pro-
vided b; Horticulture Hiring the
Disabled's Project Plantwork to
accommodate employee's ability to

work and obtaiun employment.
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Personal Strengths

Works witnout direct supervision
Punctuality
Good actendance

Financial Incentives for Hiring

50% of first year salary subsidized by
government funded program.




Hanger Asseabler

_

Multi-Handicaps - Mental
Retardation (Down's Syndrome),
Speech Impairment

D.0.T. #362.686-010

| Company Information |

Company Name

Sanitary Cleaners
570 Westport Avenue
Norwalk, CT 06851

Description of Company
Professional dry cleaning and
laundry services.

Number of Employees
25 total company
25 this aite

For more information, contact
Kari Pettersen
Employment Manager Training and
Employment Co-op
(203) 853-6404
Richard Epstein, Owner
(203) 8u47-2411

| Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
None

Examinations Required
None

Other Job Requirements
None

| Job Information ]

Wages
$3.75 per hour

Benefits
FICA

Work Schedule
Permanent status
5 days a week

Work Setting
Dry cleaning plant

Probationary Period
None

Employment History
1.5 years with company
1.5 years in this position

Narrative Description
Places cardboard onto wire clothes
hangers and staples .issue paper
to hangers.
Physical Demands
90% sedentary, 9% light work,
1% heavy work
Physical Activities Performed
Climb, stoop, see, hear, sense
of touch, finger dexterity
Environmental Conditions
Hot, cold, odors, noise
Special Conditions
Precision/quality
Work Group
Works alone
Standard Training Period
1 hour
Standard Amount of Direct Supervision

Moderate




Hanger Assembler

Multi-Handicaps - Mental
Retardation (Down's Syndrome),

Speech . mpairment

L

Significant Duties |

Leadership/Administrative/Managerial

None

Problem Solving/Reasoning Tasks
Recognize and use appropriate
procedures
Conduct work activities in appropriate
seguence

Computer Tasks
None

Mathematic
None

al Tasks
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Writing Tasks

None

Reauing Tasks

Identify work-related symbols.’signs

Communication Tasks

Follow intent of oral directions

Manual Perceptual Tasks

Eye-hand coordination

Hand werk

Construct, fabricate or assemble
materials

Use job-specific hand tools and
equipment (stapler)

PR
ac




|__Special Considerations for This Worker |

Limitations Persoral Strengths
Low frustraticn tolerance, reading, Dependable
writing, spelling, mathematics, Reliable
speaking, following written directions Productive

Special Training Financial Incentives for Hiring
Initial special training provided by None
Job coach.

Job Accommodations

Individual job coaching provided daily
(initially) and when needed by the
Training and Employment Co-op (TEC)
staff to accommodate employee's work
support needs.

Crisis intervertion and job coaching
services provided to employer when
needed by TEC agency staff to
accommodate employee's occasional
behavior or transportation problems.

Notice of daily quitting time provided
by coworkzr to accommodate employee's
ability to tell time.

Independent travel skills training pro-
vided by TEC staff to accommodate
employee's ability to use public
transportation and family concern for
employee's safety and skills.

Intervention counseling provided by
TEC staff to accommodate employee's
frustration tolerance and work
behavior.




Housecleaner - Self-Employed

L—.Hental Illness - Schizophrenia

D.0.T. #301.474-010

[ Company Information ]

Company Name

Private homes
Colorado Springs, CO

Description of Company
General housecleaning service.

Number of Employees
1 total company
1 this site

For more information, contact
Mrs. William Boddington
Housewife

(303) 634-5679

|__Requirements of This Job |

Academic Credentials wnequired
None

Work Experience Required
Housecleaning experience preferred

Examinations Required
None

Other Job Requirements
None

L Job Information |

Wages
$3.50 to $5.00 per hour

Benefits
None

Work Schedule
Permanent status
5-6 days a week, 6-8 hours a day
Time of work varies
Usually completes cleaning 1
house in 3-4 hours.

Work Setting
Houses

Probativnary Period
None

Employment History
Varies by client

Narrative Description
Performs general housecleaning
duties including: dusts, wet mops,
cleans bathrooms, vacuums, washes
windows, cleans dishes, makes beds,
and other duties as requested; and
determines sequence of duties based
on house.

Physical Demands
100% light work

Physical Activities Performed
Push, pull, reach, stoop, kneel,
crouch, turn, see, hear, sense
of touch, finger dexterity,
continuous walking and bending,
some lifting.

Environmental Conditions
None

Special Conditions
High rate of production
Precision/quelity

Work Giroup
Works alone

Standard Training Period

None - customers state cleaniig tasks

and where to find supplies.
Standerd Amount of Direct Supervision

None




Housecleaner - Self-Employed

Mental Illness - Schizophrenia

T Significant Duties |

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effec.s of changing
quantity or qualivy of materials

Review progress periodically

Correct deficiencies

Devise new ideas and better work
methods

Computer Taska3
None

Mathematical Tasks
None

Writing Tasks

None

Reading Tasks

Read simple directions

Communication Tasks

Listen
Talk

Manual Perceptual Tasks

Eye-hand coordination

Use job-specific hand tools and
equipment (housecleaning tools and
equipment)

Operate job-related power tool
(vacuum cleaner)

Other Significant Duties or Job Features
Thorough cleaning in hard to reach
places.

[ Special Considerations for This Worker |

Limitations
Accept, understand, and adjust to
reality/people; kneeling, squatting,
working in a group, speaking (at times
incoherent, infantile, or anxious)
Special Training
None
Job Accommodations
Employee initially placed 300 adver-
tisements on household doors to
obtain work (approximately 8 hrs.).
Employee works alone to reduce stress
from being with others (no cost).
Employee works until lunch time
without break to accommodate per-
sonal best work style (no cost).
Flexible schedule and ducies help
employee to cope with jobs (no cost).
Employee attends weekly self-help
meetings and utilizes mental
health techniques daily to
accommodate disability (no cost).

85

Personal Strengths

Desire to serve others and provide
good services

Sincere desire to please customers

Works steadily and at a good pace

Desires to do the best job possible

Financial Incentives for Hiring

None

Other Job Replication Factors

Have faith in God.
Know owners and house personally.



Housekeeper

[ Company Information )

Company Name

Servicemaster Five Seasons
1831 J Street, Southwest
Cedar Rapids, IA

Description of Company
Janitorial service

Number of Employees
100 total company
30 this site

For more information, contact

(319) 364-6756

Mental Illness -
Paranoia, Depression

Charles L. Piquard, Vice President

D.0.T. #381.687-014

| Requirements of This Job |

-y

Academic Credentials Required
High school diploma

Work Experience Required
Housekeeping skills preferred

Examinations Required
None

Other Job Requirements
Uniform
On call
Dress code

L Job Information B

Wages
$3.40 per hour

Benefits
FICA
Worker's compensation
Unemployment compensation

Work Schedule
Permanent status
5 days a week, 4-5 hours a day
5:00 p.m. to 9:00 p.m.

Work Setting
Office building

Probationary Period
60 days

Employment History
10 months with company
10 months in this position

Narrative Description
Moves trash from freight elevator
to dumpster and cleans.office area,
including: dusts, empties trash,
vacuums carpet, dusts and damp mops
floors.

Physical Demands
10% sedentary, 15% light work,
75% medium work

Physical Activities Performed
Push, pull, reach, kneel, turn,
see, sense of touch, finger
dexterity

Environmental Conditions
Dirt, mechanical hazards, moving
objects

Special Conditions
Precision/quality

Work Group
Works alone and in large group
based on job

Standard Training Period
4 hours

Standard Amount of Direct Supervision

Moderate




Mental Illness -
Housekeeper Paranoia, Depression
L Significant Duties ]

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Evaluate for accuracy and completeness

Computer Tasks
None

Mathematical Tasks
Estimate quantities neeaed to do a job

Writing Tasks
None

Reading Tasks
Identify work-related symbols/signs
Read simple directions

Communication Task3
Listen
Follow intent of oral directions

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job-specific hand tools and
equipment (pusa carts, trash dollies
and other housekeeping tools and
equipment)

Operate machines (vacuum)

___Special Considerations for This Worker |

Limitations
Acceptance of supervision, reading,
writing, spelling, mathematics, vision,
lifting, carrying, requires reassurance
with job performance, remembering,
following written directions

Special Training
The job coach, supervisor, and manager
provide special training once every 9
months on chemical usage, housekeeping,
and restroom sanitation using VCR tapes.

Job Accommodations

None

Personal Strengths

Dependable (punctual, no excessive
tardiness)

Feels job classification is important

Adapts to structured situationse

Willing to learn

Financial Incentives for Hiring

JTPA on-the-job training wage subsidy

Other Job Replication Factors

Be patient during the learning process.
Initially, employee was shy and timid,
but is now a dependable worker and an
asset to the company.

1y



Janitor

Mental Illness

D.0.T. #382.664-010

| Company Information |

Company Name
Safeway Bakery

9450 Southeast Mangan Way
Clackamas, OR 97015

Description of Company
Manufacturer of bread and bakery
products.

Number of Employees
150 this site

For more information, contact
Debra Moore
Sanitation Superintendent

(503) 657-6u476

| Requirements of 1.is Job |

Academic Credentials Required
None

Work Experience Required
Work experience preferred

Examinations Required
Physical

Other uco Requirements
Uniform
Dress code

[ Job Information |

Wages
$10.07 per hour

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Medical insurance
Dental insurance
Life insurance

Work Schedule
Permanent status
5 days a week, 8 hours a day
6:00 a.m. to 2:30 p.m.

Work Setting
Baking factory

Probationary Period
90 days

Employment History
17 years with company
17 years in this position
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Narrative Description
Blows all crumbs out of 2 bread
slicers using air hose; empties
catch pans; cleans slicing
machine and connecting conveyors;
wipes and washes frame work; sweeps
up all bread and crumbs from work
areas; empties troughs of crumbs and
bread; washes floor; and takes apart
and cleans machinery.

Physical Demands
5% sedentary, 95% medium work

Physical Activities Performed
Push, pull, reach, climb, stoop,
kneel, crouch, crawl, sit, turn,
see, depth perception, hear, sense
of smell, sense of touch, finger
dexterity

Environmental Conditions
Hct, cold, humid, dry, wet, dust,
dirt, odors, noise, mechanical
hazards, moving objects, cramped
quarters, high places, burns,
electrical hazards, toxic
cremicals

Special Conditions
Precision/quality

Work Group
Works alone

Standard Training Period
5 days

Standard Amount of Direct Supervision
Minimal

Iny




Janitor

Mental Illness

| Significant Duties ]

Leadership/Administrative/Managerial

None

Problem Sol: ing/Reasoning Tasks

Determine own work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Identify alternat.ive approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Cor.-ect deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Computer Tasks

None

Mathematical Tasks

Estimate quantities needed to do a job
Make and use measurements

Writing Tasks

None

Reading Tasks

Identify work-related symbols/signs
Read simple directions

Communication Tasks

Listen

Follow intent of oral directions

Report accurately what others have
said

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Construct, fabricate or assemble
materials

Use job-specific hand tools and
equipment (baking hand tools and
equipment)

Operate machine(s) (janitorial cleaning
machines)

| __Special Considerations for This Worker |

Limitations
Low frustration tolerance, interactions

with coworkers, hearing, speaking,
allergies, respiratory problems, skin
problems

Special Training

None

Job Accommodations

None

Personal Strengths
Responds to praise and reinforcement
Enjoys supervision
Accepts supervision and guidance

Financial Incentives for Hiring
None




Lab Aide

Blindness

D.0.T. #976.685-026

| Cowpany Information ]

Company Name
Virginia Commonwealth University

P.0. Box 3022
Richmond, VA 23284

Description of Company

University with a teaching hospital.

Number of Employees
12,000 total company
8,400 this site

For more information, contact
Tyree P. Felder II, Director
Equal Employment Opportunity
(804) 257-1347

[  Requirements of This Job |

Academic Credentials Required
High school diploma

Work Experience Required
Experience developing photographic
film preferred.

Examinations Required
None

Nther Job Requirements
None

[ Job Inrormation |

Wages
$1,168.83 per month

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Life insurance

Work Schedule
Permanent status
5 days a week, € hours a day
8:30 a.m. to 5:00 p.m.

Work Setting
Hospital film dark room

Probationary Period
6 months

Employment History

12 years with company
12 years in this position

Narrative Description
Removes exposed film from causette
and places in tray for aut<matic
processing; processes film; refills
empty cassette with unexpcsed film
and places in pasrcbox; and keeps
inventory of darkroom supplies.

Physical Demands
100% light work

Physical Activities Perfcrmed
Push, pull, reach, stoop, kneel,
turn, hear, sense of touch, finger
deterity

Environmental Conditions
None

Special Conditions
None

Work Group
Works alone

Standard Training Period
None

Standard Amount of Direct Supervision
Minimal

in:




Lab Aide Blindness

| Significant Duties !

Leadersh:p/Administrative/Managerial Writing Tasks
None None
Problem Solving/Reasoning Tasks Reading Tasks
Recognize and use appropriate Identify work-related symbols/signs
procedures
Conduct work activities in appropriate Communication Tasks
sequence Listen
Recognize the effects of changing Follow intent of oral directions
quantity or quality of materials Talk
Computer Tasks Manual Perceptual Tasks
None Hand work

Operate machine (film processor)
Matheratical Tasks

Count
| __Special Considerations for This Worker |
Limitations Personal Strengths
Vision Independent
Attentive
Special Training Dependable
None

Financial Incentives for Hiring
Job Accommodations None
Family provides transportation to and
from work to accommodate employee's
transportation needs.

ing
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Laundry Attendant

i

L Company Information 1

Company hame
Guest Quarters Hotel

111 Perimeter Center West
Atlanta, GA 30346

Description of Company
Hotel with food services

Number of Employees
3,000 total company
140 this site

For mo.e information, contact
Sheri Briesch

Director of Human Resources
(404) 396-5800

Mental Retardation

D.O.T. #361 .687-01)4

___Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
None

Examinations Required
None

Other Job Requirements
Age 18 aninimum

L Job Information ]

Wages
$4.75 per hour

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compansation
Medical insurance
Dental insurance
Life insurance
Short term disability insurance
Work Schedule
Permanent status
3-U4 days a week, 8 hcurs a day
9:00 a.m. to 5:30 p.m.
Work Setting
Hotel laundry rocm
Probationary Period
90 days
Employment History
5 months with company
5 months in this position

Narrative Descri tion
Folds linens, towels and washcloths;
uses presses for restaurant linen;
and stacks linens.,
Priysical Demands
60% sedeatary
409 light work
Physical Activities Performed
Push, reach, turn, see, sense of
touch, finger dexterity
Environmertal Conditicns
Hot. humid, wet, odors, noise,
electrical hazards, laundry chemicals
usage
Special Condaitions
High rate of production
Work Group
Small group
Standard Training Period
2 days
Standard Amount of Direct Supervision
Moderate




Laundry Attendant Mental Retardation

|
|
Leadership/Administrative/Managerial Writing Tasks

[ Significant Duties |
None None
Problem Solving/Reasoning Tasks Reading Tasks
Recognize and use appropriate Identify work-related symbols/signs
procedures
Conduct work activities in appropriate Communication Tasks
sequence Listen

Follow intent of oral directions
Comnuter Tasks

None Manual Perceptual Tasks
Eye-hand coordination
Mathematical Tasks Hand work
Count Use job-specific hand tools ai.d
Uaderstand order (e.g., first, second, cquipment (linen presser)
last) Operate machine(s) (linen presser)

[  Special Considerations for This Worker |

Limitations Personal Strengths
Low frustration tolerance, mathematics, Improved eye-hand coordination
feeling/sensotry, handling, fingering, Increased work —ate

cannol work alone, speaking
Financial Incentives for Hiring

Special Training Job Training Partnership Act
Initial 3 week special training on Targeted Jobs Tax Credit
job duties provided by laundry
supervisor. Other Job Replication Factors
Employee should receive training in the
Job Accommodations specific job skills required before
Initial job coaching provided by hiring.

community agency to improve employee's
work speed.

Job duties initially modified by
employer to include only small linens
to accommodate employee's eye hand
coordination. Employer hired
additional half time person to obtain
standard work rate.
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Machine Feeder

Autism

D.0.T. #699.685-010

| Ccupany Information ]

Company Name
Consolidated Products and Services

3 Arlington Street
North Quincy, MA (2170

Description of Company
Manufactures disposable medical
products for government and private
companies.

Numter of Empioyees
200+ total company
29 this site

For more information, contact
Joanne Goodwin Johansen
Manufacturing Supervisor
(617) 773-7143

[ Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
Worker trained by supervisor.

Examinations Required
Physical

Other Job Requirements
None

[ Job Information |

Wages
$3.55 per hour

Benefits
Paid vacation
Paid holidays
Paid sick days
FICA
Worker's compensation

Work Schedule
Permanent status
5 days a week, 6.75 hours a day
8:15 a.m. to 3:45 p.m.

Work Setting
Factory

Probationary Period
None

Employment History
3.5 years with company
3.5 years in this position

9
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Narrative Description
Removes finished product from radio
frequency 3ealing machine and
places in bin; and installs new
tube on machine in preparation for
operator.
Physical Demands
10% sedentary, 90% light work
Physical Activities Performed
Push, reach, sit, see, hear,
sense of touch, finger dexterity
Environmental Conditions
Noise, mechanical hazards
Special Conditions
High rate of production
Work Group
Small group
S.andard Training Period
2 hours
Standard Amount of Direct Supervision
Minimal




Machine Feeder Autism

1 Significant Duties ]
Leadership/Administrative/Managerial ¥riting Tasks
None None
Problem Solving/Reasoning Tasks Reading Tasks
Recognize and use appropriate Identify work-related symbols/signs
procedures
Conduct work activities in appropriate Communication Tasks
sequence Listen
Obtain resources needed to carry out Follow intent of oral directions
work falk
Compuvter Tasks Manual Perceptual Tasks
None Eye-hand coordination
Hand work
Mathematical Tasks Construct, fabriczte or assemble
Nene materials
Tend machine (.adio frequency sealins
machinz)
[ Special Considerations for This Worker |
Limitations Persojal Strengths
Boceptance of supervision, speaking, Good attendance
following spoken directions Willing to work
Neat
Special Training
Supervisor provided initial special Financial Incentives for Hiring
training. Employee entered permanent Extended sheltered employment program
employment and received a wage increase wage subsidy.
after comnletion of the training.
Job Accommodations
‘ Transportation provided by employer to
‘ accommodate employee's transportation
| needs.
inc
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Mail Clerk Autism

DCOCTC #209 0587_026

[ Company Information ] [ Requirements of This Job ]
Company Name Academic Credentials Required
Continental Grain Company High school diploma or GED

277 Park Avenue

New York, NY 10172 Work Experience Required
Description of Company On the job training

Agribusiness in grain trading

and processing. Examinations Required
Number cf Employees Physical, hearing, vision

Approximately 500 this site
For more information, contact Other Job Requiremencs

Ray Shawney Dress code

Manager Support Services
(212) 207-5130

| Job Information 1

Wages Narrative Description
$1,050 per month Sorts messages by codes and delivers

Benefits to designated persons; sorts incoming
Paid vacation mail and delivers using mail cart for
Paid holidays 6 floor area; picks up, sorts, and
Paid sick days posts outgoing mail; processes
Pension packages for United Parcel Service
FICA shipments; completes delivery forms;
Worker's compensation operates Pitney Bowes postage
Unemployment compens-.tio equipment; receives training on
Medical insurance Federal Express computer for shipping
Dental insurance aad tracing packages; and prepares
Life insurance mail packages for delivery to other
4C1 K and regular saving plans locatiors in U.S.A. and Europe.

Work Schedule Physical Demands
Permanent status 100% medium work
5 days a week, 7 hours a day Physical Activities Performed
1:00 a.m. to 6:00 a,m. Push, pull, reach, stoop, turn, see,
Rotating shifts hear, sense of touch, finger

Work Setting dexterity
Office Environmental Conditions

Frobationary Period None
90 days Special Conditions

Employment History Must complete mail "ruus" on a
2 years with company timely basis within the company
2 years in this position building.

Work Group

Large group

Standard Training Period
90 days

Standard Amount of Direct Supervision
Mirimal

N
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Mail Clerk

Autism

[ Significant Duties )

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Evaluate for accuracy and completeness

Correct deficiencies

Computer Tasks
Enter data into computers

Mathematical Tasks

Count

Handle basic calculations (+,-,x,/)

Use numerical values from charts,
diagrams, tables

Writing Tasks

Copy accurately
Write legibly
Complete fcrms accurately

Reauing Tasks

Identify work-related symbols/signs
Read simple directicns
Read technical information

Communication Tasks

Listen
Follow intent of oral directions
Talk

Manual Perceptual Tasks

Eye-hand coordination

Use job-specific hand tools and
equipment (mailing/packing hand tools
and equipment)

Tend machine (DataSpeed 40 message
equipment)

Operate machine(s) (Pitney Bowes mailing
machine, computer system)

Use keyboard skills



__Special Considerations for This Worker |

Limitations Personal Strengths

Interactions with coworkers, speaking, Reliable
communication with coworkers in Accurate
appropriate frequency, voluue, and Follows instructions

speech pattern Fast worker

Special Training Financial Incentives for Hiring
Coworkers provided special training on None
mail room procedure until employee
learned the job duties. Marling Other Job Replication Factors
equipment and charts, United Parcel Employers should learn about autism
Service forms and other mail service and be patient with the employee's
materials were used for the special communication skills.

training. Employee enlered perma-
nent employment upon completior of
the special training.

Job Accommodations
Counseling by Job Path agency staff
and encouragement by coworkers provided
to accommodate employee's interaction
skills on the job.




Mail Clerk

Learning Disability

DQO.T. #209 .587-026

[  Company Information |

Company Name
Glendale Federal Sav:ings

201 West Lexington Drive
P.0. Box 1709
Glendale, CA 91209

Description of Company
Provides financial services (i.e.,
savings accounts, real estate loans)

[ Requirements of This Job |

Academic Credentials Required
High school diploma

Work Experience Required
None

Examinations Required
None

Other Job Requirements

Number of Employees Bondable
6,300 total company
1,700 this site
For more information, contact
Phv ene M. Wiggins
Recruiting Specialist
(818) 500-2911
l Job Information |
Wages Narrative Description
$6.21 per hour Locates loan numbers on computer
printout; creates manual files;
Benefits opens mail; and distributes
fICA supplies,

Work Schedule
Permanent status
5 days a week, 4 hours a day
1:00 p.m. to 5:00 p.m.

Work Setting
0ffice

Probationary Period
6 months

Employment History
2 years with company
1 year, 3 months
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Physical Demands
100% sedentary

Physical Activities Performed
Reach, sit, turn, see, hear, sense
of touch, finger dexterity

Environmental Conditions
None

Special Conditions
High volume of work

Work Group
Small group

Standard Training Period
3 months

Standard Amount of Direct Supervision

Moderate




Mail Clerk Learning Disability

L _Significant Duties |
Leadership/Administrative/Managerial Writing Tasks
None Copy accurat:ly

Write legibly
Problem Solving/Reasoning Tasks

Conduct work activities in appropriate Reading Tasks
sequence Identify work-related syumbols/signs
Obtain rssources needed to carry out
work Communication Tasks
Listen ‘
Computer Tasks Follow intent ¢f oral directions

Access data from computers (reports)
Manual Perceptual Tasks

Mathematical Tasks Eye-hand coordination
Count Hand work
Understand order (e.g., first, secona, Construct, fabricate or assemble
last) materials
Understand concepts of greater than and Use job-specific hand tools and
less than equipment (clerical hand tools and
equipment)

Operate machiie (mail opener)
Use keyboard skills

{__ Special Considerations for This Worker |

Limitations Personal Strengths
Working alone, reading, writing, Self-motivated
spelling, mathematics, speaking, Dependable
following spoken directions Good attendance
Special Training Financial Incentives for Hiring
Supervisor and co-worker provided None

on-going training as needed for the
first 6 months.

Job Accommodations
Team approach by supervisor and
co-workers provided clear instructions,
patience, encouragement, and cooperation
to accomnodate employee's learning
style (no cost).

11
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Mail Communications Clerk

Learning Disability

DlOlTl #239.567-010

1 Company Information |

Company Name
Continental Grain Company

277 Park Avenue
New York, NY 16172

Description of Company
Agribusiness headquarters in grain
trading and processing.

Number of Employees
Approximately 500 this site

For more information, contact
Ray Shawney
Manager Support Services
(212) 207-5130

| Requirements of This Job |

Academic Credentials Required
High school diploma or GED

Work Experience Required
None

Examinat ions Required
Physical, hearing, vision

Other Job Requirements
None

| Job Information ]

Wages
$1,042 per month
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
401 K and regular savings
plans (company matched)
Work Schedule
Permanent status
5 days a week, 7 uours a day
6:00 a.m. to 1:00 p.m.
Rotating shifts
Work Setting
0ffice
Probationary Period
90 days
Employment H. story

3 years witn company
6 months in this position

Narrative Description
Reads codes on company messages;
prints message for distribution by
codes; loads paper into DataSpeed 40
message units; operates computer to
turn off message system; operates
Xerox 1096 copier to print messages
on colorea paper codes; and provides
assistance in print shop when
necessary.

Physical Demands
100% medium work

Physical Activities Performed
Reach, stoop, see, color vision,
hear, sense of touch, finger
dexterity

Environmental Conditions
Noise, mechanical hazards

Special Conditions
High rate of production
Precision/quality
High level of stress

Work Group
Small group

Standard Training Period
3 months

Standard Amount of Direct Supervision

Moderate




Mail Communications Clerk Learning Disability

L Significant Duties
Leadership/Administrative/Managerial Writing Tasks
None Copy accurately
Write legibly
Problem Solving/Reasoning Tasks Complete forms accurately
Determine own work activities
Recognize and use appropriate Reading Tasks
procedures Identify work-relatei symbols/signs
Conduct work activities in appropriate Read simple directions
sequence Read technical information
Obtain resources needed to carry out
work Communication Tasks
Recognize the effects of changing Listen
quantity or quality of materials Follow intent of oral directions
Collect and organize information Talk
Analyze and synthesize information Speak clearly
Identify alternative approaches or Give clear oral instructions and
solutions directions
Evaluate for accuracy and completeness Explain activities and ideas clearly

Correct deficiencies

Manual Perceptual Tasks

Computer Tasks Eye-hand coordination
Enter data into computers Hand work
Access data from computers Construct, fabricate or assemble
materials
Mathematical Tasks Use job-specific hand tools and
Count equipment (office hand tools and
Understand order (e.g., first, second, equipment)
last) Tend machine(s)
Understand concepts of greater than and Operate machine(s) (DataSpeed 40 message
less than unit, Xerox 1096 copier, computer
Handle basic calculations (+,-,x,/) system)
Estigate quantities needed to do a job Set up machine(s)
Use numerical valu2s from charts, Use keyboard skills

diagrams, tables
Construct diagrams, charts, records
using numerical calculations

1'C
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L__Special Considerations for This Worker _|]

Limitations
Putting items in proper order

Special Training
Co-workers provided initial special
training on use of equipment. Employee
received a grade and wage increase upon
completion of the special training.

Job Accommodatjons
Review and/or restructuring of job
tasks provided by supervisor to accom-
modate employee's =soquencing of job
tasks (a0 cost).

103

Personal Strengths

Reliable
Fast learner
Helpfu)

Financial Inceuntives for Hiring

None

Other Job Replication Factors

Patience by supervisor is needed when
reviewing or restructuring the task
order for the employee.
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Maintenance Laoorer

Multiple Bandicaps - Physical
Limitations; Memory Loss

DcOuTu #382.66“'010

| Company Information |

Company Name
City of Flagstaff Housing Authority

3481 North Fanning Drive
Flagstaff, AZ 86004

Description of Company
Provides housing for low income
families.

Number of Employees
17 total company
17 this site

[  Requirements of This Job |

Academic Credentials Required
GED or high school diploma
Maintenance training

Work Experience Required
Maintenance work preferred

Examinations Required
None

Qther Job Requirements
Age 18 minimum
Driver's license

For more information, contact Own vehicle

Jose (Jesse) Dominguez Bondable

Maintenance Supervisor On call

(602) 526-0002

[ Job Information ]

Wages Narrative Description

$917.00 per month Performs basic maintenance duties
Benefits including: mows lawns, paints,

Paid vacation

Paid holidays

Paid sick days

Pension

FICA

Worker's acmpensation

Unemployment compensation

Medical insurance

Dental insurance

Life insurance
Work Schedule

Permanent status

4 days a week, 10 hours a day

7:00 a.,m, to 6:00 p.m.
Work Setting

Apartment complexes
Probationary Period

6 months
Employment History

2 years with company

1 year in this position
Special Conditions

None
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cleans ranges and refrigerators,
washes company vehicles, prunes
trees, waxes floors and mops.
Physical Demands
35% sedentary, 15% light work,
40% medium work, 10% heavy work
Physical Activities Performed
Push, pull, reach, run, climb,
balance, stoop, kneel, crouch,
crawl, si*, turn, see, color
vision, depth perception, hear,
sense of smell, sense of taste,
sense of touch, finger dexterity
Environmental Conditions
Hot, cold, humid, dry, wet, dust,
dirt, odors, noise, inadequate
lighting, vibration, mechanical
hazards, moving objects, cramped
quarters, high places, electrical
hazards
Work Group
Small group
Standard Training Period
6 months
Standard Amount of Direct Supervision
Moderate




Haintenance Laborer

Multiple Handicaps - Physicul
Limitations; Memory Loss

[ Significant Duties ]

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
werk

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Identify alternative approaches or
solutions

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Computer Tasks
None

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle pasic calculations (+,-,x,/)
Estimate quantities needed to do a job
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Writing Tasks

Write legibly
Complete forms accurately

Reading Tasks

Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Report accurately what others have
said

Give clear oral instructions and
directions

Sxplain activities and ideas clearly

Manual Perceptual Tesks

Eye-hand coordina. ion

Hand work

Construct, fabricate or assemble
materials

Use job-specific hand tools and
equipment (janitorial and maintenance)

Operate job-related power tool(s) (lawn
mower, drills, saws)

11¢




[ Special Considerations for This Worker |

Limitations

Climbing a ladder, cannot be on
emergency call, must write down work
assignments

Special Training

None

Job Accommodations

Placement and follow-up services pro-
vided by Goodwill Industries =aff
to accommodate employee's need for
support.

Training of foremen by employer to
provide job coaching for employee.

Assistance with apartment search,
bill paying, etc., provided by
Goodwill Industries and Native
American for Community Action to
accommodate employee's living
skills ability.

Exemption from being on call pro-
vided by employer to accommodate
employee's memory loss.

Employee's health conditions moni-
tored by co-workers to assist
employee identity when medical
care is necessary.
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Personal Strengths

Aggressive attitude to learn more about
the Jjob

Does not give up on the first try

Gets alorg well with co-workers

Financial Incentives for Hiring

On-the-Job Training Program funded
through Goodwill Industries, Native
American for Community Action, and the
Housing Authority.

Other Job Replication Factors

Make contacts with other public
agencies to show benefits of hiring
persons with a disability. Employee
has done an outstanding job for Flag-
staff Housing Authority, and was
nominated for Goodwill's Employee

of the Year., Employer is very
fortunate to have employee.




Messenger

—~—

Psychological Disability

DoOoTo #2300667—010

[ Company Information ]

Comhany Name
{ )mtemp

123 West 28th Street, SE
New York, NY

Description of Company
Messenger service subcontractor.

Number of Employees
25 total company
25 this site

For more information, contact
Kevin, Personnel Manager
(212) T14-9400

| Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
None

Examinations Required
None

Other Job Requirements
Uniform, dress code

[ Job Information ]

Wages
$3.75 per hour

Benefits
None

Work Schedule
Permanent
5 days a week, 4 hours a day
9:00 a.m. to 1:00 p.m.

Work Setting
Information not provided

Probationary Period
None

Employment History
3 morihs with company
3 months in this position

Narrative Description
Obtains directions to one or more
business locations; walks to those
locations; and picks up and delivers
small packages to designated
locations.
Physical Dewmands
85% sedentary, 2.5% light work,
2.5% medium work, 10% heavy work
Physical Activities Performed
Run, see
Environmental Conditions
Hot, cold, humid, dry, wet, dust,
dirt, odors, noise, vibration,
moving objects, high places
Special Conditions

Work Group

High level of stress (deadlines,
etc.)

Works alone and in small group
Standard Training Period

20 hours
Standard Amount of Direct Supervision

Moderate

1
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Messenger

Psychological Disability

L Significant Duties ]

Leadership/Administrative/Managerial
Represent the company at internal
functions
Represent the company at external
functions

Problem Solving/Reasoning Tasks
Recognize and use appropriate
procedures
Conduct work activities in appropriate
sequence
Identify alternative approaches or
scolu’ions

Computer Tasks
None

Kriting Tasks
Copy accurately
Write legibly
Complete forms a.curately
Write sentences in standard English

Reading Tasks
Identify work-related symbols/signs
Read simple directions

Communication Tasks
Listen
Follow intent of oral directions
Talk
Speak clearly
Use app.opriate vocabulary and grammar
Report accurately what others have

Mathematical Tasks said

Count Give clear oral instructions and
Understand order (e.g., first, second, directions

last)
Manual Perceptual Tasks
Hand work
[_Special Considerations for This Worker |
Limitations Personal Strenzths

Reading, spelling, amatnematics

Special Training
Supervisor provided initial special
training. Employee received a wage
increase upon completion of the
training.

Job Accommodations
Job placement and followup services
provided by Goodwill Industries place-
ment staff to accommodate employee's
necd for job support.
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Reliable
Understands instructions
Reports to work on time

Financial Incentives for Hiring
Targeted Jobs Tax Credit




Nursery Helper

Multi-Handicaps -
Brain Damage, Epileps)

D.O.T. #405.687-014

l Company Information |

Company Name
Big Rock Garden

2900 Bacon Street
Bellingham, WA 98226

Description of Company
Small retail nursery specializing
in imported plants from Asia.

Number of LCmployees
7 total company
10-12 maximum during busy part
of the year

For more information, contact
George Drake, Co-owner
(206) 676-3480

[ Requirements of This Job |

Academic Credentials Requirer
None

Work Experience Required
None

Examinations Required
None

Other Job Requirements
Notify employer of absence
No drug abuse
Smoking in designated areas only

[ Job Inforwmation ]

Wages
$3.25 per hour

Benefits
FICA
Worker's compensation
Unemployment compensation

Work Schedule
Permanent/Seasonal s*atus
Seasonal fluctuations in schedule

Work Setting
Outdoors

Probationary Period
2 weeks as a volunteer (hours
vary depending on individual)

Employment History
% years with company
3 years in this position
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Narrative Description
Waters plants in containers; cleans
nursery area; and performs tasks
as assigned (i.e., raking, planting,
etc.)

Physical Demands
100% medium work

Physical Activities Performed
Push, pull, reach, balance, stoop,
turn, see

Environmental Conditions

All factors related to outdoor work
Special Conditions
None
Work Group
Works alone, one-to-one
Standai d Training Period
On-the-job training - completely
individualized
Standard Amount of Direct Supervision

Moderate

pt
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Nursery Helper ]

Multi-Handicaps -
Brain Damage, Epilepsy

l Significant Duties ]

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks
Recognize and use appropriate
procedures
Conduct work activities in appropriate
sequence

Computer Tasks
None

Mathematical Tasks
None

Writing Tusks
None

Reading Tasks
None

Communication Tasks
Listen
Follow intent of oral directions

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job-specific hand tools and
equipment (garden tools and equipment)

L__Special Considerations for This Worker |

Limitations

Intera~tions with coworkers, appropriate

Joking/talking, reading, writing,
spelling, mathematics, remembering,
speaking, epilepsy precautions

Special Training

None

Job Accommodations

Initial job placement made by high
school summer on-the-job training
program to accommodate employee's
need for work experience /‘no cost).

Supervision is flexible based on em-
ployee's job tasks and performance
(no cost).

Public transportation used to

accommodate employee's transportation

needs.

Variable supervision level provided by

employer based on employee's job
tasks and performance (no cost).
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Personal Strengths
Friendly
Attendance
Puts forth best efforts

Financial Incentives for Hiring
On-the-Job Training wage subsidy

initially, then Targeted Jobs Tax
Credit

Other Job Replication Factors
Obtaining publiec and financial support;
aware of extra paper work requests and
requirements on wages, etc., when hiring
persons with disabilities,

12




Proof Department

Operations Specialist - -_1

D.O.T. #217.132-010

| Company Information |

Company Name
Sovran Financial Corporation

2 Commercial Place
Norfolk, VA 23510

Desacription of Company

Bank holding company offering fin-

ancial services and products.

Number of Employees
10,000+ total company
2,500 No.folk area

For more information, contact
Denise A. Sanderson

Vice President/Employment ianager

(804) u441-4591

Hearing Impairment

| Requirements of This Job |

Academic Credentials Required

None required

Work Experience Required

Proof operator experience

Examinations Required

Other Job Requirements

Bondable |

Basic understanding of accounting
principles (i.e., debits and |
credits)

| Job Information

Wages
$1,000 per month
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Flexible benefits available
Work Schedule
Permanent status
5 days a week, 8 hours a day
Time of work varies
Work Setting
Office
Probationary Period
90 days
Employment History
3 years, 4 months with company
1 year in this position

1
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Narrative Description

Reviews work from proof operators to
ensure that their corrections are
accurate; keys information into
computer to make corrections to
accounts; generates nctices to
customers of corrections; and
manually prepares notifications of
corrections for branches and
departments of corrections.

Physical Demands

80% sedentary, 20% light work
Physical Activities Performed

Reach, sit, turn, see, sense of
touch, finger dexterity
Environmental Conditions

Noise, cramped quarters
Special Conditions

High rate of production
Precision/qualaty

¥ork Group
Small group

Standard Training Period

15 days
Standard Amount of Direct Supervision

|
Distracting conditions
High level of stress J

Moderate



Operations Specialist -
Proof Departaent

dearing Impairment

[ Significant Duties |

Leadership/Administrative/Maragerial
None

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Analyze and synihesize information

Review progress pericdiecally

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Computer Tasks
Enter data into computers
Access data from computers

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,=-,x,/)

Writing Tasks

Copy accurately

Write legibly

Complete forms accurately

Write sentences in standard English
Produce intelligible written documents

Reading Tasks

Identify work-related symbols/signs
Read simple direciions

Communication Tasks

Listen
Follow intent of oral directions

Manual Perceptual Tasks

Use job-specific hand tools and
equipment (cler-‘cal hand tools and
equipment)

Operate machine(s) (computers, calcu-
lators, copiers)

Use keyboard skills

| Special Considerations for This Worker |

Limitations
Low frustration tolerance, hearing,
speaking clearly

Special Training

If the person has prior proof exper :nce

the employer replaces written materials

with verbal instruction for the standard

Jjob training.

Job Accommodations
None
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Personal Strengths
Dependable
Eager to learn
Interested in job

Financial Incentives for Hiring
Targeted Jobs Tax Credit

Other Job Replication Factors
Employer needs to be sensitive to the
employee's disability and ensure that
the training is understood.




Operations Test Engineer

Multihandicaps - Paralysis of
Left Leg, Right Leg Prosthesis,
Lower Back Limitations

DoOoTo #0030061‘030

| Company Information |

Company Name
General Dynamics Electronics

Division
P.0. Box 85106
San Diego, CA 92138

Description of Company
Manufacturer of ATE and circuit
boards for the Department of
Defense.

Number of Employees
3,400+ total company
3,400+ this site

For more information, contact
Michael M. Brown
Affirmative Action Administrator
(619) 573-5310

Y Requirements of This Job |

Academic Credentials Required
Bachelor's degree

Work Experience Required
3 years experience in electronics
related field preferred.

Examinations Required
Physical, hearing, vision

Jther Job Requirements
None

| Job Information ]

Wages
Salaried
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Work Schedule
Permanent status
5 days a week, 8 hours a day
7:00 a.m. to 3:30 p.m.
Work Setting
Factory
Probationary Period
None
Employment History
8+ years with company
6+ years in this position
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Narrative Description
Supports production tests; reports
trend analysis for Electronic Test
Equipment; and develops and submits
proposals for production.

Physical Demands
90% sedentary, 10% light work

Physical Activities Performed
Sit, turn, see, color vision,
sense of smell, finger dexterity

Environmental Conditions
None

Special Conditions
None

Work Group
Small group

Standard Training Period
3 months

Standard Amount of Direct Supervision
Minimal




Operations Test Engineer

S

Multihandicaps -~ Paralysis of
Left Leg, Right Leg Prosthesis,

Lower Back Limitations

| Significant Duties |

Leadership/Administrative/Managerial

None

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Computer Tasks

Enter data into computers
Access data from computers
Write programs

Perform systems analysis

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,-,x,/)

Estimate quantities needed to do a job

Calculate costs

Use numerical values from charts,
diagrams, tables

Con.truct diagrams, charts, records

using numerical calculations

Use formulas (translating, substituting

values)

Prepare budgets

Writing Tasks

Copy accurately

Write legibly

Complete forms accurately

Write sentences in standard English

Organize, 3select, and relate ideas in
writing

Produce intelligible written documents

Identify and correct errors in writing

Reading Tasks

Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary ana grammar

Stay on the topic in job-related
conversat..ons

Report accurately what c%hers have
said

Give clear oral instructicns and
directions

Explain activities and ideas clearly

Effectively present information to
groups

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job-specific hand tools and
equipment (test probes, screwd-~"ver)

Tend machine(s) (electronic test
equipment)

Operate machine(s) (electronic test
equipment)

Set up machine(s)

use keyboard skills

Develop visual presentations




{ ___Special Considerations for This Worker |

Limitations Personal Strengths
Lifting, carrying, pushing, pulling, Knowledge of job
standing, walking, kneeling, squatting, Gets along with coworkers
limited stamina, chronic pain Patience

Special Training Financial Incentives for Hiring
None Noile

Job Accommodations

Employee allowed to perform all duties
from sitting position to accom-
modate back and leg limitations
(no cost).

Handicap designated parking space
provided by employer to accommodate
employee's lack of mobility.

9 Xa
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Operator - Directory Assistance

Polio

D.0.T. #235,662-018

| Company Information ]

Company Name
New England Telephone

185 Franklin Street
Boston, MA 02107

Description of Company
Telecommunication products and
services.

Number of Employees
28,000 total company
100 this site

For more information, contact
John Cooney, Manager
Affirmative Action Program

Equal Employment Opportunity
(617) T43-4901

[__Requirements of This Job |

Academic Credentials Required

None

Work Experience Required

None

Examinations Required
Physical, hearing, vision, job
aptitude exam

Other Job Requirements
Union membership

L

Job Information ]

Wages
$6.50 per hour
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Medical insurance
Dental insurance
Life insurance
Vision care, 100%
Tuition aid, 100%
Savings plan
Work Sch=dule
Permanent status
5 days a week, 7.5 hours a day
9:00 a.m. to 5:00 p.m.
Work Setting
Office
Probationary Period
6 nonths
Employment History
3 months with company
3 months in this position
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Narrative Description
Receives 900-1,200 requests per day
for directory assistance telephone
calls from customers; enters
requested information into computer
containing directory listings; and
ensures information is correct for
customer satiafaction.

Physical Demands

100% sedentary
Physical Activities Performed
Sit, turn, see, hear, sense of
touch, finger dexterity
Environmental Conditions
None
Special Conditions
High rate of production
Precision/quality
Average time to handle 1 directory
assistance call is 18 seconds
Work Group
Large group
Standard Training Period
10 days
Standard Amount of Direct Supervision
Moderate
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| Operator - Directory Assistance

Polio

[ Significant Duties 1

Leadership/Administrative/Managerial
None

Probler Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Recognize the effects of changing
quantity or quality of materials

Identify alternative approaches or
solutions

Correct deficiencies

Summarize and draw conclusicns

Compuvter Tasks
Enter Jdata into computers
Access data from computers

| Mathematical Tasks
| Count

Understand order (e.g., first, second,
| last)
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Writing Tasks
Write legibly
Complete forms accurately

Reading Tasks
Identify work-related symbols/signs
Read simple directions

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job-specific hand toois and
equipment

Operate machine(s) (computer terminals,
telephone system)

Use keyboard skills



| Special Considerations for This Worker l

Limitations

Lifting, carrying, pushing, pulling,
kneeling, squatting

Special Tra’.ing
Employee entered perwmanent employment
upon completion of the standard
training.

Job Accommodations

Straight-backed chair without wheels
provided by employer to accommodate
emplnyee's posture control (no cost).

Brackets for holding crutches in-
stalled near work station by employer
to provide safety and accessibility
(approximately $100).

Handicap designated parking space
near alternate entrance with few steps
provided by employer to accommodate
employee's mobility on stairs (no
cost).

Designated meeting place (in case of
fire) established with fire department
to accommodate employee's mobility on
stairs (no cost).

Personal Strengths
Good listening skills
Patient
Good attendance
Perseveres

Financial Incentives for Hiring
Targeted Jobs Tax Credit

Other Job Replication Factors
Be open-minded; obtain upper management
approval; and provide awareness

training for employees and management
tean.

I,




Owner/Manager

GA,QT

Multihandicaps -
Dy..exia, Visual Impairment

D.0.T. #185.167-046

( _Company Information ]

Company Name
The Stationery Traveler

953 South Frontage Road, West
Vail, CO 81657

Description of Company
Retail office products store
including service and rental of
office machines.

Number of Employees
5 total company

[ Requirements of This Job |

Academic¢ Credentials Required
None

Work Experience Required
Retail/sales experience, self-
employment background preferred.

Examinations Required
None

Other Job Requirements
Age 18 minimum

5 this site Driver's license
Bondable
For more information, contact
Noel A. Belcher, Owner
(303) 476-4145
{ Job Informatior ]

Wages
$1,200 per month plus all
expenses

Benefits
Paid vacation
Paid holidays
Paid sick days
100% equity in company

Work Schedule
Permanent status
6 days a week, 11 hours a day
8:00 a.m. to 7:00 p.m.

Work Setting
Office/reta. store

Probationary Period
None

Employment History
6 years with company
6 years in this position

Narrative Description
Manages all aspects of retail office
products store including the
following: personnel management,
office machine sales, deliveries, new
product research, in-store sales,
accounting functions and cash flow
control.
Physical Demands
40% sedentary, 25% light work,
20% medium work, 15% heavy work
Physical Activities Performed
Reach, stoop, kneel, sit, see,
color vision, depth perception, hear,
sense of touch, finger dexterity
Environmental Conditions
None
Special Conditions
None
Work Group
Small group
Standard Training Period
8 months
Standard Amount of Direct Supervision
None
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Multihandicaps -
Dyslexia, Visual Impairwment

l Significant Duties |

Leadership/Administrative/Managerial
Provide leadership
Develop company policies
Implement company pol.cies
Recruit, hire, and terminate personnel
Specify goals and work tasks of others
Supervise personnel
Represent the company at external

functions

i roblem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect ancd organize information

Analyze and synthesize information

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Computer Tasks
Enter data into computers
Access data from computers

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand cnncepts of greater than and
less than

Handle basic calculations (+,-,x,/)

Calculate costs

Use numerical values from charts,
diagrams, tables

Writing Tasks

Write legibly 4
Complete forms accurately
Write sentences in standard English

Reading Tasks

Read simple directions
Read technical information

. L)
Communication Tasks

Listen

Talk

Speak clearly

Stay on the topic .in job-related

conversations

Report accurately what others have
saijn

Give clear oral instructions and
directions

Explain activities and ideas clearly

Manual Perceptual Tasks

120 12,

Eye-hand coordination

Use job-specifie hand tools and
equipment (office machine service
tools)

Operate machine(s) (photocopiers,
typewriters, calculators, facsimile)

Set up machine(s)

Use keyboard skills

>




| Special Considerations for This Worker |

Limitations
Low frustration tolerance, reading,
spelling, vision, remembering, hearing

Special Training
Employer taught self to operate
business.

Job Accommodations

Administrative assistant performs daily
record keeping to accommodate
employee's memory ability ($200/wk).

Coworkers orally read printed material
upon request from employer to accom-
modate reading ability (2-3 hrs/wk).

Store aisles widened and fixture corners
padded to accommodate employer's
visual impairment.
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Personal Strengths

Aware of people's needs
Honest
Self-motivated

Financial Incentives for Hiring

None

Other Job Replication Factors

Employees are informed and accept
manager's limitations as part of their
work environment. Manager and employees
have mutual cooperation in their working
relationships.

12 -
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Owner/Woodcarver Multiple Sclerosis

DoOoTo #1)'“4 .C61-018

l Company Information | L__Requirements of This Job |

Company Name Academic Credentials Required
Stanley Maroushek Carving None
712 5th Avenue
Decorah, IA 52101 Work Experience Required

Good work record preferred.
Deseription of Company

Makes and sells wood carvings. Examinations Required
None
Number of Employees
1 total company Other Job Requirements
1 this site None

For more information, contact
Stanley Maroushek, Owner
(319) 382-3782

| Job Information ]
Wages Narrative Description
Based on sales - up to $5-$6/hr. Designs wood carving plans; carves
wood products; sands, paints and
Benefits finishes carvings; locates buyer for
None finished products; and sells p.nducts

at various events and locations.
Work Schedule

Permanent status Physical Demands
Average 5 days a week, 3-5 hours 100% sedentary
a day
Time of work varies Physical Activities Performed
Push, pull, reach, sit, see, color

Work Setting . vision, depth perception, sense of

Work area next to residence touch, finger dexterity
Probationary Period Environmental Conditions

None Dust, dirt, mechanical hazards
Employment History Special Conditions

5 years with company None

5 years in this position

Work Group

Works alone

Standard Training Period
Several months

Standard Amount of Direct Supervision
None

1?C
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Owner/Woodcarver

Multiple Sclerosis

[ Significant Duties i

Leadership/Aceinistrative/Managerial
Develop company policies
Implement company policies
Represent the company at internal
functions
R present the company at exteraal
functic.s

Problem Solving/Reasoning Tasko
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Reccognize the effects of changing
quantity or quality of materials

Collec. and organize information

Analyze and synthesize inforzation

Identify alternative approaches or
sol ions

Review progress periodicallr

Correct deficiencies

Summarize and draw conclusions

Devise new ideis and better work
methods

Computer Tasks
None

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)
Handle basic calculations (+,-,x,/)
Est. 1ite quantities needed to do a job
Make and use measurements
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Writing Tasks

Copy accurately
Write setences in standard English

Reading lasks
Identify work-related syw.bols/signs
Read simple directiocns
Read technical information

Communication Tasks

Listen

Follow intent. of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
coi..ersations

Give clear oral instructions and
directio...

Explain activities and ideas clearly

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Coustruct, fabricate or assemble
materials

Use Jjob-specifie hand tools and
equipmen. (wood carving hand tools and
equipment)

Operate job-related power tool (band
saw)




{  Special Con.,iderations for This Worker |

Limitations
Low frustration tolerance, acceptance
of supervision, interactions with
coworkers, reading, spelling,
mathematics, standing, walking, limited
stamina, remembering, following spoken
directions, following written directions

Special Training

Various schools provided training to

the owner using specialized tools
(knives, chisels) and new wood

carving styles. Certificate was awarded
by the school upon completion of tue
training. Special training increases
sales of owner's products.,

Job Accommodati- ns

Tools, equi, 2ui and materials were
provided by the state vocational
rehabilitation agency to establish
owner's wood carving business.

Additional support and labor are
provided by the family in operating
the wooa carving business to accom-
modate cwner's variable physical
condition.
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Personal Strengths
Conceptualizes the finished carving
product
Works alone
Public relation skills

Financial Incentives for Hiring
None

Other Job Replication Factors -
Person should have an interest in
working with wood. The person with a
disability should do something to make
oneself feel better.




Packing/Shipping Clerk

Ph—sical Handicap - Arm Prosthesis

DoOoTo #222 0587-018

Company Information |

Company Name
Continental Grain Company

277 Park Avernue
New York, NY 10172

Description of Company
Agribusiness in grain trading
and processing.

Number of Employees
Approximately 500 this site

For more information, contact
Ray Shawney
Manager Support Services
(212) 207-5130

[ Requirements of This Job |

Academic Credentials Required
High school diploma or GED

Work Experience Required
None

Examinations Required
Physical, hearing, vision

Other Job Requirements
Dress code

| Job Information

Wages
$1,567 per month
Benefits
Paid vacation
Paid holidays
Paid sicx days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
401 K and regular saving plans
Work Schedule
Permanent status
5 days a week, 7 hours a day
10:00 a.m. to 6:00 p.m.
Work Setting
Office
Probationary Period
None
Employment History
17 years with company
2 years in this position

+
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e Minimal
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Narrative Description
Answ_rs telephone; dispatches
messages; receives courier packages;
completes forms for delivery
services; maintains and files logs of
messerger trips; wraps packages;
enters data into Federal Express
computer system; makes telephone
calls for delivery services when
required; and maintains billing and
time records for delivery employees.
Physical Demands
100% light work
Physical Activities Performed
Reach, stoop, sit, see, hear,
sense of touch, finger dexterity
Environmental Conditions
None
Special Conditions
Distracting conditions
High level of stress
Work Group
Small group
Standard Training Period
3 months
Standard Amount of Direct Supervision

'




Packing/Shipping Clerk

Specify goals and work tasks of others

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and orgunize information

Analyze and synthesize information

Identify alternative approaches or
solutions

Evaluate for accuracy and completeness

Correct deficiencies

Computer Tasks
Enter data into computers
Access data from computers

Mathematical Tasks
Count
Understand order (e.g., first, secord,
last)
Handle basic calculations (+.-,x,/)

Copy accurately

Write legibly

Complete forms accurately

Write sentences in standard English

Reading Tasks

Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Renort accurately what others have
3aid

Give clear oral instructions and
directions

Explain activities and ideas clearly

Manual) Perceptual Tasks

E_e-hand coordination

Hand work

Us2 job-specific hand tools and
equipment (packaging hand tools and
equipment)

Use keyboard skills

|__ Special Con:iderations for This Worker ]

Limitations
None

Special Training
Assistant supervisor provided initial
special training on job duties.
Employee entered permanent employment
upon completion of the training.

Job Ancommodations
None
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Personal Strengths

Physical Handicap - Arm Prosthesis
[ Significant Duties )
Leadership/Admiaistrative/Mznagerial Writing Tasks

Reliable
Flexible
Willing to learn
Finarcial Incentives for Hiring

None

Other Job Replication Factors
Focus on the positive aspects of the
employee's abilities, then place the
employee in a position that requires
the use of these abilities.

14¢




Personnel Clerk Paraplegia T-5

D.O.T. #209 . 362-026

| Company Information i |__Requirements of This Job |

Academic Credentials Required
High school diploma

Company Neue
Ar iy and Air Force Exchange Service

¥.0. Box 660202
Dzllas, TX 75266-0202
Description of Company
Suppliers for military base/post
exchange stores.
Number of Employees Exarinations Required
70,000 total company Nor.e
3,000 this site
For more information, contact
Connie Ward
Special Emphasis Programs Manager
(214) 780-3466

Work Experience Required
Prior employment d~monstrating
responsibility.

Other Job Requirements
Dress code

[ Job Information |

Wages Narrative Description

$6.33 per hour
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insuran
Accidental Death/Disemb.
Dependent Life
Work Schedule
Permanent status
5 days a week, 8 hours a day
7:30 a.m. to 4:00 p.m.
Work Setting
Office
Probationary Period
6 months
Employment History
3 vears with company
2.5 years in this position
Standard Training Period
6 months
Standard Amount of Direct Supervision
Moderate

127

Clerical duties of company employment
process includes the followi s: pulls
and files applications; telephones
applicants to notify about position
openings; refers applicant to
supervisors and sets up appointments;
verifies information cn application;
orients new employees; types
personnel requests, Official
Personnel Files (OPF), etc.; mails
letters; in charge of corrc~tly
filing OPF; processes ID cards; and
administers typing/shorthand tests.

Physical Demands

100% sedendary

Physical Activities Performed

Push, pull, reach, sit, see, hear,
sense of touch, finger dexterity

Environmental Conditions

None

Special Condi‘ions

High rate of production
High level of stress

Work Group

Large group

14:
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Per.unnel Clerk

Paraplegia T-5

Significe

**. Duties

Lead2rship/Administrative/Managerial

Provide leadership

Implement company policies

Recruit, hire, and terminate personnel

Specify goals and work tasks of others

Represent the company at internal
functions

Represent the company at external
functions

Problem Solving/Reasoning Tasks
Recognize and use appropriate
procedures
Obtain resources needed to carry out
work
Analyze and synthesize information
Review progress periodically

Computer Tasks
Enter data into computers
Access data from computers

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,-,x,/)

Use numerical values from charts,
diagrams, tables

Use formulas (translating, substituting

values)

Reading Tasks
Identify work-related symbcls/signs
Read simple directions
Read technical information

Writing Tasks
Copy accurately
Write legibly
Complete forms accurately
Write sentences in standard English
Organize, select, and rclate ideas in
writing
Produce intelligible written documents
Identify and correct errors in writing

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropr.ate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Effectively present informa .ion to
groups

Interact effectively with job applicants

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Construct, fabricete or assemble
materials

Use job-specific hani tools and
equipment (clerical tools and
equipment)

Operate machine(s) (telephone system,
computer)

Use keyboard skills




[

Special Considerations for This Worker |

Limitations
Lifting, carrying, pushing, pulling,
standing, walking, kneeling, squatting

Special Training
None

Job Accommodations

Desk/work table elevated using blocks
provided by employer to accommodate
employee's wheelchair (1 hour of
carpenter's time).

Office furniture arranged by ewployer
to provide better off'ice accessibility
(1 hour).

Bathroom stall enlarged by employer to
provide accessibility for employec's
wheelchair.
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Personal Strengths
Comrunicates effectively
Shows initiative
Demonstrates patience

Financial Incentives for Hiring

None

Other Job Replication Factors

Minimal accommodations should be
initially provided for employees with
a wheelchair.
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Physical Science Technician

!

Cerebral Palsy

DOOOT. #020.162-010

| Company Information I

Company Name

Northern Regional Research Center,
ARS, USDA
1815 North University Street
Peoria, IL 61604
Description of Company
U.S. Government research laboratory
performing chemical, microbiological
and engineering research related to
agriculture. Main products are
research publications and patents.
Number of Employees
8,000 total company
320 this site
For more information, contact
L. H. Princen, Cent{ r Director
(309) 685-4011, Ext. 540

[ Requirements of This Job |

Academic Credentials Required
Bachelor's degree

Work Experience Required
None

Examinations Required
None

Other Job Requirements
None

L

Job Information 1

Wages
$1,381.00 per month

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
Worker's compensation
Unemployment compensation
Medical insurance
Life insurance
Work Schedule
Permanent status
5 days a week, 8 hours a day
8:00 a.m. to U4:30 p.m.
Work Setting
Laboratory research area
Probationary Period
1 year
Employment History
3 years with company
3 years in this position
Standard Training Period
None
Standard Amount of Direct Supervision
Minimal
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Narrative Descripti n
Tabulates data, converts to appropri-
ate units and performs indicated cal-
culations and curve plotiing; obtains
by calculation and measurement exper-
imental curves parameters describing
material behavior; performs litera-
ture searches and maintains litera-
ture files and computer retrieval
3ystems; record3 data and calcula-
tions accurately in notebooks, plots
data in graphical and tabular form,
and maintains accurate records and
summarizes resalts; and performs
complex calculations from new
theoretical equations, computer-aided
vhere necessary, and {its theoretical
predictions to experimental data.

Physical Demands
100% sedentary

Physical Activities Performed
Reach, sit, turn, see, hear

Environmental Conditions
None

Special Conditions
Precision/quality

Work Group
Works alone, one-to-one, and in
small group

14




Physical Science Technician

Cerebral Palsy

1 Significant Duties ]

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Recognize the eftects of changing
quantity or quality of materials

Collect and orgznize information

Analyze and synthesize information

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better wo—k
methods

Computer Tasks
Enter data into computers
Access data from computers
Perform word processing
Write programs
Perform systems analysis

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,=-,x,/)

Est.iu :te quantities needed to do a job

Use numerical values from charts,
diagrams, tables

Construct diagrams, charts, records
using numerical calculations

Make and use measurements

Use formulas {(translating, substituting
values)

131

Writing Tasks
Copy accurately
Write legibly
Complete forms accurately
Write sentences in standard English
Organize, select, and reclate ideas in
writing
Produce intelligible written documents
Identify and correct errors in writing

Reading Tasks
Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks
Listen
Follow intent of oral directions
Talk
Use appropriate vocabulary and grammar
Explain activities and ideas clearly

Manual Perceptual Tasks
Cperate machine(s) (computer, other
scientific equipment)
Use keyboard skills
Develop visual presentations




___Special Considerations for This Worker |

Limitations
Lifting, carrying, pushing, pulling,
standing, walking

Special Training

Supervisor provided training to ac-
quaint employee with specific projects,
Employee entered permanent employment
and received a wage increase upon
couplet.icn of the %raining.

Job Accommodations

Swinging hall lab doors and windows in
doors installed at employee's eye
level to accommndate employee's
mobility needs.

Transportation to work provided by
parents to accommodate employee's
transportation needs.

Personal Strengths
Intelligence
Desire to work
Knowledge of theoretical physies and
chemistry

Financial Incentlives for Hiring
None

Other Job Replication Factors
Employee was interested in studying
mathematics and computer science
after high school graduation. After
overcoming some obstacles, the caem-
istry depar'ment at a local university
offered a specially designed curri-
culum of thecretical subjects and
accommodated employee's physical dis-
abilities. Upon earning a B.S.
degree in chemistry, a professor
assisted job placement by contacting
the Research Center where designing
a special position was encouraged.
The employee is working well and has
been promoted to the next highest
grade position.

O ‘ 16\3
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Potato Chip Crew Worker

Mental Retardation

D.0.T. #526.685-046

[ Company lnformation j

Company Name
Bear Creek Farms

R.d. 1
Bryant, IN U7326

Description of Company
Manufactures speciality food
products and operates 24 family
style restaurants.

Number of Employees
1,000 total company
50 this site

For more information, contact
Don Streng, President
(219) 997-6822

1 Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
Preferred

Examinations Required
None

Other Job Requirements
Driver's license, own vehicle

Job Information

Wages
$4.50 per hour

Benefits
Paid vacation
FICA
Unenmploymert compensation
Medical insurance

Work Schedule
Permanent status
4 days a week, 8 hours a dr-
8:00 a.m. to 5:00 p.m.

Work Setting
Factory

Probationary Period
None

Employment History
1 year with company
1 year in this position

Narrative Description
Cooks and bags small batches of
potato chips.

Physical Demands
T70% light work, 20% medium work,
10% heavy work

Physical Activities Performed
Push, pull, coior vision, sense
of taste, sense of touch, finger
dexterity

Environmental Conditions
None

Special Conditions
None

Work Group
Small group

Standard Training Period
3 hours by supervisor

Standard Amount of Direct Supervision
Moderat.e




Potato Chip Crew Worker

Mental Retardation

L

Signiricant puties

Leadership/Administrative/Managerial

None

Problem Solving/Reasoning Tasks
None

Computer Tasks
None

Mathematical Tasks
Count

Writing Tasks
None

Reading Tasks
Identify work-related symbols/signs

Communication Tasks
Listen
follow intent of oral directions

Manual Perceptual Tasks
Eye-hand coordination
Hand work
Tend machine ‘potato chip frying
machiney

[ _ Special Considerations for This Worker |

Limitations

Interactions with coworkers, reading,

writing, spelling, mathematics, cannot
work alone, speaking, following written

directions

Special Training
None

Job Accommodations
None
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Personal Strengths
Consistent
Good temperament
Good quality in product

Financial Incentives for Hiring
None
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President

Blindness

DOOOT. #1890 1 17-026

| Company Information |

Company Name
L. Foote Enterprises, Ltd.

248 Ray Street
Delavan, WI 53115

Description of Company
Manufactures self-contained gas
fired corn roaster.

Number of Employees
4 total company
4 this site

For more information, contact
Bill Russell
Friend and Part-Time Helper
(414) 728-5344 or 728-9344

[ Requirements of This Job |

Academic Credentials Required
Ncce

Work Experience Required
None

Examinations Required
None

Other Job Requirements
None

[ Job Information |

Wages

Information not provided
Benefits

None

Work Schedule
Permanent status
5-T days a week, 10-12 hours a
day
9:00 a.m. to 8:00 p.m.

Work Setting
Fabrication shop

Probaticnary Period
None

Employment History
7 years with company
7 years in this position

Provet
-
r
[}
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Narrative Description
Develops and produces corn roasters
and fabricated equipment; operates
machines; plans market procedure
for nationwide distribution; and pro-
vides consultation and problem
solving skills to special mechanical
projects.

Physical Demands
50% sedentary, 25% light work,
25% medium work

Physical Activities Performed
Push, pull, reach, climb, balance,
stoop, kneel, sit, turn, hear,
sense of smell, sense of touch,
finger dexterity

Environmental Conditions
Hot, cold, dust, dirt, mechanical
hazards

Special Conditions
Precision/quality
High level of stress

Work Group
Works alone, one-to-one, and in
small group

Standard Training Period
None

Standard Amount of Direct Supervision
None




President

Blindness

[ Significant Duties ]

Leadershrip/Administrative/Managerial

Provide leadership

Develop company policies

Implement company policies

Recruit, hir~, and terminate personnel

Specify goals and work tasks of others

Supervise personnel

Represent the company at internal
functions

Represent the company at external
functions

Problem Solving/Rezsoning Tasks
Determine own work activities
Recognize and use arpropriate
procedures

Conduect work activities in appropriate
=sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Pevise new ideas and better work
methods

Computer Tasks
None

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)

less than
Handle basie calculations (+,-,x,/)
Estimate quantities needed to do a job
Calculate costs
Make and use measurements
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Writing Tasks

None

Reading Tasks

None

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Jse appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Give clear cral instructions and
directions

Explain activities and ideas clearly

Effectively pre~ent information to
groups

Manual Perceptual Tasks

Hand work

Construect, fabricate or assemble
materials

Use job=-specific hand tools and
equipment

Tend machine(s)

Operate machine(s)

Set up machine(s)

Operate job-related power tool(s)
(drills, lathe, grinder)

Other Significant Duties or Job Features

Understand concepts of greater than and

Makes own devices




[ fipecial Considerations for This Worker |

Liritations
Acceptance of supervision, reading,
writing, vision, following written
directions, working in a large group

Special Training
None

Job Accommodations

Friends read and assist with clerical
duties to accommndate employee's
academic limitations (no cost).

Friends provide transportation to
and from work to accommodate
employee'3 ability to drive
(no cost).

Personal Strengths

Memory
Reasoning skills
Listening and comprehension skills

Financial Incentives f r Hiring

None

Other Job Replication Factors

President believes in self and has
never stepped doing something because
of limitations. The President has
learned to accept help when necessary
but performs everything for self when
possible.




President/Manager

Spinal Cord Injury

DOOIT. #187. 1 17‘01“

[ Company Information |

Company Name
International Handicappers' Net

P.0. Box 59
Oregon, MO 64473

Description of Company
Interunational fraternal o~ganization
of disabled amateur radi. operators.

Number of Employees
1 total company
1 this site

For more information, contact
Calvin J. Burt

[___Requirements of This Job |

Academic Credentials Required
High school diploma
Assco.iate degree
Amateur radio license (FCC)
College accounting

Work Experience Required
General office administration,
publishing and computer data
base experience preferred.

Examinations Required
None

Other Job Requirements

Chief Executive Officer Integrity/honesty
(816) u46-2902
L Job Information |

Wages Narrative Description

Information not provided Manages on-air radio network of

members; uses computer and printer

Benefits for newsletter (i.e., colv ns,

None mailing labels and database of

Work Schedule
Permanent status
5-f days a week, 7.5 hours a day
0,00 a.m. to 4:30 p.m.

Work Setting
Home/office

Probationary Period
None

Employment History
7 years with company

7 years in this position

Standard Amount of Direct Supervision
None
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A
T

ot

nembers); solicits funds; maintains
inventory of radio equipment and
materials for loan; and manages
office record~keeping and accounting
operations,
Phsjsical Demands
100% sedentary
Physical Activities Performed
Reac- sit, see, color vision,
hear, sense of smell, sense of
touch, finger dexterity
Environmente' Conditions
Crampea quarters, radiant energy
Special Conditions
Precision/quality
Distracting conditions
Work Group
Works alone
Standard Training Period
1 month

A




President/Manager

Spinal Cord InJjury

[ Significant Duties |

Leadership/Administrative/Managerial
Provide leadership
Develop company policic
Implement company policies
Specify goals and work tasks of others
Supervise personnel
Represent the company at externa.
fur.ctions
Repurt to a board of directors
Serve membership
Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures
conduct work activities in aopropriate
sequence
Obtain resources needed to earry out
work
Recognize the effects of changing
quantity or quality of materials
Collect and organize information
Analyze and synthesize information
Identify alternative approaches or
solutions
Review progress periodically
Evaluate for accuracy and 2ompleteness
Correct defi~iencies
Summarize and draw conclusicns
Devise new ideas and better work
methods
Mathematical Tasks
Count
Understand order (e.g., first, second,
last)
Understand concepts of greater than and
less than
Handle basic calculations {(+,-,x,/)
Estimate guantities needed to do a job
Calculate costs
Use numerical values from charts,
diagrams, tables
Construct diagrams, charts, records
using numerical calculations
Make and use measurements
Use formulas (translating, subatituting
values)
Prepare budgets
Prepare information

Writing Tasks

Wricte legibly

Complete forms accurately

Write sentences in standard English

Organize, select, and relate ideas in
writing

Produce intelligible written documents

Identify and correct errors in writing

Reading Tasks

Identify woirk-related symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conve:r 1itions

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Effectively presert information to
groups

Manual Perceptual Tasks

Eye~rand coordination

l.and work

Use job-stecific hand tools and
equipment (HAM radio system)

Use keyboard skills

Computer 1. .ks

Enter data into computers
Access data from computers
Perform word processing
Write programs

Perform systems analysis




] Special Considerations for This Worker ]

Limitations Personal Strengths
Visior. (limited), lifting, carrying, Self-discipline
standing, walicing, kneeling, squatting, Personal motivation
limited stamina, chrrnic pain Desire to succeed
Special Training Financial Incentives for Hi.ing
None Ncae

Job Acccmmodations
Furniture and home office made
accessible 'y employee to accommodate
movement ¢f wheelchair.




Proof Machine Operator

Deafness

D.O.T. #217.382-010

{ Company Information |

{  Requirements nf This Job |

Company Name
Crestar Bank

919 East Main Street
Richmond, VA 23236

Description of Company
A full-service bank

Number of Employees
6,000 total company
1,000 this site

For more information, contact
Peggy J. Cox
Assistant Vice President and
Employee Relations Manager
(804) 782-7195

Academic Credentials Required
High school diploma or GED or
equivalent office work experience

Work Experience Required

Office experience preferred

Examinations Required
None

Other Job Reguirements
None

[ Job Information ]

Wages

$889-1,2U46 per month
Benefits

Paid vacation

Paid holidays

Paid sick days

Pension

FICA

Worker's compensation

Unenployment compensation

Medical insurance

Cental insurance

Life insurance

Thrift and profit sharing
Work Schedule

Permanent status

5 days a week, 8 hours a day

minimum
12:00 p.m. to 8:00 p.m. or
until work is completed

Work Setting

Office
Probationary Period

3 months
Emplcyment History

10 years with company

10 years in this position

Narrative Description
Operates proof machine to process
debit tickets received from company
banks (i.e., deposits, general
ledger tickets, checks).
Physical Demands
90% sedentary, 10% light work
Physical BActivities Performed
Reach, sit, turn, see, sense of
touch, finger dexterity
Environmental Conditions
None
Special Conditions
High rate of production, high
level of stress (deadlines daily)
Work Group
Works alone and in large group
Standard Training Period
3 months
Standard Amount of Direct Supervision

Modera.e




Proof Machine Operator Deafness

o Significant Duties ]

Leadership/Administrative/Managerial Writing Tasks
None Write legibly
Complete forms accurately

Problem Solving/Reasoning Tasks

Recognize and use appropriate Reading Tasks

procedures Identify vork-related symbols/signs
Conduct work activities in appropriate Read simple directions

sequence

Communication Tacks

Computer Tasks Follow intent of written directi-ns
None

Manual Perceptual Tasks

Mathematical Tasks Eye-hard coordinatior
Count Operate machine(s) (p. sof machines,
Understand order (e.g., first, second, adding machine, calculat~r)
last) Use keyboard skills
Understand concepts of greater than and
less than

Handle basic calculations (+,-,x,/)

__Special Considerations for This Worker |

Limitations Personal Strengths
Hearing, speaking Excellent adding machine skills (i.e.,

finger dexterityv)

Special Training

Audiovisual equipment used in standard Financial Incentives for Hiring
training. None

Job Accommodat.ions

Interpreter provided by employer for
special meetings to accommodate
employee's communication ability.




Purchaser/Salesper-=on

~

Learning Disability - Dyslexia

D.O.T. #279.357-034

| Company Information ]

Company Name
The Stationery Traveler

953 South Frontage Road, West
Vail, CO 81657

Description of Company
Retail >ffice products store

Number of Employees
5 total company
5 this site

For more information, contact
Noel Belcher, Owner
(303) u476-47345

[ Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
Retail sales/ordering experience
preferred.

Examinations Requii-ed
None

Other Job Requirements
Age 21 minimum
Driver's license
Bonidable

[ Job Information ]

Wages
$7.00 per hour

Benefits
Paid vacation
Paid holiday:z
Paid sick days
FICA
Worker's compensation

Work Sched.le
Permarent status
5 days a week, 9 hours a day
8:00 a.m. to 6:00 p.m.

Work Setting
Office/retail

Probationary Period
None

Employment History
2 years with company
2 years in this position

darrative Description
Sells office products in store;
enters inventory information into
computer; and orders products.

Physical Demands
60% sedentary, 30% light work,
10% ‘edium work

Physical Activities Performed
Push, pull, reach, stoop, sit, see,
" ~ar, sense of touch, finger
dexterity

Environmental Conditions
None

Special Conditions
~ne

Work Group
Small group

Standard Training Period
2 months

Standard Amount of Jirect Supervision
Minimal




Purchaser/Salesperson

Learning Disability - Dyslexia

C Significant Duties |

Leadership/Aduinistrative/Managerial

Implement company policies
Represent the company at internal
functions

Problem Solving/Reasoning Tasks

Determine own work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resovi'ces needed to carr. out
werk

Collect and organize information

Analyze and synthesize information

Summarize and draw conclusions

Computer Tasks

Enter data into computers
Access data from computers

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calcuiations (+,-,x,/)

Estimate quantities needed to do a job

o

Writing Tasks

Copy accurately
Write legibly
Complete fourms accurately

Rcading Tasks

Read simple directions
Read technical informaticn

Lommunication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Give clear oral instructions and
directions

Manual Perceptual Tasks

Eye-hand coordination

tdand work

Construect, fabricate or assemble
materials

Use job -specific hand tools and
equipment (retail store hand tools
and equipment)

Operate machine(s) (calculater,
facsimile)

Use kevboard skills

[___Special Considerations for This Worker |

Limitations

Mathematics, ."emembering

Personal Strengths

Good with people

Office product knowledge

Special Training Sense of store layout and design

Special 2-week initial training provided
by owner on use of computer for supplier Financial Incentives for Hiring
channels and sources. None

Job Accommodations
Additional review of product orders
provided by ¢ ‘ployer to accommodate
employee's line item shifts and number
transpositions (4 hrs/wk).




Receiving Clerk

Deafness, Non-Vert

DQOQTO #222 0387-050

{ Corpany Inf-rmation |

Company Name

Sears HKoebuck and Company
7101 Midlathian Pike
Richmond, VA 23225

Descriptiun of Company
Retail merchandise chain of
stores

Number of Employees
385 this site

For more information, contact
Donna M. Hunt, Personnal Specialist
(804) T45-7256

1 Requirements of This Job |

Academic Credentials Required

None

Work Experience Required

None

Examinations Required

Physical

Other Job Requirements

None

[ Jub Information |

Wages
Information -—onsidered

confidential

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensaticr
M -dical insurance
Life insurance

Work Schedule
Permanent status
5 days a week, 8 hours a day
7:00 a.m. to 4:00 p.m.

Work Setting
Shipping dock

Probationary Period
None

Employment History
Information not available
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Narrative Description

Matches m.rchandise freight pack
list with the store orders; verifies
store charges for merchandise
received; places tags on merchandise
with appropriate price before
releasing to the store sales floor;
and nangs clothes items before
sending to the sales floor.

Physical Demands
12% light work, 75% medium work,
10% heavy work

Physical Activitics Performed
Push, pull, reach, stoop, turn,
see, color vision, sense of touch,
finger dexterity

Environmental Conditions
Temperature related to weather

Special Conditions
Precision/quality

Work Group
Small group

Standard Training Period
3 days

Standard Amount of Direct Supervision
Moderate

1L”\."




Receiving Clerk Deafness, Non-Verbal

L Significant Duties 1
Leadership/Administrative/Managerial Writing Tasks
None Write legibly
Complete forms accurately
Problem Solving/Reasoning Tasks Identify and correct errors in writing
Recognize and use appropriate
procedures Reading Tasks
Conduct work activities in appropriate Identify work-related symbols/signs
sequence - Read simple directions

Evaluate for accuracy and completeness
Communication Tasks

Computer Tasks Follow intent of written direections
None
Manual Perceptual Tasks
Mathematical Tasks Eye-hand coordination
Count Hand work
Understand order (e.g., first, second, Use job-specific hand tools and
last) equipment (pricing gun, material
Understand concepts of greater than and handling toos)
less than

Estimat2 quantities needed to do a job

|__Special Considerations for This Worker |

Lim‘tations Personal Strengths
Hearing, speaking, following spoken Communicates well by written notes
directions Takes directions well

Works accurately
Special Training
Ncne Financial Incentives for Hiring
None

Job Accommodations

Coworker3 write notes and use

simple sign language tc communicate with
employee.




[‘ Rehabilitation Specialist

Back Disability

D.0.T. #045.107-042

[ Company Information |

Company Name
Intracorp

181 Park Avenue
West Sprirgfield, MA 01089

Description of Company
Private insurance rehabilitation
consriting firm.

Number of Employees
3,000 total company
7 this site

For more information, contact
Susan A. Plasse, Branch Manager
(413) 737-4382

[ Requirements of This Job |

Academic Credentials Required
Master's degree
Nursing license

Work Experience Required
Nursing and placement/vocational
rehabilitation preferred

Examinations Reguired
None

Other Job Requirements
Driver's license
Dress code

{ sob Information ]

Wages
$700+ per month
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Medical insurance
Dental insurance
Life insurance
Long and short term disability
insurance
Company car
Work Schedule
Permanent status
5 days a week, 7.5 hours a day
Work Setting
Office/Residential - works from
home and visits clients in their
homes.
Probationary Period
3 montts
Employment History
14 months with company
14 months in this position

1€
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Narrative Description
Assesses rehabilitation potential of
injured worker in regards to medical
treatment, vocational skills,
progncsis for returning to same job,
ps;chological ability to handle
injury and financial status as result
of accident.

Physical Demands
80% sedentary, 20% light work

Physical Activities Performed
Push (pencil, car gear:s), reach,
climb stairs, kneel, sit, turn
(head, waist), see, denth percep-
tion, hear, sense of touch, finger
dexterity

Environmental Conditions
Hot, cold, humid, dry, wet, dust
(all weather), odors, noise, vi-
bration (from car)

Special Conditions
Precision/quality
High level of stress (deadlines,

etc.)

Work Group
Works alone, one-to-one

Standard Training Period
1 week a 1 3-6 months on-the-job
training

Standard Amount of Direct Supervision
Moderate




Rehabilitation Specialist

Back Disability

L

Significant Duties

Leadership/Administ~ative/Managerial
Specify goals and work tasks of others
Represent the company at internal

functions
Represent the company at external
functions

Provlem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recogniz2 the effects of chanping
quantity or cuality of materials

Collect and organize informatiomn

Analyze and synthesize information

identify alternative approaches or
solutions

Review prcgress periodically

Evaluate f'or accuracy and completeness

C-»rect deficiencies

Summarize and draw conclusions

Computer Tasks
None

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic ¢ lculations (+,-,x,/)
Estimate quantities needed to do a job
Calculate costs
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Wr.ting Tasks

Write legibly

Complete forms accurately

Write sentences in standard English

Organize, select, and relate ideas in
writing

Produce incvelligible written documents

Identify and corre-. 2rrors in writing

Reading Tasks

Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar
Stay on the topic in job-related

conversacions

Report zccurately what others have
said

Give clear oral instructions and
directions

Explain activities and iceas clearly

Manual Perceptual Tasks

Eye-hand coordination




| Special Considerations for This Worker |

Limitations
Working in front of groups, writin
spelling, lifting, carrying, tumcr
(recurring)

Special Training
Manager provides periodic instruct
to employee.

Job Accommodations
None

g,

ion
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Personal Strengths
Interpersonal skills
Assessment skills (data collection,
analysis and synthesis)
Hardworking
Dedicated

Financial Incentives for Hiring

None

Other Job Replication Factors

Be flexible regarding amount of work
assigned to employee. Start person
slowly and increase only when ready to
handle additional work.




Repair Service Assistant Visual Impairment

D.0.T. #239.367-010

[ Company Information ] [__Requirements of This Job |
Company Name Academic Credentials Required

New England Telephone High school diplom=

185 Franklin Street

Boston, MA 02107 Work Experience Required

Typing or customer contact skilias

Description of Company preferred.

Telecommunication products and

services, Examinations Required

Physical, hearing, .rug test
Number of Employees

28,000 total company Nther Job Requirements
150 this site Union membershin
Bondable
For more information, contact On call

John Cooney, Manager
Affirmative Action Program/

Equal Emplovment Opportunity
(617) T43-U4901

[ Job Information |
Wages Narrative Description
$2571.50 per week Talks to customers with telephone
Benefits service complaints; collects
Paid vacation necessary information from customer
Paid holidays for repair; and types information
Paid sick days into computer.
Pension Physical Demands
FICA 100% sedentary
Worker's compensation Physical Activities Performad
Medical insurance Sit, turn, hear, sense of touch,
Dental insurance finger dexte.ity
[ ife iasurance Environmental Conditions
(Benel'its after 6 months) None B
Work Schedule Special Conditions
Permanent status High rate of production
5 days a week, 7.5 hours a day Precision/quality
9:00 a.m. to 5:30 p.m. High level of stress (due to
Work Setting customer complaints)
Office Work Group
Probationary Period Large group
6 months Standard Training Period
Employment History 10 days
3 months with company Standard Amount of Direct Supervision
3 months in tis position Moderate
150




Repair Service Assistant

Visual Impairment

| Sicrificant Duties ]

Leadership/Administrative/Managerial
Implement ccmpany policies

Problem Solving/Reasoning Tasks

Recog' ize and use appropriate
prr edures

Conduct work activities in appropriate
sequence

Collect and organize information

Analyze and synthesize information

Identify alternative approaches or
xplutions

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and betier werk
methods

Computer Tasks
Enter data into computers
Access daca from computers
Perform word processing

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)
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Writing Tasks (using personal computer
with voice synthesizer)
Complete forms accurately
Write sentences in standard English
Identify and correct errors in writing

Re, ing Tasks (using personal computer

witu veo.ce synthesizer)
Identify work-related symbols/signs
Read simple directions
Read technical informatior

Communication Tasks

Listen

Fcllow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar
Stay on .he topic in job-related

conversations

Report accurately what others have
said

Give clear oral instructicns and
directions

Explain activities and ideas clearly

Manual Perceptual Tasks

Use kevhoard skiils
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[__Special Considerations for —his Worker |

Limitations
Vision

Special Training

Initial special training on computer
skills was provided by employer for 2
weeks prior to employment. Training
material was entered into employee's
personal computer. Employee entered
permanent employment upon completion of
the special training.

Job Accommodations

Speech synthesizer . astalled on
employee's compu‘er provided by the
Commission for the Blind to
accommodate employee's visual
communication skills ($1000).

Mchility training on work site provided
by tne Commission for the Blind to
assist employee in locating training
wor'k site.

Personal Strengths

Gets along well with peers

Good. attendance

Identifies and handles customer
complaints

Confiden% in r2tting around building

Perseveres

Financial Incentives ror Hiring

Targeted Jobs Tax Credit

Other Job Replication Factors

Employers should have a P.rkins Project
With Industry and a Carroll Center for
the Biind. Agency staff evaluate
employee qualifications and computer
Skills, assess position adaptability,
provide occupational rehabilitation
engineering, and act as a liaison with
the Commission for the Blind.




Re.-carch and Development Engineer

s—\-—s /‘r

Blindpess

D.0.T. #020.0€2-010

r Compary Information }

Company Name

Miles Laboratories, Inc.
Ames Division

430 South Beiger Street
Mishawaka, IN 46544

Description of Company
A large pharmaceutical firm

[ Requirements of This Job |

Academic Credentials Required
Bachelor's degree

Work Experience Required
None

Examinations Required
Physical

specializing in a variety of health
care products: Alka-Seltzer, One-a- QOther Job Requirements
Day vitamins, Glucom:ter, Bactine, Dress code

Reagent Strips.

Number of Emplecyees
12,000 total company
500 this site

For more information, contact
Paul Filpus

Research and Development Engineer

(219) 256-3u488

[ Job Information ]

Wages
$2,250 per month

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Savings plan
Work Schedule
Permanent status
5 days a week, 3 hours a day
7:45 a.n. to 4:30 p.m.
Work Setting
Office
Probationary Period
6 months
Employment History
14.5 years with companv
3 years in this posi..on

Narrative Description
Writes and debugs programs in FORTRAN
and assembly languages for modeling
and custom chip software; and
documents programs according to
company software specifications.
Physical Demands
90% sedentary, 10% light work
Physical Activities Performed
Sit, hear, finger dexterity
Environmental Conditions
None
Special Conditions
High level of stress (deadlines,
etc.)
Work Group
Works alone, one-to-one, and in
small group
Standard Training Period
None
Standard Amount of Direct Supervision

Moderate

lnv‘-‘
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Research ard Development Engine~r l Blindness

[ Significant Duties |
Leadership/Administrative/Managerial Writing Tasks
None Write sertences in standard English
organize, select, and relate ideas in
Problem Solving/Reasoning Tasks writing
Determine own work activities Produce intelligible written documents
Recognize and use appropriate Identify and correct errors in writing
procedures
Conduct work activities in appropriate Reading Tasks
sequence Read simple directions
Obtain resources needed to carry out Read teciinical information
work
Recornize the effects of changing Communication Tasks
quantity or quality of materials Listen
Collect and organize information Follow intent of oral directions
Analyze and synthesize information Talk
Identify alternative approaches or Speak clearly
soulutions Use appropriate vocabulary and grammar
Review progress periodically Stay on the topic in job-related
Evaluate for accuracy and completeness conversations
Correct deficiencies Report accurately what others have
Summarize and draw conclusions said
Give clear oral instructions and
Computer Tasks directions
gZnter data into computers Explain activities and ideas clearly
Access data from computers
Perform word processing Manu.l Perceotual Tasks
Write programs Use keyboard skills

Mathematical Tasks
Understand concepts of greater than and
less than
Handle basic calzulations (+,=-,x,/)
Use numerical values from charts,
diagrams, table-
Construct diagrams, charts, records
using numerical calculations
Use formulas (translating, substituting
values)

1rR:
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| Special Considerations for This Worker |

Limitations
Vision

Special Training
None

Job Accowmodations
An Optacon, braille terminal and speech
synthesizer provided by employer and
various agencies to accommodate
employee's communication skills
($12,000).
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Personal Strengihs

Attendance record
Keyboarding skills
Perseverance in completing a job

Financial Incentives for Hiring

None

iR




[

Rodeo Bull Rider Trainee

L

Emotional Handicap

DoOoTo #159.3““-01“

[ _Company Information |

Company Name
Self-employed

Description of Company
Rodeo cowboy competing in
professional rodeos.

Number of Employees
Varies by events (50-200
competitors per rodeo)

For more information, contact
Ronald C. Knauel
Job Preparation Coordinator
(602) 271-3292

L |

| Requirements of This Job

Academic Credentials Required
None

Work Experience Required
Bull riding competition experience
preferred.

Examinations kecuired
Physical

Other Job Requirements
Age 16 minimum, uniform - cowboy,
union membership, available to
travel, pays entry fees per rodeo
event

[ Job Information ]

Wages
By event performance - prize

money ranges from $0 to $1650 for
each entry

Benefits
None

Work Schedule
Seasonal status
3 days practice a week, 3-1/2 -
7 hours a day
3:00 - 6:30 p.m. plus weekends

Wori Setting
County fair arenas and rodeo
arenas

Probationary Period
Amateur trainee status until
age 20

Employment History
18 months in this position

1561’U

Narrative Description
Trains, performs, and competes in
various rodeo events including
bull riding a..d calf roping.
Physical Demands
5% sederntary, 20% light work, 25%
medium work, 50% heavy work
Physical Activities Performed
Push, pull, re ", run, climb,
balance, stoop, kneel, rrouch,
crawl, sit, turn, see, color vision,
depth perception, hear, sense of
touch, adjusts physical strength
(grip) based on changes in balance
Environmental Conditions
Hot, dry, dust, dirt, odors, noise,
vibration, moving objects, cramped
quarters, rope burns
Special Conditions
Precision/quality
High level of stress
High potential for physical injury
Work Group
Works alone
Standard Training Period
5 days per week during schiool year
(continuous training)
Standard Amount of Direct Supervis.on
Minimal - parental




Rodeo Bull Rider Trainee Emotional Handicap

[ Significant Duties ]
Leadership/Administrative/Managerial Writing Tasks
None Write legibly

Complete forms accurately
2roblem Solving/Reasoning Tasks

Determine own work activities Reading Tasks
Recognize and use appropriate Identify work-related symbols/signs
procedures Read simple directions
Conduct work activities in appropriate
sequence Communication Tasks
Obtain resources needed to carry cut Listen
work Follow intent of ora. directions
Recognize . effects of changing Talk
quantity or quality of materials Use appropriate vocabulary anda grammar
Collect And organize information (cowboy lingo)
Ideatify alternative approaches or Stay on the topic in job-related
sclutions conversations
Review progress peri-dically (after each Give clear oral instructions and
event) directions
Correct deficiencies
Devise new ideas and better work Manual Perceptual Tasks
methods Eye-hand coordination
Hand work (strength, grip)
Computer Tasks Use job-specific hand tools and
None equipment (hand tools and equipment

related to rodeo events)
Mathematical Tasks

None




__Special Considerations for This Worker |

Limitations
Acceptance of supervision, interactions
with coworkers, writing, spelling, math-
ematics, working in a group, speaking,
following spoken directions

Special Training
Bull ranch foreman provided special
training (9 hrs/weekday and 16
hrs/weekend) to practice rodeo skills
and expand event participation.

Job Accommodations

Counseling and guidance was provided by
the school job preparation coordinator
and counselors to improve the student/
tralnee's self concept, positive
attitude toward school, getting aloug
with others, completing homework and
high school academic requirements,
and school attendance ($1500/year paid
by school district).

Continual instruction and coaching pro-
vided by bull runch fcreman to accom-
modate student/trainee's need for
support (no cost).

Family provided specialized bull riding
equipment, transportation, and lodging
for rodeo competitions. Fa:her was a
professional bull rider.
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Personal Strengths

Need for independence

Pride in performing well

Family support

Desire and motivation to succeed

Identifies with 0ld West and the
"rough and tumble" image of a cowboy

Financial Incentives for Hiring

None




Secretary

Visual Impairment

D-O-To #201 0362-030

| Company Information |

Coapany Name
The Guidance Clinic, Inc.

202 Graham Ave.
Eau Claire, WI 54701

Description of (Company
An alcohol, drug abuse and
psychiatri2 treatment clinic.

Number of 'mployees
15 total company
15 this site

For more information, contact
Michael Weiser, Executive Director
(715) 832-3471

{ Requirements of This Job |

Academic Credentials Required
High school dipioma

Work Experience Required
Filing, typing and phone skills
preferred

Examinations Required
None

Other Job Requirements
Dress code

Job Information |

Wages
$5.10 <r hour

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insuranc

Work Schedule
Perm-1ent status

Work Setting
Office

Probationary Pericd
6 months

Employment History
1.5 yea. 3 with tine comrpany
& months in this posi.ion
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Narrative Description
Answers phone; .erates computer
terminal to se.d information; and
delivers mail and other reports
to Department of Human Services.

Physical Demands
100% sedendary

Physical Activities Performed
Reach, run, sit, turn, see, hear,
sense of touch, finger dexterity

Environmental Conditions
None

Special Conditions
High level of stress

Work Group
Small group

Standard Training Perir ]
1 mcnth

Standard Amount of Direct Supervision
Moderate




Secretary

Visual Impairment

l Significi.at Duties |

Leadership,/Administrative/Managerial
None

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate

procedure:
Conduct work activities in appropriate
sequenc?

Computer Tasks
Enter data into computers

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)

Understand concepts of greater than and

lecs than
Handle basic calculations (+,-,x,/)

Writing Tasks

Copy accurately
Write legibly
Complete forms accurctely

Reading Tasks

Identify work-related symbols/signs
Read simple directions

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary snd grammar

Give clear oral instructions and
directions

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job-specific hand tools and
equipment (office tools and equipment)

Operate machine(s) (computer terminal,
telephone system)

Use keyboard skills

Limitations
Acceptance of supervision, vision,
legible writing

Special Trai.ing
None

Job Accommodationc
None
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Personal Strengths

Personable
Determined
Good sense of humor

" inancial Incentives for Hiring
Job Training Partnership Act on-the-job
training wage subsidy

Other Job Replication Factors

Additional typing and secretarial skills
would increase work opportunities for
people who are disablec.




Senior Drafter

Polio ~ Congenital

Partial Paralysis of Arm and Leg

D.O.T. #014,281-010

B Company Information |

Company Name
Electric Boat Division

General Dynamics Corporation
75 Eastern Point Road
Groton, CT 06340

Description of Company
Submarine construction, design,
and engineering contractor for
U.S. Navy.

Number of Employees
20,000 this site

For more information, contact
Peter J. Rumery, Chief of Design
(203) 441-8708

[ I giirements of This Job |

Academic Credentials Required
High school diploma
Drafting in high school or

technical school

Work Experience Required
Preferred

Exarinations Required
Physical, hearing, vision

Other Job Requirements
Age 19 minimum

[ Job Information |

Wages
$9.38 per hour
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Life insurance
Savings and stock purchase
programs
Work Schedule
Permanent status
5 days a week, 8 hours a day
7:30 a.m. to 4:00 p.m.
Work Setting
Office
Probationary Period
90 days
Employment History
6 years with cowpany
6 years in this pos.tion
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Narrative Description
Develops orthogratnic drawings of
submarine piping systems and produces
computer generated graphic details of
piping diagrama:.
Physical Demands
100% sedentary
Physical Activities Performed
Reach, sit, turn, see, color vision,
depth perception, hear, sense of
touch, finger dexterity
Environmental Conditions
None
Special Conditions
Precision/quality
High level of stress (deadlines)
Work Group
Works alone and in small group
Standard Training Period
On the job training
Standard Amount of Direct Supervision
Minimal
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Senior Drafter

Polio - Congenital
Partial Paralysis of Arm and Leg

[ Significant Duties j

Leadership/Administrative/Managerial

None

Problem Solving/Reasoning Tasks

Recognize and use appronriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Computer Tasks

Enter data into compucers
Access data from computers

Mathematical Tasks

Understand order (e.g., first, second,
last)
Understand concepts of greater t*an and
less than
Handle basic calculations (+,=-,x,/)
Estimate quantities needed to do a job
Construct diagrams, charts, records
using nunerical calculations
Make and use measurements
Use formulas (translating, substit ting
values)

Writing Tasks

Copy accurately

Write legibly

Complete forms accurately

Write sentences in standard English

Organize, select, and relate ideas in
writing

Produce intelligible written documents

Reading Tasks

Identify work-related symbols/signs
Read technical infosmation

Communication Tasks

Listen

Follow intent of oral iirections

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Give clear oral instructions and
directions

Explain activities and ideas clearly

Manual Perceptual Tasks

Eye-hand coordination

Use job-spec-.fic hand toouls and
equipment (drafting hand tools and
equipment)

Use keyboard skills

Develop visual presentations

fra s,
-
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| Special Considerations for This Worker |

Limitations Personal Strengths
Acceptance of supervision, climbing, Desire to learn
ladder use Desire to advance in job
Special Training Financial Incentives for Hiring
None None

Job Accommodations
Submarine construction site visits
assigned to coworkers and office
duties increased by employer to
accommodate employee's climbing
ability (no cost).




Senior Repro ‘uction Clerk

Deafness

D.OOT. #9760361‘010

| Company Information H

Company Name

Martin Marietta Energy Systems, Inc.
Oak Ridge Gaseous Diffusion Plant
P.0. Box P

Oak Ridge, TN 37831

Description of Company
Primarily devoted to uranium
enrichment

Number of Employees
Approximately 16,000 total company
Approximately 2,500 this site

For more informaticn, contact

___Requirements of This Job |

Academic Credentials Required
GED

Work Experience Required
5 years experience or special
training
Experience in the operation of
variety of printing equipment

Examinations Required
Complete phvsical
Hearing
Vision

Other Job Requirements

Dave Rupert None
Affirmative Action Coordinator
(615) 62u-9218
L Job Information ]
Wages Narrative Description
Salaried (amount not provided) Operates comrlex printing press
Benefits equipment; processes halftones, color

Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Personal Investment Account
Savings Plan, including options
of PIA 401K
Work Schedule
Permanent status
5 days a week, 8 hours a day
T:45 a.m. to 4:15 p.m.
Work Setting
Production (office)
Probationary Period
6 months
Employment Yistory
8 years wit company
8 years in .ais position
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work, NCR forms, brochures, books,
etc; and performs preventative
maintenance.

Physical Demands
25% sedentary, 25% light work, 50%
medium work

Physical Activities Performed
Push, pull, reach, stoop, kneel,
crouch, sit, turn, see, color vision,
depth perception, sense of touch,
finger dexterity

Environmental Conditions
Dust, odors, noise, mechanical
hazards, cramped quarters, electrical
hazards, toxic conditions

Special Conditions
High rate of production
Precision/quality
High level of stress (deadlines,

etc.)

Work Group
Large group

Standard Training Period
24 months

Standard Amount of Direct Supervision

Moderate
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Senior Reproduction Clerk Deafness

[ Signif ant Duties |
Leadership/Administrative/hanagerial Writing Tasks
Provide leadership Write legitly
Complete forms accurately
Problem Solving/Reasoning Tasks Write sentences in standara English
Determine own work atr*ivities
Recognize and use appropriate Reac "'ng _Tasks
procedures Id~..tify work-related symbols/signs
Conduct work activities in appropriate Re~d simpie directions
seauence
Obtain resources reeded to carry out Communication Tasks
work Follow i.tent of oral direations
Recognize the effects of changing Explain activities and ideas cle=i-lv
quantity or quality of materfals
Anal. . and synthesize informition Manual Percepiual Tasks
Identify alternative approactes or Eye-hand coordination
solutions Hand wcrk
Review progress pericdically Construct, fabricate or as.iemble
Evaluate for accurac and completeness materials
Correct deficiencies Use job=-specific hand tools and
Summarize a.d draw ccnclusions equipment
Devise new ideas and better work Tend machine(s}
methods Operate machine(s)
Set ur machine(s)
Computer Tasks Operate job-relate’ power toul(s)
None
Mathematical Tasks
Ccunt
Understand order (e.g., first, second,
Jast)
Understand concepts of greater than and
less than

Ha..1le basic calculations (+.-,x,/)

Estimate quantities, needed to do a job

Use numerical values from charts,
diagrams, tables

Ccostruct diagrams, charts records
using numerical c&lzulations

Make and us< measurements

Use formulas (translat.ng, subs..tuting
values)

165




___Special Considerations for This Worker |

Limitations
Hearing, spe:zking, working alone

Special Training
None

Job_Accommodations
Employee works with ouhers present to
accommndate emergency and safety
procedures.

Personal Strengths
Attitude
Understs~ding direction
Knowledge

Financial Incentives for Hiring

None

Other Job Replication Factors

Deaf employees perform well in this

environment.



Service Coordinato:-

Learning Disability - Dyslexia

D.0.T. #187.167-214

| Company Information |

Company Name
Up john Health Care Services
2024 West Henrietta 2nad
Suite /D

Py N T

Rochester, NY
Description of Company
Provides in- jouse health care
sarvice. acute and chronically
ill eli. 3.

Number of Employees
120 this site

For more information, contact
¥: +r'cia LaMoate, R.N. Manag:cr
16) 475-1500

{  Requirements of This Job |

Academic Credentials Required
Higher education beneficial but
nev required

Work %xperience Required
Heaith care experience preferred.

Examinations Required
None

Other J2b Rrjuiremenvs
On call
Dress code

L

Job Information |

wages
$6.00 per hour

Benefits
Paid vacation
Psid holidays
Paid sick days
Worker's compensation
Unenployment comp:nsation
Medical insurance

Work Schedule
Permanent status
5 days a week, 8 hours a day
8:00 a.m. to 4:U0 p.m.

Work Setting
Office

Probationary Pericd
3 months

Er .cvmen” history
-—— eranall ———— - ———
montiis with compan:

months in this pos tion

5.5
5.5
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8]

Narrative Descraiption
Ccordinates in-home services between
cli:nt and home health aide,
including: communicates by telephone
witn ccntracting agencies: completes
verbzi and written communication to
on call and nursing supervisors;
au’its aide/client time slips;
performns problem solving with aide
and client; and participates in
client/aide conferer.ces.

Physical Demz 1ds
100% sedentary

Physi~al Activities Performed
Sit, see, sense of touch, firger
dexterity

Environmental Conditions
None

Special Cond:tions
Distracting conliitions
High level of stress

Work Grcup
Works 2lone and in small group

Standard Training Period
3-6 months

Standard Amount of Direct Supervision
Moderate




Service Coordinator

Learning Disability - Dysiexia

Significant Luties |

Leadership/Administrative/Managerial
Tmplement company policies
Specify goals and work tasks of others
Supervise personnel
Re| 'esent the company at external
functions

Provlenm Solving/Reasonigg;Tiggg
Determine own work activities
Recognize and use zporopriate
procedures

Conduct work activitizs in appropria.e
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality cf hcme health
workors

Collect and organize information

Analyze and synthesize informat.on

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Computer Tasks
None

Mathematical Tasks
Understand order (e-g., first, second,
last)
Understand concepts of g eater than and
less than
Handle basic calculations (+,-,x,/)
Audit time slips

ot
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Wriling Tasks

Copy accurately

Write legibly

Complete forms accurately

Write sentences in standard English
Maintain accurate dispatch record:

Jeading Tasks

Identify werk-related symbols/signs
Read simple directions

communication Tasks

Listen

Follow intent cf oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stey on the topic in job-re ated
zonversations

Repurt accurately what otrers have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Effectively present information to
groups/individuals

Manual I ~rceptual Tlasks

()

Eye-hand coordination

Use job-specific hand tools and
equipment (office tools and equipment

Operate machine(s) (tel:phone, tape
recorder)



| Special Considerations for This Worker |

Limitations
Low frustratica tolerance, self-
confidence in performing jor, writing,
spelling

Special Training
The manager provided daily or as needed
special training covering payroll and
bil’ing, client/aide coordination, and
contract communications. Materials used
included resource manuals and existing
onerational systems.

Job Accommodations

Additional d.ily monitoring prc..ided by
coordinator to accommodal> emplovee's
ueed for supervision (no cort).

Tape recorder used by employee to
dictate reports. Coworker
transcribes reports to accommodate
employee’s disability (ro cost).

Daily individual counseling provided by
Rochester Association for the Learning
Disabled to accommodate employee's
nced for support.

Reassurance by employer of worker's job
skills overcame employes's lack of
confidence and physicel illness.
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Personal Strengths

Perseveres
Motivated
Determined

Financial Incentives for Hiring

None

Cther Job Replication Factors

Use patience, additional supervision ana
support, and daily individual counseling
by outside resources to help employees
reach their full potential.

b,
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Shop Laborer/Pallet Maker

Mental Retarda“ion

D.O.T. #760.68’4-01”

| _Company Information i

Company Name

Northwest Lumber Company
P.0. Box 146
Lebanon, OR 97355

Description of Company
Manufactures a variety of wood
products.

Number of Employees
12 total company
5 this site

For more irformation, contact
J--e Carlos, President
(502) 259-2411

[___Requircments of This Job |

Academic Credentials Required

None

Work Experience Required

Knowledge of generul woodworking
procedures and equioment preferred.

Examinations Required

None

Other Job Requirements

Mone

i Job Information 1

Wa, es
$3.75 nrer hour

Benefits
None

Work Schedule
Permanent status
4 dzys a week, 10 hours a day
6:00 a.m. to 4:30 p.m.

Work Setting

Wood fabrication factory

Probationary Period
30 days

Empluyment History
1.5 years with company
1.5 years in this position
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Narrative Description

Construct3s wooden pallets of various
sizes; and checks product quality and
production requirements of pailets.

Physical Demands

25% light work, 75% welium work

Physicai Activities Performed

Push, pull, reach, stoop, turn,
see, depth perception, hear, sense
of touch, finger dexterity

Environmental Conditions

Dust, noise, mechanical hazards

Special Conditions

None

Work Group

Sm:.11l group

Standard Training Period

10 days

Standard Amount of Direct Supervisior
Moderate

1p‘:_




Shop Laborer/Pallet Maker

Mental Retardxzcion

{ Significaat Duties

Leadership/Administrative/Managerial
Provide leadership

Problem Solving/Reasoning Tasks

Recognize ind use appropriate
procedures

Conduct work activities in appronriate
T equence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Identify alternative approaches or
solutions

Devise new ideas and better work
methods

Computer Tasks
None

Mathematical Tasks
Count
Understand order (e.g., first, second,
last)

Understand concepts of greater than and

less than
Handle »jasic calculations (+,-,x,/)

Estimate Jquantities needed to do a job

Make and use measurements

Writing Tasks

Write legibly
Complete forms accurately

Reading Tasks

Identify work-related symbols/signs
Read siuple directions

Communication Tasks

Listen

Fcllow intent of oral directions
Talk

Speak clearly

Manual Perceptual Tasks

Eye-hand coordinction

Hand work

Construet, fabricate or assemble
raterials

Use job-specific hand tools and
equipment (woodworking hand tools)

Operate machine(s) (airstaple guu; nail
gun; numerous saws)

Set up machine(s)

Operate job-related power tool(s) (air-
staple gun; nail gun; numerous Saws)

|  Special Considerations for This Yorker |

Limitations
Low frustration tolerance, acc~ptance
of supervision, inte—actions with co-
workers, reading, writing, spslling,
mathematizs, remembering

Sprz2idl iraininz
Superviser provided initial training
during 30 day probationary period.
Employee entered permanent emplovment
upon conpletion of the special
training.

Job Accommodations

_None

mn

Personal Strengths

Responsible

Obtains approval from :2oworkers and
supervisors

Enjcys team effort in job performance

Finan “al Incentivcs for Hiring

None




Shrinl: Wrap Operator

Persona’ity Disorder (Organic);
Mental Retardation - Mild

D.0.T. #920.685-078

{ Company Information _]

Company Name
K & L Distributors, Inc.

6307 Artic Spur Read
Anchorage, AK 99518
Description of Company
Warehouse distributing alcohc™ ic and
non-alcoholic beverages.
Number of Employees
275 total company
100 this site
For more information, contact

[ Requirements of This Job |

Academic Credentials Required
None

Work Experience Required
None

Examirations Required
Nore

Other Job Requirements
Age 21 minimum

Cathy Bertolini Bondable
Supported Work Project Manager
(907) 279-6617

[ Job Information ]

Wages
$4.50 per hour
cenefits
Paid holidays
Worker's compensation
Additional benefits if more than
20 hours worked per week:
Paid vacation
Paid sick days
Pension
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Work Schedul
Seascnal status
5 days a week, 4-8 hours a day
8:00 a.m. to 2:30 or 4:30 p.m.
Work Setting
Warehouse
Probationary Period
3 months
Employment History
5 weeks with company
5 weeks in this position

Work Group
Works alone and in small group

Narrative Description
Removzs prodvct from box; cuts box
down to tray size with box cutter;
prepares product for shrink wrapping
(sets up 2-6 packs of soda or
assembles a rainbow pack); shrink
wraps product in new package;
performs quality con rol; and stacks
finished product on palate according
to customer and product
specifications.

Phys‘cal Demands
100% light work

Physical Activities Performed
Push, pull, reach, balance, stoop,
turn, see, color vision, sense of
tou:h, finger dexterity, stand

Environmental Conditions
Cold. dust, odors, noise, inadequate
lighting, moving objects, burns
(minor), sharp objects

Snecial Conditions
High rate of produs‘.on at times
Distracting conditions
Variable production flow

Standard Training Period
5 days

Standard Amount of Direct Supervision
Moderate




Shrink Wrap Operator

Personality Disorder (Crganic);
Mental Retardation - Mild

| Significant Duties

]

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obta1n resources necded to carry out
work

Recognize the effects of changing
quantity or quality of materials

Quality control

Computer Tasks
None

Mathematical Tasks

Writing Tasks
None

Reading Tasks
Identify work-related symbols/signs

Communication Tasks
Listen
Follow intent of oral directions
Talk
Stay on the topic in joo-related
conversat: ons

Manual Perceptual Tasks
Eye-hand coo''dination
Hand work
Use job-specific hand tools and

equipment (box cutter)

Tend machine (shrink wrap machine)
Operate machine (shrink wrap machine)
Set up machine (shrink wrap machine)

Count
Understand order (e.g., first, second,
last)
{ Special Considerations for This Worker |
Limitations Personal Strengths

Low frustrat® - tolerance, interac ions
with coworkers, reading, writing,
spelling, mathematics

Special Training

Special individual training provided bv

job coach for 7 weeks. Employee may

enter permanent employment and receive a

wage increase at the end of thre

probationary period.
Job Accommodations

Jot placement znd coaching provided by
igency supported work prcject staff to
accommodate employee's need for job
support (2 hr: placement, 7-9 wks
coaching).

Followup sz2rvices provided by agency
supported work staff to ensure
employee's job success (minimu~ 1-3
hrs/mo;.

Adequate lighting and heat installed by
employer to accommodate empioyee's
phyvsical worksite needs.

Works independently

Produces at 50-75% of company standard

Recognizer needs and seeks assistance
apprepriately

Financial fncentives for Hiring
Job Training Partnership Act. funds
and Targeted Jobs Tax Credit

Other Job Replication Factors
Make sure your workers are compatible
with the job and coworkers.




Splice/Service Technician

Learning Disatility - Dyslexia

D.0.T. #822.281-022

{ Company Information |

Company Name
New England Telephone

185 Franklin Street
Boston, MA 0210/

Description of Company
Telecommunication products and
services.

Number of Employees
28,000 total company
175 this site

For myre information, contact
JoLn Cooney, Manager
Affirmative Action Program/

Equal Employment Opportunity
(617) T43-4901

F Requirements of This Job |

Acaderic Credentials Required
High school diploma
Work Experience Required
Electrical background required.
Examinations Required
None
Other Job Requirements
Driver's license
Union membership
On call

| Job Information |

Wages
$15.69 per hour

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's comnensation
Unemployment compensation
Medical insurarnce
Dental insurance
Life insurance
Vision care, 100%
Tuition aid, 100%
Work Schedule
Permanent status
5 days a week, 8 hours a day
7:37 a.m. to 4:30 p.m.
Work Setting
Qutdocrs, inside buildings and
homes, on *elephone poles, under-
ground manholes.
Probationary Period
6 mo-ths
Employment History
14 years with company
18 months in this position
Standard Trair.ing Period
10 days
Standard Amount of Direct Supervision

None

Narrative Description
Receives information for sarvice
<alls; contacts customers nee .ing
telephone service; drives service van
to repair area; and analyzes,
isolates, and solves cu=tomer
complaints.

Physical Demands
10% light work, 50% medium work,

40% heavy work

Physical Activities Performed
Push, pull, reach, climb poles and
ladders, balance, stoop, kneel,
crouch, crawl, sit, turn, see, color
vision, depth perception, hear, sense
of smell, sense of touch, finger
dexterity

Environmental Conditions
Hot, cold, humid, dry, wei, dust,
dirt, odors, noise, mechaninral
hazards, moving objects, cramped
quarters, high places, electrical
hazards, explosives

Special Conditions
lligh rate of production
Precision/quality
Distracting conditions
High level of stre<.

Work Group

Works 21cne




Splice/Service Technician

Learning Disabiiity - Dyslexia

{ Significant Duties _

Leadership/Adi.inistrative/Managerial

Provide leadership

Implement company policies

Specify goals and work tasks of others

Represent the company at internal
functions

Represent the company at external
func..ons

Dispatch work crews when supervisor is
absent

Problem Solving, Reasoning Tasks

Determine own work activities

Recognize and use approrriate
} "ocedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantitr or quality of materials

Collect ond ..ganize information

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and comple*<ness

Cor.ect deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methoas

Computer Tasks

Enter data into computers
Access data from computers

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concept.s of greater than and
less than

Handle basic calculations (+,-,x,/)

Estimate quantities r.eeded to do a job

Calculate costs

Us¢ numerical values from charts,
diagrams, tables

Make and use measurements

Jdriting Tasks

Copy accurately

Write legibly

Complete forms accurately

Organize, select, and relate ideas in
writing

Reading Tasks

Identify work-related symbcls/signs
Read simple direciions
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and Srammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Give clear oral instructi-ns and
directions

Explain activities ¢nd ideas clearly

Effectively present information to
groups

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Construct, fabricate or assemble
materials

Use job-specific hand *tools and
equipment (telephone repair hand tools
and equipment)

Operate machine(s) (telephore repair
machinery)

Operate job-related power tool(s)
(drills)

Use keyboard skills




[__Special Considerations for This Worker |

Limitations

Reading, following written directions

Special Training

Ongoing special training on safety and
Job skill knowledge was provided by the
plant trainers and supervisor. Written
training materials were recordea on tape
by the Recordings for the Blind z~ency.

Job Accommcdations

Written work materials taped on tape
recorder provided by employer to

accommodate employee's reading ability

.

Personal Strengths
Po=itive attitude
Good attendance
Perseveres
Alert and aware on the job

Financial Incentives for Hiring

Targeted Jobs Tax Credit

Other Job Replication Factors

Be open-minded; obtain upper management
support; ard provide awareness training
for employees and managemern’ team.

VAV,
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Splice/Service Technician

Multiple Sclerosis

DlOlTl #822.2\)1-022

{  Company Information ]

Company Name
New England Telephone

185 Franklin Street
Boston, MA 02107

Description of Company
Telecommunication products and
services.

Number of Employees
28,000 total company
60 this site

For more information, contact
John Cooney, Manager
Affirmative Action Program/

Equal Employment Opportunity
(617) T43-4901

{ Requirements of This Job |

Academic Credentials Required
High school diploma

Work Experience Required
Company training

Examinations Required
Phycical, hearing

Other Joh Requirements
Driver's license
Union membership
Bondable

| Job Information |

Wages
$17.06 per hour

Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Medical insurance
Dental insurance
LLife insurance
Vision care, 100%
Tuition aid, 100%
Savings plan
Work Schedule
Permanent status
5 days a week, 8 hours a day
8:00 a.m. to 5:00 p.m.
Work Setting
Office
Probationary Period
6 months
Employment History
22 years with company
19 years in this position
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Narrative Description
Receives equipment needing repairs
from field workers; and tests, sorts,
analyzes, repackages, reissues, and
returns equipizent to inventory.
Physical Demands
50% sedentary. 50% light work
Physical Activities Performed
Push, pull, reach, stoop, sit, turn,
see, color vision, depth perception,
hear, sense of touch, finger
dexterity
Environmental Conditions
None
Special Conditions
Precision/quality
Work Group
Works alone
Standard Training Period
Variable and ongoing
Standard Amount of Direct Supervision
Minimal

M



Splice/Service Technician

Multiple Sclerosis

L Significant Duties ]

Leadership/Aaministrative/Managerial

Implement company policies

Problem Solving/Reasoning Tasks

Determine own work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry cut
Wwork

Recognize the effects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Identify alternative approacnes or
solutions

Review progres: periodically

Devise new ideas and better work
methods

Computer Tasks

Enter data into computers
Access data from computers

Mathematical "asks

Count
Understand orier (e.g., first, second,
last)

Understand concepts of greater than and

less than
Fandle basic calculations (+,-,x,/)
Estimate quantities needed to do a job

Writing Tasks

Copy accurately

Write legibly

Complete forms accurately

rite sentences in standard English

Organize, select, and relate ideas in
writing

Produce intelligible written documents

Reading Tasks

Jdentify work-related symbols/signs
Read simple directions
Reac technical information

Communicacion Tasks

Listen

Follow intenv of oral directions

Talk

Speak clearly

Use appropriate vocapbulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Effectively present information to
groups

Manual Perceptual Tasks

Eye-hand coordination
Hand work

Construct, fabricate or acsemble
materials

Use job-specific hand tools and
equipment (hand tools, da.a tester)

Operate machine(s) (transmission and
volt-ohm test equipment)

Use keyboard skills




> | Special Considerations for This Worker |

Limitations Personal Strengtilhs
Lifting, carrying, standing, walking, Worhs well alone
limited stamina, mobility Good problem-solving skills
Special Training Financial Incentives for Hiring
Special training at company school on Targeted Jobs Tax Credit

Data Basic Transmission Fundamentals and
Special Services Circuits provided on an OQther Job Renlication Factors

ongcing basis. Employee received a Obtain upper management support; be

certificate and wage increase upon open-minded; provide awareness

completion of the special training. training for employees and management
tean,

Job Accommodations

Job restructured by employer to exclude
field nalls to accommodate employee's
Jobility.
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Subcontract Specialist

Blindness - Legal

D.0.T. #162.117-018

| Company Information |

Company Name
National Industries for the Blind
524 Hamburg Turnpike
Wayne, NJ 07470

Description of Company
National non-profit agency for
workshops for the blind under
Public Law 92-28 Javits Wagner
0'Day Program (JWOD). The agency
allocates contracts and provides
technical assistance and training
to associated workshops.

Number of Employees
99 total company
33 this site

For mcre information, contact
Robert K. Hanye
Administrator - Rehabilitation

Services

(201) 595-9200

1l Requirements of This Job |

Academic Credentials Required

Master's degree

Work Experience Required

Marketing, pricing, costing, anu
business administration

Examinaticns Required

None

Other Job Requirements

Dress code
Must be able to travel

L Job Information |

Wages

Information considered
confidential
Benefits
Paid vacation
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Dental insurance
Life insurance
Tax Deferred Annuity
Work Schedule
Permanent status
5 days a week, T hours a day
9:00 a.m. to 5:00 p.m.
Work Se“ting
Office and workshop sites
Employment History
3 years with company
1 year in this position
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Narrative Description

Coordinates business relationships

between contractors and workshops

for products and services.
Physical Demands

100% sedentary
Physical Activities Performed

Reach, sit, turn, hear, sense of
touch, finger dexterity

Environmental Conditions

Extensive travel throughout the
country

Spec.dal Conditions

None

Work Group

Works alone, one-to-one, and in
small and large groups

Standard Training Period

Not applicable beyond training
given any new employee.

Standard Amount of Direct Supervision

Moderate

Probationary Period

None




Subcontract Specialist

Blindness - Legal

[ Significant Duties ]

Leadership/Administra.ive/Managerial
Provide leadership
Implement company policies
Represent the company at internal
functiions
Represent the company at external
functions
Problem Solving/Reasoning Tasks
Determine own work activities
Recognize and use appropriate
procedures
Conduct work activities in appropriate
sequence
Obtain resources needed to carry out
work
Recognize the effects of changing
quantity or quality of materials
Collect and organize information
Analyze and synthesize information
Identify alternative approaches or
solutions
Review progress periodiecally
Evaluate for accuracy and completeness
Correct deficiencies
Summarize and draw conclusions
Devise new ideas and better work
methicAds
Computer Tasks
Enter data into computers
Access data from computers
Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,-,x,/)
Fstimate quantities needed to d¢ a job
Calculate costs

Use numerical values from charts,

diagrams, tables

Construct diagrams, charts, records
using numerical calculations

Make and use mecsurements

Use formulas (translating, substituting
values)
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Writing Tasks

Write legibly

Complete forms accurately

Write sentences in standard English

Organize, select, and relate ideas in
writing

Produce intelligible written documents

Identify and correct errors in writing

Reading Tasks

Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Effectively present informaticn to
groups

Manual Perceptual Tasks

Use keyboard skilis
Develop visual presentations




__Special Conside~ations for This Worker |

Limitations
Vision

Special Training
Supervisor provides standard training.

Job Accommodations

Individual lighting, raised reading
table, and low vision aids including
magnifiers were installed by employer
to accommodate employee's vision
($100).

An enlarged compnter screen system
was installed by employer to assist
numerous employees who are blind
($200 each).

Taxicabs and limousines are used fer
on the job travel to accommodate
employee's driving ability.

Assistance in locating housing on
public bus routes provided by employer
to accommoda:e emplcyee's
transportation needs.

Personal Strengths
Dedicated to the employer and job
Seeks accommodations when needed
Functions as a team member

Financial Incentives for Hiring
None

Other Job Replication Factors

Employer should allow for individual
accommodations. Simple and inexpensive
lighting and color modifications should
be considered by the employer.

o
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Taxpayer Service Representative

Cerebral Palsy

D.0.T. #237.367-022

{  Company Information |

Company Name
Interral Revenue Service

517 East Wisconsin Avenue
Milwaukee, WI 53201

Description of Company
Federal agency administrating
federal tax program

Number of Employees
800 total company
450 this site

For more information, contact
Mark K. Laing
Challenged Program Manager
(414) 291-1741

|  Requirements of This Job |

Academic Credentials Required
High school diploma
Passing the course given by the IRS

Work Experience Required
Prior telephone communications
experience preferred.

Examinations Required
None

Other Job Requirements
Dress code
Good communication techniques

[ Job Information ]

Wages
$11.00 per hour

Benefits
Paid vacation
Paid holidavs
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Life insurance

Work Schedule
Permanent status
5 days a week, 8 hours a day
8:00 a.m. to 4:30 p.m.

Work Setting
Office

Probationary Period
None

Employment History
5 years with company
3 months in this position

Narrative Description
Answers telephone questions by
taxpayers regarding taxes; and
conducts extensive tax research.

Physical Demands
100% sedentary

Physical Activities Performed
Reach, sit, see, hear, sense of
touch, finger dexterity

Environmental Conditicns
None

Special Conditions
High rate of production

Work Group
Large group

Standard Training Period
30 days

Standard Amount of Direct Supervision

Minimal




Taxpayer Service Representative

Cerebral Palsy

[ Significant Duties N

Leadership/Administrativ~/Managerial

Provide leadership

Implement company policies

Represent the company at external
functions

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work (very important)

Collect and organize information

Analyze and synthesize information

Computer Tasks

None

Mathematical Tasks

None

Writing Tasks

Write legibly
Complete forms accurately

Reading Tasks
Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks
Listen - extremely important
Follow intent of oral directions
Talk
Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related

conversations

Report accurately what others have
said

Give clear oral instructiors and
directions

Explain activities and ideas clearly

Manual Perceptual Tasks
Use job-specific hand tools and
equipment (telephone system)

Operate machine(s) (telephone system)

| Speecizl Considerations for This Worker |

Limitations

Acceptance of supervisors, lifting,
carrying, pushing, pulling, kneeling,
squatting

Special Training

Classroom instructors and job coach
provided instruction on new tax laws
and on-the-job training du. ing 6 week
standard training period. Eaployee
received certificate upon completion
of the standard training.

Job Accommoudations

None
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Personal Strengths
Positive attitude
Grasps information quickly
Good communication skills

Financial Incentives for Hiring
None




Teacher of Visually Impaired Blindness - Legal

D.0.T. #094.227-014

[ Company Information ] 1 Requirements of This Job |
Company Name Academic Credentials Required
Revere School Department Master's degree
Revere High School Massachusetts teaching licease

Revere, MA 02151
Work Experience Required

Description of Cempany Educational experience with
A public senior high school visually impaired preferred
Number of Employees Examinations Required
450 total company (estimate) Physical
For more information, contact Other Job Re uirements
Olivia Ferrante, Teacher Civil Service exam

(617) 284-1135

[ Job Information |
Wages Narrative Description
$2,500 per month Teaches visually impaired children
(ages 2-22) skills (i.e., Braille,
Benefits typing, listening skills) necessary
Paid vacation for school success; orders special
Paid sick days raterials; and tutors in subject
Pension areas.
FICA
Worker's compensation Physical Demands
Medical irsurance 50% sedentary, 10% light work,
Life insurance 20% medium work, 20% heavy work
Work Schedule Physical Activities Performed
Permanent status Push, pull, reach, stoop, sit,
5 days a week, & hours a day see, color vision, hear, sense of
8:00 a.m. to 2:00 p.m. touch, finger dexterity
Work Setting Environmental Conditions
School None
Probationary Period Special Conditions
3 years None
Emplcyment History Work Group
14 years with company One-to-one

14 years in this position
Standard Training Period
On the Job classroom experience

Standard Amount of Direct Supervision
Minimal
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Teacher of Visually Impaired

Blindness - Legal

] Significant Duties B

Leadership/Administrative/Managerial

Implem.nt school policies

Represent the school at external functions

Attend meetings

Problem Solving/Reasoning Tasks

Determine own work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain recnurces needed to carry out
work

Collect and organize information

Identify alternative approaches or
solutions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficienZ.es

Devise new ideas and better work
methods

Computer Tasks

None

Mathematical Tasks

Count

Understand order (e.g., first, secona,
last)

Understand concepts of greater than and
less than

Handle basic calculations /+,-,x,/)

Use nuuerical values from charts,
diagrams, tables

Teach arithmetic

Reading Tasks

Identify work-relatzd symbols/signs
Read simple directions
Read technical information

Writing Tasks

Copy accurately

Write legibly

Complete forms accurately

Write sentences in standard Englisi

Organize, select, and relate ideas in
writing

Produce intelligible written documents

Identify and correct errors in writing

Write student progress reports

Teach handwriting

Communication Tasks

Listen

Follow intent of oral directions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Give clear oral instructions and
directions

Explain activities and ideas clearly

Effectively present information co
groups

Teach communication and listening
skills

Communicztion by phone

Manual Perceptual Tasks

Eye-tand coordinatiorn

Hand work

Use job-specific hand tools and
equipment (instructional tocls and
equipment)

Operate uachine(s) (typewriter,
brailler, telephone system)

Use keyboard skills

['evelop visual presentations




| Special Considerations for This Worker |

Limitations
Driving

Special Training
None

Job Accommodations

Brailler and typewriter provided by
school tc¢ assist employee's teach-
ing and communications with students
and staff.

Transportation to work provided by
parent to accommodate emplo™-e's
ability to drive.
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Personal Strengths
Understands students
Identifies with students
Good role model, having attconded public
school

Financial Incentives for Hiring
None

Other Job Replication Factors
A visually impaired person must
have good mobility skills within
work environment.
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Vice President

Learning Disability

D.O.T. #18Y.117-034

| Company Information ]

Company Name
Park Movirg and Storage Company

P.0. Box 666
Aberdeen, MD 21001

Description of Company
Moving and storage of used household
soods and computers.

Number of Emplosees
30 total company
30 this site

For more information, contact
Mark Derbyshire
(301) 272-4u4b66

|  Requirements of This Job |

Academic Credentials Required
Bachelor's degree

Work Experience Required
None

Examinations Required
None

Other Job Requirements
Dress code

Job Information !

Wages
$2,500 per month

Benefits
Paid vacatior
Paid holidays
Paid sick days
Pension
FICA
Worker's compensation
Unemployment compensation
Medical insurance
Life insurance
Company vehicle
Work Schedule
Permanent status
6 days a week, 8.5-10 hours a day
7:30 a.m. to 6:00 p.m.
Work Setting
Office
Probtationary Period
None
Employment History
8 years with company
3 years in this position

188
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Narrative Description
Processes insurance claims; aralyzes
legal issues; develops company
policies; and performs other
administrative duties.

Physical Demands
90% sedentary, 10% light work

Physical Activities Performed
Sit, turn, see, hear, sense of touch,
finger dexterit:

Environmer.tal Conditions
None

Special Conditions
High level of stress

Work Group
One~to-one

Standard Training Period
4 months

Standard Amount of Direct Supervision
Minimal

-
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Vice President

Learning Disability

il Significant Duties J

Leadership/Administrative/Managerial

Provide leadership

Develop company policies

Implement company policies

Specify goel.: and vork tasks of others

Supervise personnel

Represent the company at internal
functions

Represent the company at external
functions

Proulem Solving/Reasoning Tasks

Determine own work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the erfects of changing
quantity or quality of materials

Collect and organize information

Analyze and synthesize information

Tdenticy alternative approaches or
solntions

Review progress periodically

Evaluate for accuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work
methods

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Understand concepts of greater than and
less than

Handle basic calculations (+,-,x,/)
Estimate quantities needed to do a job
Calculate costs

Use numerical values from charts,

diagrams, tables

Construct diagrams, charts, records
using numerical calculations

Make and use measurements

Use formulas (translating, substituting
values)

repare budgets

189

Writing Tasks

Organize, select, and relate ideas in
writing

Reading Tasks

Identify work-related symbols/signs
Read simple directions
Read technical information

Communication Tasks

Listen

Talk

Speak clearly

Use appropriate vocabulary

Stay on the topic in job-related

conversations

Beport accurately what o.hers hav-
said

Give clear oral instructions and
directions

Explain ac*ivities aud ideas clearly

Manual Perceptual Tasks

Use keyboard skills

Computer Tasks

o -
ALY

Enter data into computers

~




(__Special Comsiderations for This Worker |

Limitations Personal Strengtns
Reading, writing, spelling, speaking Deermined
Intelligent
Special Training Willing to perform job duties
Supervisor provided initial Y4 month
special training on insurance and Financial Incentives for Hiring
legal procedures using company manuais None
and case studies.

Job Accommodations

None

-

Q%!
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Waiter/Waitcess

Mental Retardation - Mild

D.O.T. #3..477-030

Company Information ]

Company Name

National Pizza Company dba Pizza Hut
Highway 45 South
Selmer, TN 38375

Description of Company

Pestaurant serving a variety of
meriu items.

Number of Employees

20 this site

For more information, contact

Den W. Wolfe, Manager
(201) 5d45-3261

" Pequirements of This Job |

Academic Credentials Required
High school diploma

Work Experience Required
None

Examinations Required
None

Otrer Job Requiremerts
Uniform
Dress code

{ Job Infcrmation

Har 3

&3:35 per hour

Benefits

Paid vacation

FICA

Worker's compensation
Unemployment compensation
Stock purchase

Work Schedule

Permanent status

5 days a week, 6 hours a day
Time of work varies

Retating shifts

Work Setting

Restaurant

Probationary Period

90 days

Employment History

7 months with compay
5 months in this position

<N
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Narrative Description
Performs variety of duties in
restaurant operation including
prepares food items; cleans; greets
and seats customers; waits on tables;
takes telephone orders; sets up salad
bar; makes coffee; operates dish-
washer; and maintains kitchen and
dining areas.
Physical Demands
5% sedentary, 20% light work,
75% medium work
Fhysical Activities Performed
Push, pull, reach, balance, kneel,
turn, see, color vision, hear,
sense of smell, sense of taste,
sense of touch, finger dexterity
Environmental Conditions
Noise, mechanical hazards, burns
Special Conditions
Precision/quality
Human relations
Work Group
Small group
Standard Training Period
90 days
Standard Amount of Direct Supervision

Minimal



Waiter/Waitress

Mental Retardation - Mild

[ Significant Duties B

Leadership/Administrative/Managerial

Implement company policies
Represent the company at internsl
functions

Problem Solving/Reascning Tasks

Determine Jwn work activities

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Recognize the effects of changing
quantity or quality cf materials

Ccllect and organize information

Identify alternative approaches or
solutions

Evaluate for -ccuracy and completeness

Correct deficiencies

Summarize and draw conclusions

Writing Tasks

Copy accurately

Write legibly

Complete forms accurately

Organize, select, and relate ideas in
writing

Produce intelligible written documents

Reading Tasks

Identify work-related symbols/signs
Read simple directions

Communication Tasks

Listen

Follow intent of oral dir.~tions

Talk

Speak clearly

Use appropriate vocabulary and grammar

Stay on the topic in job-related
conversations

Report accurately what others have
said

Computer Tasks
None

Explain activities and ideas clearly

Manual Perceptual Tasks
Eye-hand coordination

Mathematical Tasks

Count

Understand order (e.g., first, second,
last)

Handle basic calculations (+,-,x,/)

Estimate quantities neeed to do a job

Calculate costs

Use numerical values from charts,
diagrams, tables

Make and use measurements

Use formulas (translating, substituting

values)

Hand work

Cons.ruct, fabricate or assemble
materials

Use Jjob-specific hand tools and
equipment (knives, chcppers, slicer)

Operate machine(s) (dishwasher, coffee
maker)

Set up machine(s)




| Special Considerations for This Worker |

Limitations Personal Strengths
Low frustration tolerance, interactions Willing to learn
with coworkers, writing, speaking Accepts changes in duties

Desire to improve self

Special Training

Job trainer from Adult Activity Center Financial Incentives for Hiring

provided special training to introduce Targeted Jobs Tax Credit

new tasks as needed. Ccmpany policy

guidelines and training manuals are used

in the special training. Employee en-

tered permanent employment upon com-

pletion of the special training.

Job Accommodations

Work assignments and expectations
gradually increased by enployer and
Jjob coach to have employee accept
more job responsibility.

Daily monitoring and feedback provided
by employer and job coach to assist
employee in maintaining appropriate
personal hygiene.

N’
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Window Washer r—- Mzatal Retardation

2.0.T. #389.687-014

[ Company Informatica ] __Requirements of This Job |

"~

Company Name Academic Credentials Required
Granit Hotel None
Granit Road
Kerhonkson, NY 12446 Work Experience Requirea
Preferred

Des2ription of Company
Hotel

Sxaminations Required

None
Nusber of Employees
250+ total company Other Job Requirements
50 this department None

For more information, contact
Dora Lynch, Executive Housekeeper
(914) 62€-3141 Ext. 7

L Job Information ]

Wages Narrative Descripticn
$3.75 per hour Washes windows throughout the
hotel.
Benefits

Paid vacation®

Physical Demands

Paid sick days®* 100% light work

FICA

Worker's compensation Physical Activities Performed
Unemployment compensation Push, pull, reach, 2limb, balance,

¥After 1 year stoop, kneel, crouch, sit, turn,

see, depth perception, sense¢ of

Work Schedule touch, finger dexterity

Permanent status
6 days a week, 7.5 hours a i/ Environmental Conditions
8:00 a.m. to 4:00 p.nm. Hot, cold, humid, wet, dust, dirt,

oders, noise, cramped quarters, high

Work Setting places
Hotel

Special Conditions
Distracting conditicns

Probationary Period

None
Wor Group
Employment History Works alone
1 month with company
1 month in this position Standard Training Period
5 days

Standard Amount of Direct Supervision
Moderate
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Window Washer

Mentzl Retardation

{ Significant Duties J

Leadership/Administrative/Managerial
None

Problem Solving/Reasoning Tasks

Recognize and use appropriate
procedures

Conduct work activities in appropriate
sequence

Obtain resources needed to carry out
work

Evaluate for accuracy and completeness

Correct ueficiencies

Computer Tasks
None

Mathematic-1 Tasks
Understand order (e.g., first, second,
last)
Estimate quantities needed to do a job

Writing Tasks
None

Reading Tasks

Identify work-related symbols/signs
Read simple directions

Communication Tasks

Listen

Follow intent of oral directicns

Talk

Speak clearly

Stay on the topic in job-related
conversations

Report accurately what others have
said

Manual Perceptual Tasks

Eye-hand coordination

Hand work

Use job-specific hand tools and
equipment (squeezee, ladders, blades,
screwdrivers, pliers and other hand
tools and equipment)

| Special Considerations for This Worker |

Limitations
Interactions with coworkers, distract-
ability, writing, spelling, mathematics,
working in a group, remembering,
following spoken directions, following*
written directions, allergies

Special Training
Supervisor provided initial special
training on tool use.

Job Accommodations

Counseling and follow=-up services
provided as needed by the Association
for Retarded Citizens Agency to
accommodate employee's nesd for
support.

Daily transportation to and from work
provided by the Association for Re-
tarded Citizens Agency to accommo-
date employee's transportation needs.

195

Personal Strengths

Good attendance
Capable of performing tasks
Accepts supervision

Financial Incentives for Hiring

None

Other Job Replication Factors
Employers should provide support and
allow time for learning jobh skills and
it will probably work out in your
best interest.

cNo
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MARKETING YOURSELF: STRATEGIES FOR JOB SEEKERS

Introduction

The employment process you will experience is more than the initial task
of "getting a job." Employment involves recruiting, interviewing, hiring,
orienting, training, supervising, evaluating, promoting, and, sometimes, firing
(Jamison, 1976). Currently, the average person will change carceers at least 3
times and change jobs 6 times in their lifetime (Block, 1987). Once an
employment position is obtained you must continue marketing yourself as you
advance within the company cr move on to other employment.

In a national survey conducted by Harris(1986) for the International
Center for the Disabled two-thirds of the persons with disabilities between
ages 16 and 64 were identified as still not working. There is a need for
perscns with disabilities to learn job seeking strategies to obtain and improve
employment (see Figure 1). The first job you have will seldom be your last.

As a job seeker with a disability you must be successful in marketing yourself.

This chapter will discuss each stage of employment by presenting a general
description, specific strategies and employer comments. Information is
presented from employers, service providers, educators, and employees with a
disability who have produced self-marketing materials, commented on the

employment process, or participated in the project on Replicating Jobs in

Business and Industry for Persons with Disabilities. This chapter is directed

towards the individual with a disability seeking a job, but can be adapted by
service providers and educators. Section Four of Jobs Volumes One through Four

describes additional resources on specific stages of the job seeking process.

Figure 1
Employer Comments on Hiring Persons with Disabilities

Employers are not interested in hiring the disabled, but in hiring people who can do the

job. The increasing shortage of qualified workers is prompting many  companics
increase pay and benefits to reduce turnover. The impact for persons with disabilitics

10
is

that there is less competition than in the past, and more jobs pay higher than minimum

wages (President’s Commitiee on Employment of the Handicapped, November 1987).

Business is 0ot looking to hire the handicapped person in a wheelchair t0 give
company a good image (Woodies Department Store, November 1987).

The disabled are the  highest unemployed and best educated

country (Milt Wright & . .csociates, Inc., December 1987).

minority  group in
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Personal Marketing Plan

In seeking a job persons who are best at marketing themselves usually are
hired first. Strategies should be developed to locate employment, interview
with the appropriate employer and obtain employment. To organize your efforts
to develop job seeking strategies a Personal Marketing Plan is presented in
Figure 2.

This plan can be used as a guide in locating, accepting, and improving
employment. There are two sections of the plan, pre-employment skills and
post-employment skills. Each section is related to parts of this chapter, and
follows the same sequence. Read through the Personal Marketing Plan before
continuing in the chapter. It will show you the topics that will be presented
in detail. After reading the chapter use the plan to record information to
market yourself. Copies of the plan should be used each time you begin the job

seeking process.

Recording Expenses

Record your expenses as you seek employment, noting the type of expense and
amount. Prin:ing fees, travel to interviews, telephone calls to employers,
materials purchased and other job seeking expenses may be deductible on your

federal income tax. Internal Revenue Service Publication 907, "ix Information

for Handicapped and Disabled Individuals, describes deductible expenses and

conditions. Contact the Internal Revenue Service for ordering information.

Self Appraisal

Many people obtain a job for the wrong reasons and become unhappy, bored,
or angry with their work. People often accept a certain job because of related
school succers, pressure from parents or friends, convenience, financial needs,
or academic achievement. None of these reasons will help you identify a job
that you can enjoy. In order to feel personal success in a job first identify
what you do well and why you enjoy doing it. Then vou can lock for a job that
uses your abilities and interests. A self-appraisal of your abilities and
interests should be your first step in marketing yourself. You must know your
"product." Refer to Figure 3 for examples of cmployee strengths valued by
employers.

There are several aptitude exams and interest inventories that may be used

to determine your potential job choices. Be sure any exam you take is

Q 198~ 5,
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Eigure 2

Personal Marketing Plan
Pre-Employment

My ideal job will be:

Job information sources used:
Description Date Used Results

AN N T o D

Date Ready

EMPLOYER CONTACT FILE ORGANIZED (company name and address, contact person
and title, phone number)

RESUME (final copies made and ready to be used)

INFORMATION FOR APPLICATION FOR EMPLOYMENT (names, dates, addresses,
salaries, phone numbers)

LETTER OF APPLICATION (correct format, style in rough drafts)

SAMPLES OF PREVIOUS WORK

REFERENCES (letters, permission obtained, telephone numbers)

INTERVIEW READINESS CHECK (appearance, wardrobe, breath, etc.)

COMPANY RESEARCH COMPLETED

THANK-YOU NOTES (supply of paper, envelopes, stamps, examples) .

LOG OF EXPENSES FOR IRS

Timetable of Employer Contacts
Dates Completed
fé’
&/
CYLs &
36? f &é* N
& <° / Results

&
CYAVA

Employer and Contact Person




Elgure 2. contd,

Personal Marketing Plan
Post-Employment

JOB TITLE:

DUTIES:

WAGES/BENEFITS:

WORK SCHEDULE:

PROBATIONARY PERIOD:

ORIENTATION: Date: Describe:

Forms/Exams Date Completed

ACCOMMODATIONS: Description, Person Responsible Date Discussed Late Completed

STANDARD TRAINING: Description, Results Date Started Date Completed

I l

SPECIAL TRAINING: Description, Results Date Started Date Completed

OTHER DNFORMATION:

Name of supervisor to ask for help on job dutics:

Name of someone outside the company to ask questions of:

Location of written job information or company handbook:

GOAL SETTING: After working here , I will be able to
(time) (new or improved skills)
This goal will happen because , and will be evaluated
(plan of action)
(time)
EVALUATIONS BY EMPLOYER: Date: Describe:

WORK SELF-EVALUATION: Describe Progress Towards Goal

After two weeks,

After six months,

After one year,

Has my initial goal been met? What changes or new goals shonld I try?




Figure 3

Characteristics of Successful Employees

Top 10 Strengths of Top 8 Qualitie; of
Employees with a Disability Employees
Volumes 14

Follows directions
Completes tasks unassisted
Arrives on time

Shows self-control

Takes responsibility

Shows resp=ct for equipment
Shows respect for others
Accepts criticism

Ability to get along well with others
Abiiity to stiy on task

Ability to take direction and criticism
Willingness to work

Consistent attendance

Dependability

Communication skills

Willingness to learn

Appropriate attitude

Motivation (Job Service, 1987)

® N AL -

L
2.
3.
4.
5.
6.
7.
8.
9.

—
<

(Replicating Jobs for Persons with Disabilities
in Business and Industry, 1985-1938)

explained in detail. A listing of your abilities does not show which abilities
you really enjoy using. An interest survey does not assess your abilities for
specific jobs. You must identify the relationship between you. interests and
abilities before seeking a job.

The following describes a self-appraisal exercise you could use. Think of
something you made or did that was enjoyable to complete. It may have been
related to work, school, a hobby or interest. Record the activity on paper or
a tape recorder. Be sure to include details, describing the problem 5:-
situation,.your actions, and the results. Get help from a friend or relative
if necessary, and repeat the process until you have seven "mini success
stories."

Now look at these seven stcrie~ and identify specific skills used in each
situation. Record the skills by grouping them into three t,,es: skills used
with people, skiils used with information or knowledge, and skills used with
things.

After identifying the skills used in these enjoyable situations you can
develop your ideal job description. Go through your lists of skills and choose
those skills that you most enjoy using. Think about what you would produce

using those skills, and whether it's related to a product, service, or

o P
‘ <l!
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information. Describe the work you would enjoy doing and the specific skills
you would use. An example would be: "I want to work with people in a small
group using my skill in assembling parts for an electronics company." You can
then explore jobs that are similar to your ideal. For more detail on
identifying your skills refer to the book What Color is Your Parachute?
(Bolles, 1988), described in Section Four of this book.

Refer to Section Two of Jobs Volumes One through Four for examples of jobs

using your skills. The Narrative Description and Jignificant Duties sections

of each job lists the skills used most often. This information can help you

identify your ideal job.

Job Sources

To begin locating information on specific jobs use both public notices and
personal contacts. See Figure U4 {or a listing of possible resources. The
newspaper job advertisements are only one public notice source. Ask your
public library staff for information on local employers and jobs in which you

are interested. The library contains reference books that describe job duties

Figure 4

Resources to Locate Jobs

Help wanted ads in newspapers Small Business Association
Telephone directories (Yellow Pages) Beuer Business Bureau

Placement Offices Private Employment Agencies

Job Service Business Establishments

Friends and Relatives Civil Service Amnouncements
Professionals Labor Union Halls

Professional or Trade Associations School and College Placemsn: Offices
State Manufacturer's Index Storefront Signs

Library Community Job Placement Agencies
Periodicals and magazires Vocational Teachers

Bulletins Vocational Rehabilitation Counselors
Volunteer work contacts Interdenominational Church Council
Job Clubs an J Support Groups Industrial Directories and Information Pamphlets
Women's O ganizations Advertising Agency Listings

TV or Radio job listings Door-to-Door "Cold Calls"
Temporary Help Agencies Job Training Agencies

Local Comraunity Organizations Hidden Job Market

Chamber of Commerce

(Job Service, 1988)

As a last resort, look for work from friends or where your family is employed. Go make your
own reputation (Westgate Systems - Honor Shoppe, June 1987).

"i o~
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and future employment trends. The Chamber of Ccmmerce in your area will also
have information on employers.

Public schools, the department of vocational rehabilitation, and private
agencies such as Goodwill Industries or the Association for Retardec Citizens
can provide local employment information. Contact these sources even if you
were not involved with them previously.

Talk with your family, relatives, and friends. Describe the type of job
you are looking for, and ask them if they know a person you can contact. You
can then meet with that person to learn about job duties and possible
openings. Use the following questions when talking with your personal contacts
(Bolles, 1988):

1. May I tell them you recommended that I talk with them?
2. Can I use your name?

3. Would you be willing to call ahead, so that they will know who I am when
I go over there?

Use a variety of job information sources. Vacancies are not always posted
in the newspaper or listed with an agency. Personal contacts may also be
unaware of job vacancies. Be willing to explore companies that interest you
but have no vacancies at the present time. Your interview with them may lead

to a job in the future.

Recruitment

Many employers locate potential employees through recruitment programs.
Marketing yourself through recruitment activities can lead to obtaining the
right job for you. Several opportunities for recruitment exist, as seen in the
following list. Other local recruitment programs may be available.

1. Place and answer recruitment advertisements in newspapers and magazines

including periodicals specifically for the disabled (i.e., Disabled
USA, Mainstream, Braille Monitor, The Deaf American).

2. Place or monitor advertisements on electronic communications media
including radio information services, electronic bulletin boards, and
television including cable, captioned programs, and public broadcasting
stations.,

3. Request assistance from executive search firms and employment agencies.,
4, Contact specialized service organizations and manufacturers of

technological aids and devices (i.e., American Coalition of Citizens
with Disabilities, Recordings for the Blind, IBM).

203 <17




5. Contact vocational/technical, college and university, and other
postsecondary insticution placement directors and disabled student
coordinators in ycur area for assistance. Many special student
coordinators are members and use materials from the Association of
Hadicapped Student Services Programs in Postsecondary Education
(AHSSPPE). (See Section Four for address and phone number),

6. Utilize specialized Job banks (i.e., JOB-National Federation for the
Blind, Project on the Handicapped in Science of *he American
Association for the Advancement of Science (AAAS).,

7. Participate in local and regional job fairs where companies explain the
career benefits of their firms to potential applicants. In some caces
Job interviews are conducted on-site.

8. Utilize local seriice club partnerships, such as the Rotary Clubs
International's prrogram. Members regularly read in their club
newsletter about pre-screened, job ready workers available from the
area's community service providers.

9. Coordinate your job search with available computerized job match
systems. Local organizations and agencies are establishing databanks
of job-ready clients and matching those files with employer job orders,

Other sources of recruitment used by employers are described in Figure 5.

Eigure 5

Other Recruitment Sources

We seek qualified workers from the state Vocational Rehab'itation Department,  special
schools and universities such as Gallaudet College, and we check with other employers
for  recommendations of "new hires" (Uniformed  Services  University of Health  Sciences,
November 1987).

We  recruit  from  col'sges for  summer help and  upcoming  graduates, looking  for
motivated  people. With  the Department of Defense we attend 32 recruiting  meetings
annually (David Taylor Maval Ship Research and Development Center, November 1 987).

The  Marriot  Corporation has a  mechanism to  recruit people  with  capabilities, not
disabilities (Marriott Corporation, July 1987)

Resume

A resume should be written that matches your strengths with the companies
goals. You have identified your ideal Jjob using self-appraisal. Through your
job information sources identify how the skills you have can be used by the

company. Cli.arly state your skills in the resume with brief examples so it is

&1
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obvious to the employer that you would be an asset. The resume provides a
record of your education and experiences and is also a sample of how you
communicate(see Figure 6). %plor. the different resume formats and choose the
one that meets your needs. Have another person proof-read your final draft

before you make copies.

Figure €

Advice from Employers on Resume/Applications
N

The Top Ten Factors Employers Look for Personnel Officers'
When Reviewing ApplicationsResumes Advice on Resumes

Reason for leaving previous jots DO be brief, truthful, neat and relevant.
Types of duties performed in previous jobs
Specific vocatione| skills 20 NOT lie, omit vital details, include
Kinds of jobs held irrelevant material, or fail to state job
Good spelling accomplishments.

Accurate ‘nformation on application
Neat apylication sppearance (Robert Half Recruiting Firm, 1987)
Level of education

Number of jobs held

Gaps in employment

(Robert Half Recruiting Firm, 1987)

SPRNOAMAEWN ~

Employers are not a group, but individuals with individual needs. The business world needs job
resdy candidates, not for fillng quotas, but to solve a company problem (Woodies Department Store,
November 1987).

Resume - neat/simple/shori/factual - Do not fold - Put on enough stamps to mail it.

(Westgate Systems - Honor Shoppe, June 1987)

Letters

There are three types of letters commonly used in job seeking: 1) Letters
of inquiry should be sent to ask for employment opportunity information from
unions or professional associations, or to r-quest company brochures; 2)
Letters of application are sent to apply for a specific vacancy; 3) Cover
letters are sent with your resume and may be letters of application. In all
three cases you should describe your background as relating to the job, show
that you are informed about the company, and suggest how your skills cculd meet
the .mployer's needs.

The usual letter is one page in length and contains three paragraphs,
giving short but clear information. The first paragraph states your purpose

2igc
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for writing, whether for information or to apply for a position. The second
describes your skills and relates _hem to potential employment. The third sums
up the letter and tells how to contact you. In addition, the letter should be
addressed to a specific person using their correct title, not look like a form

letter, and be neatly typed without spelling errors.

Interviewing

The interview is a chance for you and the employer to meet in person and
answer each other's questions. Each has information they are seeking, and can

help the other person obtain clear answers.
The employer wants to:

1. 1identify your abilities,
2. observe how you present yourself,
3. determine if you will fit in at the worksite.

You want to show that:

1. you're the best candidate for the job,

2. find out if this job and company are what you want,

3. get a job offer for consideration.

When scheduling the interview have alternate times available. 1In general,
most employers are receptive to job seekers between 9:00 and 11:00 a.m. and
after lunch until 3:00 p.m. Practice your interviewing skills with a friend
role-plaving as an employer. Use a tape recorder or VCR to record the mock
interview. Review the recording to critique your strengths and weaknesses.

When going to the interview be prepared for standard questions, dress
neatly, and arrive at least 10 minutes early to observe the area. A typical
interview lasts about 30 minutes and has three parts. The ice-breaking period
is when you make your first impression. Interviewers sometimes take oaly 20
seconds to form an opinion of a job seeker. The main part of the interview is
when you and the interviewer exchange information. Be positive in your
responses, exchanging information rather than reciting it. Only you have your
specific combination of abilities, interests, and experiences. Present these
in relation to the job. The closing of the interview is your chance to restate
your interest in the position and summarize your strengths. You should also

find out what follow-up will occur, such a2 you calling in one week or the
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employer sending a notice to you. Employer suggestions for interviewing are

listed in Figures 7, 8 and 9.

Figure 7

Advice from an Employer to Interviewees

Interviewee should state: "'in a little bit better, I'm the best value.”

Be enthused - be positive - practice for your "audition.” Be a cut above the rest.

Ask for response. What does it take to get hired? What does it take to get promoted?

Indicate your commitment. Temporary (passing through) or permanent. Your honesty will be refreshing and rewarding in
most cases.

Ask if you can phone or call back to reinforce your interest. Call or write if you find work elsewhere. It's SELDOM done.

Don't briig along boy, girlfriend, mom.

Park down a ways - not in reserved parking spaces.

"I'm looking for work - not a job."

Excuse self when employer gets call - leave some things on chair while waiting outside office.

Avoid having bad breath.

Nervous habits - can you do something about it?

Employers observe ti.s condition of your car.

Coffee - if offered take it - it says "let’s talk.”" Coffee is an American institution.

Firm but friendly handshake. The ,ob applicant should offer first.

Don't ask secretary to throw away your garbage.

Ask references how they will describe you: employment

Leave personal problems at the door. Avoid negative image.

(Westgate Systems - Honor Shoppe, June 1987)

Figure 8

Keys to a Successtul Interview

Applicants should say to themsclves: "I know I can do this job. I know I am qualified. Iam going to make this employer
want me. I am going to sell myself."

Straighten your back, hold your head up, step forward with confidence and enthusiasm. You will create a similar attitude in
your prospective employer.

Show your eagerness by your walk.

Stand up and sit up straight.

Swess your interest in your work.

Let the interviewer lead the discussion or control interview.
Display documents only when more facts are requested.
Use business English.

(Job Service, 1988)

XN
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Questions that may lead to diserimination should not be asked during an

interview. Questions about your marital status, spouses employment, children,

race, religion, or financial status should not be answered. The interviewer

may not ask general open-ended questions regarding your health or uisability,

or use medical check~lists when the conditions listed will not affect Jjob

performance. If you choose not to answer a question, politely tell the
4

interviewer you feel the question is not appropriate or relevant to your

ability to do the job. The interviewer can ask about your ability to do the

Jjob and past work experiences.

participate in affirmative action.

You may also be asked if you are willing to

Have them explain what their program is and

how they protect confidentiality before you respond. If you say yes the

interviewer can ask if there are any duties you cannot perform or any

accommodations you would need to be successful in the job. Examples of

individual accommodations can be found in Section Two ¢f Jobs Volumes One

through Four.

Figure 9

Suggestions for a Good Interview

Describe how the employer and yowr mutual needs can be met by employing you for a win-win
situation (President’s Committez on Employment of the Handicapped, November 1987).

What the Employer Likes to
Heer You Say During the Interview:

Please call me (first name).

1 would follow company rujcs in making
that decision.

I have short and long range career plans.

They are ...

1 have spent my unemployed time wisely.

I have studied the company.

I have a few questions to ask (NOT
about wages!).

I have learned skills from my previous
job.

When will I hear from you again:

(McBurney Resource Center, 1985)

DCNT make negative statements about yourself
DONT ask for questions to be repeated

DONT leave work samples at home

DONT starc at the wall

DONT say “Tm not prepared for that question”
(McBurney Resource Center, 1985)

What Employers Look for in an Interview:

No gaps in employment

Listening skills

Staying on the topic

Experiences in private industry
Followup - keeping in touch

(Glendale Federal Savings, March 1988)

Address accommodations at the end of the interview head-on (Glendale Federal Savings, March 1988).




Discussing Salary

Never discuss your salary needs before you are offered the job! Wait until
you know about the other factors (i.e. fringe benefits, advancement
opportunities, training, and working conditions) and are offered the job before
answering questions about salary.

If an employer asks you to state the minimum salary you wil® accept, don't
give a figure. No matter what amount you say, you will either be too high or
too low. If your answer is too high, the employer may assume that you won't
accept the job so it won't be offered to you. Answering with a lower figure
could cost you thousands of dollars if the employer would have paid a higher
salary. The following are suggested respon: - when asked what salary you
expect.

1. I'm really interested in long term growth and advancement. Right now,
I'm willing to accept whatever your company pays people like myself.

2. I don't have a particular amount in mind. I'm primarily interested in a
career with your company, not just a job.

3. I don't know what your company policy is, but I feel I'd do an
outstanding job for you. Do you have a particular salary in mind?

4. Since you are a fair employer I know you will pay me fairly.

If the interviewer answers with a salary figure, just nod your head and let
the interviewer continue. The employer may be offering you the job, but you
should be sure of the employer's intentions before you respond. The

interviewer should always present the salary issue first.

Disability Self-identification

The decision to identify yourself as a person with a disability must be
handled on an individual basis. Some employees with a disability identify
themselves to benefit from certain legal protections. Others choose to keep
their disability private. If you need accommodations for the interview inform
the employer in advance. When you disclose information on your disability in
an interview be specific and point out how you deal with any limitations that

you have (see Figure 10).
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Figure 10
Suggestions to Job Applicants on Disabillty Self Identification

Teachers  should  educate  students to  discuss  their  disability. Students  rust
comfortable with themselves (Miit Wright & Associates, Inc., December 1987).

Disclosing your disability is second to selling your abilities to do the job. Statements on
seif identification should be similar to the following:

T utilize (specific skills and/or equipment) to help with my disability.

I compensate for my specific limitations by using new technology (0 ...
I have learned to structure my time for efficiency.

My disability is the main reason I have directed my career towards ...

My disability has taught me a lot about myself, what I can do, and how to face new
challenges. For example ...

I'm ready to begin a career using my abilities in (describe).
I appreciate your understanding my individual disability limitations.

(McBurney Resource Center, 1985)

The disabled applicant needs t make the employer feel comfortable with the disability
(Milt Wright & Associates Inc., December 1987).

Employment Incentives

Part of marketing yourself is to provide an attractive "product" to the
employer. Being knowledg' able about and presenting employment incentives for
the employer can provide an "extra" bonus in obtaining your job. There are
several monetary and training incentives available to the employer who hires
persons with a disability (see Figure 11). Contact local agency personnel to
learn how these incentives apply to you and are provided to the community
employers.

Of the over 500 descriptions of jobs from the Replicating Jobs in Business

and Industry for Persons with Disabilities project, over forty percent utilized

some type of financial employment incentive. Approximately ten percent of the
Jjobs used various on-the-job training (0JT) funds and a variety of employment
incentives through the Job Training Partnership Aet (JTPA). Over twelve

percent of the jobs obtained by the project utilized Targeted Jobs Tax Credit

(TJTC). Thirteen percent of the employers used other employment incentives.
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Figure 11

EMPLOYER INCENTIVE PROGRAMS

PROGRAM

Targeted Jobs Tax Credit (TJTC)

Job Accommodation Network (JAN)

Tax Credit on Architectural and
Transportation Barrier Removal

National Assozlation of Retarded
Cltizens National Employment
end Training Program

Vocationa! Rehabliitation
On-the-Job Training
Program

Job Tralning and
Partnership Act (JTPA)

Minimum Wage Exemption
Certificate

Employee Search Agencies

Horticulture Hiring the Dis-
abled Personnel Assistance
Program

INCENTIVE

Tax credit of:

- 40% of first $6,000
sarned per empioyee pro-
vided the émployment lasts
at least 90 days or 120 hours

Free consulting service on
svallable alds and devices

Tax deduction on up to $35,000
spent to make a work place
more accessible for employees
ond C::istomers

Relimbursement of:

- 50% of entry wage for
first 160 hours of on-the-
job training

- 25% of entry wage for
second 160 hours

Shared payment of the disabled
smployes's wages for a fimited
time on a negotlated schedule

Relmbursement of:

- 50% of first 6 months’ wages
per employee Customized
tralning or retralning

Certlificate allowing employer
to pay 75% of minimum wage
or 50% for most severely
disabled workers

Free referral service of
qualified disabled workars

Free personnel services including
job analysis, empioyee recruit-
ment and screening, employment
Incentives assistance, job
accommodation and job follow-up

RESTRICTIONS

May not claim TJTC and
OJT for same wages
Certification must be
requested on or before
{Irst day of work

None

Improvements must meet
Treasury Department
standards

Worker must be mentally
retarded with 1Q below

70, at least 16 years oid,
unemployed over 7 days
Position must be permanent,
+half-time to full-time, pay
minimum wage and above

Worker must be s VR
client

Position must be perma-
nent, full-time, pay
minimum wage

Employer must hire
traineas with Intent of
permanent full-time
position

Wage must adequately
refloct worker's
productive capacity
Annual renewal

None

Employer/or group of
employers must have 10 or
more job positions
Services provided by 6 Area

MORE INFORMATION...

IRS (See Publication #906)

State Employment Service
Private Industry Councll

Vocational Rehabliitation

(Check State and City governmants
for locai TITC)

Cail 1-800-JAN-P! EH

intemal Revenue Service

Natlonal Assoclation of
Retarded Cltizens
Local Associatlon of
Retarded Cltizens

Local Vocational
Rehabilltation

Private industry Councll
Chamber of Commerce
City or State government

Department of Labor,
Wage & Hour Division
Reglonal Otfice

Vocational Rehabilltation
Govemor's or local Committee
for Employment of the
Handicapped

Horticuiture Hiring the
Disabled

Horticulture Hiring the
Disabled

Cail 1-800-634-1603

or Maryland

Offices and through a natlonal 301-948-3010

referral program

Adapted from Horticulture Hiring the Disabled Program handout, 1987
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Refer to individual job descriptions in Section Two of Tobs Volumes One through
Four for examples of other incentives used.
The job seeker with a disability also has employment incentives. Two of

the most recent incentives are the following:

Section 1619

Social Security Disability Amendments of 1980 (P.L. 96-265) and 1986 (P.L.
99-643) changes the effect of increased income on SSI benefits. Section 1619
allows an SSI recipient to retain Supplemental Security Income benefits and
Medicaid eligibility while earning above the $300 per month level. This allows

an increase in income without a loss of critical benefits.

Plan for Achieving Self-Support (PASS)

A written statement is completed with the Social Security Office listing
the steps an individual with disabilities will take to achieve an occupational
goal. Designated amounts of income and resources to be accumulated and used
toward the occupational objective are included in the statement. Monies set
aside in an approved PASS will not be used in determining SSI eligibility or
the SSI payment amount. Indiciduals can participate actively in employment and
training programs while receiving Medicaid and SSI benefits. SSI recipients
will maintain benefits if their work efforts end before they reach full

productivity.

Check with your local Social Security Office for more information on
Section 1619 and PASS. Other incentives include the Disabled Americans Work
Incentives Act, allowing Social Security Disability Insurance (SSDI) recipients
to retain medical benefits while gainfully employed, and the new tax break to
businesses that invest in technology to enhance employment.

Many persons with a disability use employment incentives when obtaining a

Job. Explore possible incentives that may apply to you or an employer.

Follow-Up

Follow-up after the interview is very important. A short thank-you letter
to the interviewer should be sent the evening after the interview. Keep
examples of thank-you letters in your file, but do not use a form letter.

Refer to some part of the interview, offer additional information and restate




your interest in the position. A neat, legibly written hand note is
acceptable.

If you have not heard from an interviewer by the tlme he or she specified,
call or write to reaffirm your interest. Briefly sum up the interview, avoid
sounding desperate, and don't overexpress your interest. In most cases one

follow-up contact should be enough if they are considering you.

Surviving the Job Search

The best way to survive the job scarch is to approach it realistically. If
you really want 2 job and conduct a full-time job search you may become
frustrated, worn-out, discouraged, angry, depressed, and 2.xious. This is a
normal reaction to the job search process. There are two possible outcomes to
all activity: rejection and success. Keep the following suggestions in mind
when you are progressing through your job search.

1. Treat your job search as an activity that will take considerable time

and energy. The most effective job search campaigns are the most
active ones.

2. Be persistent and conscientious. Keep your campaign going.

3. Don't take rejection personally. It doesn't mean you are not capable
or qualified. It simply means that the employer chose someone else.

4, Acknowledging and accepting your normal feelings during your job search
can help reduce some of the frustration.

5. Take scheduled breaks from job hunting to relax.

6. Enlist the aid and support of your family and friends to free you fr.a
other duties during your job search. You will not have extra time to
run errands, take care of children, or go out for a good time if you
are actively job seeking.

7. Take care of yourself. Eat properly, get enough sleep, maintain your
grooming »~bits, and keep a schedule that promotes a healthy job
search. When you look and feel good, your entire mental outlook
improves.

You only need one "yes" to get hired. Whether it takes one interview or

fifty-one interviews, you must continue until you succeed. Maintain a positive

attitude, run an active campaign, and don't quit until you win (see Figure 12).




Figure 12
Advice on Surviving the Job Search

You have to belicve you're really going to get a job.

Have a life apart from your career. You and your work are not one and the same. Don't let looking for a job consume you.

(BusinessWeek, 1988)

Don't look for sympathy; you're not a charity case.

Keep pulling doorknobs. Don't quit in the high quit zone.

Remember, you are created as a unique person - one of a kind - alive to fit somewhere - you are valuable.
Your & gree of confidence is very measurable.

You are a salesman getting the best mileage out of the package God gave you.

(Westgate Systems - Honor Shoppe, June 1987)

Accepting Employment

The decision to accept a job offer should be based on accurate, complete
information. After receiving a job offer ask for more information about any
details that you do not understand, including the following:

1. Wages or salary

2. Length of contract or probationary period

3. Specific benefits avail-ble and costs (if any)

4, Job responsibilities

5. Deadline for accepting offer

Use the information to answer the following questions.

About the jeh:
1. Do you like what you will be doing each day?
2. Will you be using the skills that are important to you? That you enjoy?

3. Can the skills you will develop be used in different jobs? Which ones?
Do those jobs appeal to you?

4, Will the experience and training you receive match you goals?

5. How long can you stay in this job without feeling you have outgrown it?
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About the people:

6. Do you like the people you will work with and for?
7. Can you learn from these people?
8. Will you enjoy being with them every day?

About the comrpany:

9. Do you feel comfortable in the work setting?
10. Do you feel good about the product or service they provide?

1. Is there room for advancement?

About you:

12. Are you excited about accepting the job offer?

Do not accept the first job offer you receive unless it meets your needs.
Other offers will be made if you continue to seek a job. Each offer should be
considered carefully using the questions listed above as a guide.

If you choose to accept the job notify the employer and get information on
the following:

1. Starting date and time

2. Name and location of person to report to for work
3. Materials needed for the first day (i.e., uniform, tools, papers).

Orientation

After accepting a job offer jyou can expect an orientation to the company
and your general responsibilities. Orientations vary in content and length
with each company. Some are given regularly to all new employees in a
classroom structure, while others are brief informal tours for individuals.
The personnel department, supervisor or owner may conduct the orientation (see
Figure 13).

Eigure 13
Job Orientation

Orientation also includes socialization, getting to see a day in the life of your new work role (Glendale Federal Savings, March
1988).




In general, the following are included in the orientation process.
Forms

You will be given a W-4 form for federal income tax withholding. You
should have your social security number with you as it will be needed for this
form. Additional forms may be required if eny fringe benefits are available,
such as health, dental, and life insurance. An employee information form may
include 1listing your background, emergency information and a disability
self-identification section. Complete all forms as soon as possible,

and seek assistance if needed.

Examinations

The company may require a physical, hearing, vision, or other exam for

employment. Over 60% of all jobs listed in Replicating Jol's in Business_and
Industry for Persons with Disabilities project did not require exams of any

type. Thirty percent required physical exams, and ten percent required vision,
hearing, or other exams including drug testing, a che._xer skills test, and
aptitude tests for the specific job. Examination forms may be provided at the
orientation, with the assumption that you will take the necessary exams and
return the forms by the deadline. Check with the employer to determine who

will pay for the costs of required exams.

Rules

Company policies will be described, including safety procedures, work
schedules, use of leave days, and work conduct. A policy handbook may be given
to you, and it is assumed that you will understand its content. If you are
uncertain about some rule ask for clarification. Be certain that you know the
work schedule ruies regarding lunch and breaks and the emergency procedure

for exiting the buiiding.

Company Profile

The company size, location, number of employees, products or services, and
goals will be presented. You will know some of this information from
researching the company prior to applying. The information presented will help

you see where you fit into the overall goals of the company.
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Physical Plant

A general tour of the facility will be given. Focus on the specific
location of your work site, related work sites, lounge area, dining facilities,

restrooms, emergency exits, parkiw.g, and entrance areas.

Specific Duties

Your position with the company will be described in detail including your
daily job responsibilities, resources provided to you, and expected outcomes.
Any accommodations that you feel will be necessary to perform your Job duties
should be reviewed at this time. The employer has hired you based on your

abilities and will expect you to meet the job outcomes stated.

Training

The employer may provide standard training for the job or special training
to accommodate your disability. Of the employers list2d in Jobs Volumes One

through Three of the Replicating Jobs in Business and Industry for Persons with

Disabilities series (1986-1988), fifteen percent provided no standard training,
and forty-five perceat provided standard training that was one month or less in
length. Management positions provided more long-term standard training than
clerical, industrial, or service positions. In general, employers gave brief
training for specific responsibilities while expecting the employee to have the
broad skilis necessary for the job.

Special training to accommodate a disability occurred in roughly half of
the service, industrial, and clerical positions, and in twelve percent of the
managerial positions. It usually involved additional assistance or
explanations for a few weeks or as needed, and was provided b, the supervisor
or a community service agency. Special training costs were minimal. The
employee was usually working at the normal rate upon completion of the special
training. Examples of special training can be found in Section Two of Jobs

Volumes One through Four.

Keeping and Improving Employment

The first few months at a new job are challenging. In addition to

mastering your job duties and learning company policies you must also make the




adjustment from job seeker to job performer. If this is your first job you
will have to adjust to having money and budget living expenses. Maintain your
personal health during this time and allow for extra sleep or rela..cion time.
Part of the adjustment is identifying and following the unwritten company rules
that will help you succeed and advance in the job. These rules must be
followed daily, even after you have succeeded in the initial job duties. The

main unwritten company rules are described below.

If you don't know, ask!

Supervisors and managers have information you need for performing the job.
You are not expected to know everything, but are expected to ask for
information or lemonstrations. Use any printed materials available to find the
information you need. I[f it is not found, ask your supervisor instead of a

coworker. One of the major causes of job loss is frar of asking questions to

clarify job assignments. When you ask a supervisor for information record the
response, sSo you will not have to repeat the same question later. If you are
involved wich a community service agency use them to help you learn the job

assignments (see Figure 14).

Eigure 14

Advice from Service Agencies on Keeping a Job

5 Keys to Keeping a Job Vocational rehabilitation counselors and other
service providers are invited to attend important
meetings. They can get acquainted with the work-
Find out job duties from the employer site and expectations in order to provide followup
Know the immediate supervisor services (Uniformed Services University of Health
Use a job coach or other personal contact Sciences, November 1987).

Learn by watching the "best" worker
Expect and adjust to changes

(Association for Retarded C.tizens, November
1987)

Work smarter, not harder.

Do not spend time, energy, and resources on a project unless you know that
the management values the project. For example, producing a colorful typed
insentory report is not appropriate if the supervisor wanted a rough list for
reference use. Watch how other people work, and learn which work is rewarded.
Then focuas your time and energy on the work that your employer values.
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Speak for yourself, your work will not.

Supervisors are usu.lly too busy to notice much of the good, solid work
employees do. You must take an active role in promoting your work inage.

Dress appropriately for work, using other successful employees as a guide.
Maintain good personal hygiene and appropriate dress, especially when going to
work seews difficult. Get to work a few minutes early, so that even 'f you ruvn
late you will be on time. Continue working until it is quittin, time, and work
past quitting .ime if others do. Know your deadli- s or production rates, and
meet them. Take credit for the work you do. Get to know the other® people,
perhaps 'y hand detivering a memo to your boss, or by saying "hello" to people
around the worksite. Promoting your positive work image will cause rewards
over time.

Employees with a disability are sometimes overlooked for advancement
because the supervisor feels they are "just right"™ in their present job. In
some companies the high turnover ra.e among supervisors keeps the employee from
being recognized for their long-term work. 1In both cases you will need to make
yourself visible. Point out how you could work .n an advanced job and specify
what, if any, additional accommodations would be need~d. Maintain a work
history file that demonstrates your skills. Make an effort to get to know the

new -1pervisor.

Friendships at work take work.

Coworkers may be part of a team effort for the company or they may be
competing with you for recognition an advancement. Jriends who work well
together may have trouble evaluating each others' work. If one friend is a
supervisor or "boss" the problems can be greater. Use care in establishing
friendshina at work. Successful relationships are based on the mutual
vnderstanding that, during work hours, the work is top priority and the

friendship is secondary.

You are part of work politics.

Some employees will use the job setting to make others look bad so they
look good. By no!, getting involved you will become a pcisive victim. But the

polities of work can be used to help you advance if you observe others, get




"plugged into the grapevine", notice changes in the job setting, and stay

visible. During breaks and lunch learn whether sports, local news, or recipes

is the main topic, and contribute to the conversation. When you spot a
coworker using "dirty" politics avoid them. If their actions affect you work
to counter any imr :t on your work image. An example would be volunteering to
work on a commit.ze if a coworker spreads rumors that you are lazy. Be aware
of the work politics and get involved in promoting yourself and a good work

environment.

Goals can be reached.

You described your goals for employuent at some stage in obtaining this
job. Remember to evaluate your pros.-ess towards those goals periodically. Are
you learning what you wanted through work? Is the job meeting your needs for
challenge, income, schedule, and enjoyment? If not, develop a plan that will
help ycu res h thuse goais. It may be possible to reach them within the Jjob
you have or you mey want to seek employment elsewhere while working at your
current job.

See Figure 15 for additional ewuployer comments.

Figure 15

Advice from an Employer on Keeping a Job

Job succes® is 15% aptitude and 85% attitude.

"I want to make you (employer) look good."

Roll with the punches (injustic-3s).

(Westgate Systems - Honor Shoppe, June 15.7)

Changes in Employx=ut

The three common changes in employment are terminat‘on, promotion, or
changing companies. Termination of employm-nt may happen due to a temporary or
permanent layoff caused by cutbacks in company ope-ation. Check company
policies regard::» seniority and lay-off procedures. Firing occurs when the
company f.els the employee is not performing up to standard (see Figure 16).

In both situatinns yor should be aware of possible termination. If your
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employer has communicated to you that your work must improve, you should ask
for specific information and seek assistance if needed. Do not ignore warnings
from a supervisor, and keep a record of any verbal or written evaluations of
work performance and your response to them. After being laid off or fired you
may be eligible for unemployment compensation, and should contact your state
Job Service office for further details. You should also begin the job seeking

process again.

Eigure 16
An Employer's Policy on Firing/Layoffs

Concerning Employees with Disabilities
When it comes to firing or layoffs our employees with disabilities are treated the same as everyone. If they are connected with

a service provider we do notify them of the change in employment (Woodies Department Store, November 1987).

Promotion within a company occurs because an employee has shown the ability
to do the new job. Check if your company posts promotion opportunities in a
specific location, and keep informed of chances for job advancement. A change
in job status will affect your goals, relations with coworkers, and job
responsibilities. Consider possible promotions using the same questions for
accepting a job offer, found on pages 214 and 215. When you start the new
position remember to observe others, ask for clarification, and evaluate your
progress. A promotion is a new job, so ve ready fo. some adjustment.

If your present job is not meeting your goals begin job seeking. Changing
employers can b. a positive growing experience. Continue to work effectively
while exploring other cmplovment options. You have tne right to request that
your present emple‘er not be contacted for a reference and that any interview
be kept confidential. When you quit vour current job maintain the contacts you
have made and leave in a positive, professional manner that fits your work
image. Most workers who change jobs miss certain parts ¢f the old jch but look
forward to the challenges offered by the new one. The skills used in keeping
and improving employment will be applied again in the new position, and you

will have the experience of your previous job upon which to draw.

Conclusion

The employment process nas several important stages. To be & successful

Job seeker you must develop marketing skills for each stage. Use other
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resources to find details on any unfami.iar topiecs presented in this chapter.
Local job seeking programs offered by service providers, public schools, or job
service offices may be helpful. Publications on Jjob seeking are listed in
Section Four of Jobs Volumes One through Four. Learn and practice the skills
needed for marketing yourself before using those skills with employers.

Accepting a job that you will enjoy is the first major goal of Job
seeking. The second goal is to be successful in that Job and advance in
employment. You must be involved in marketing yourself after accepting a job
in order to achieve the second goal. On the Jjob you will be responsible for
developing a positive work image and achieving objectives,

The Personal Marketing Plan on pages 199 and 200 should be used to record
your progress in marketing yourself. Keep the plan, copies of your application
letters and resumes, and other job seeking information in a folder for easy
reference. Once employed you will use the plan to record job information and
evaluate your goals. As you advance in employment the Personal Marketing Plan
will scrve as a guide to effective Jjob seeking strategies and desirable
employment conditions. Use other publications, local job-hunting workshops and
community service providers with the information in this chapter to make your

marketing strategies successful.
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RESOURCES FOR JOB REPLICATIOM

Organizations

Association on Handicapped Student Service Programs in Postsecondary Education
promotes full participation of persons with disabilities in postsecondary
education programs. The Association develops training programs, workshops,
conferences, and publications. A ccmmitment is made to advocacy,
communication, networking, professional development, training, and research.

For more jinformation contact: AHSSPPE, P.0. Box 21192, Columbus, OH 43221,
014/4588-4G, 2 Voice/TDD.

Information Center for Special Education Media and Materials provides free
information services to persons interested in special education. Access to a
database of special education media and materials, information on marketing and
legal information for special education projects, marketing trends and issues
affecting special education, locating nonprofit publishers, and instruztionz1l
methodologies are available upon request. Services can be obtained through
workshops, a toll-free number, .r computer information service.

For more information contact: Line Resources Inc., 3857 North High Street,
Columbus, OH 43214, 614/263-5462, 800/772-7372, CompuServe #70007,1376.

Publications

Bernard, S. (1988) Getting The Right Job. Elizabeth, NJ: AT&T College
Market.

This booklet is provided free of charge to college placement offices and
includes practical information 2n job seeking. Chapter topics include
identifying a career, writing a resume, creating letters, developing a job
search strategy, interviewing and surviving the job search. 47 pp.

For ordering information contact: AT&T College Market, Box 205, Elizabeth,
NJ 07207-9971.

Bever, S. (1984). "Good for Me!". St. Paul, MN: The Minnesota Association for
Children and Adults with Learning Disabili.ies (MACLD).

A student handbook and leader manual develop self-concept skills fcr
adole. cents with learning disabilities. The group process is used as
individuals evaluate their current self-image and learn techniques for
positive change. 135 pp. ecch.

For price and ordering information contact: MACLD, Suite 494-North, Griggs

Midway Building, 1821 University Avenue, St. Paul, MN 55104, 612/646-6136.

Bissonrnette-Lamendella, D. (1987). Pathways: A Job Search Curriculum.
Northridge, CA: Milt Wright and Associates.
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The feacher manual and student workbook are designed to meet the needs of

first time or experienced job seekers. S’x modules of information discuss
Job market issues, job market research, contacting employers, resumes and

applications, Jjob interviews and the world of work. 515 pp. and 276 pp.

For price and ordering information contact: Milt Wright and Associates,

17624 Romar Street, Northridge, CA 91325, 818/349-0858,

Bolles, R. N. (1988). What Color is Your Parachute?. Berkely, CA: Ten Speed
Press.

Described as a practical manual for job hunters and career changers, this
text provides background information on the job hunt process then helps the
user identify skills, jobs of interest, and ways to get hired. The materijal
is written in an entertaining style. Additional appendices are included for
special problems, using career counseling sources, the brain's r-le in job
hunting, and religion in job hunting. The 1989 edition will contain a
section on employment for persons with disabilities. 356 pp.

The text is available at major bookstores. Cover price for the 1988 edition

is $8.95.

Clearinghouse on the Handicapped. (1987). Pocket Guide to Federal Help for
Individuals with Diaabilities. Washington, D.C.: Author.

This bookiet contains a description and address for Federal as- .stance
programs avallable to eligible persons with disabiliiies. Programs are
grouped into developmental disabilities, vocational rehabilitation,
education, employment, financial assistance, medical assistance, civi?
rights, housing, tax benefits and transportation. 2% ppe.

For price and ordering information contact: Publication E-87-22002,
Superintendent of Documents, U.S. Government Printing Office, Washington,
D.C. 20402.

Disabled American Veterans. (1986). Directcry of Organizations Interested in
People with Disabilities. Washington, D.C.: Author.

Produced jointly with the President's Committee on tmployment of the
Handicapped and the People to People Committee for the Handicepped, this
booklet describes resource organizations for persons with disatilit.es.
Services offered and contact information is given for each listing. The
first section lists 100 organizations, while the second describes the
Employment Security agencies, Councils on Developmental Disabilities,
Vocational Rehabilitation agencies, and additional organizations. 70 pp.

For ordering information contact: Disabled American Veterans, 807 Maine
Avenue, S.W., Washington, D.C. 20024.

0no
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Florida State University. Tips on Serving the Disabled. Tallahassee, FL:
Author.

Irformation from the National Restaurant Association and the Job
Accommouation Network are combined with specific examples of serving persons
with disabilities in businesses. General descriptions of each major
disability and suggested ~erving methods ace included. Making the business
more accessible is also discussed. 16 pp.

For price and ordering information contact: Florida Hospitality Education
Program, 230 Johnston Building Florida State University, Tallahassee, FL
32306-2026.

Gugerty, J., Tindall, L., Heffron, T., & Dougherty, B. (1988). Profiles of
Success, Twelve Exemplary Approaches and Profiles of Success, Ten Creative
Approaches. Madison, WI: Vocational Studies Center.

Successful programs serving secondary special education students through the
Carl D. Perkins Vocational Education Act are described in detail. The top
twelve entrants are presented in the first publication, and the next ten

are described in the second. Background and contact information, procedures
used to meet the Perkins Act mandates, evidence of effectiveness, additional
information, technical assistance available and exhibits are included for
each description. 563 pp. and 275 pp.

For price and ordering information contact: Vocational Studies Center,
University of Wisconsin-Madison, 964 Educationai Sciences Building, 1025
West Johnson Street, Madison, WI 53706, 608/263-3152.

Harrington, T. F., & 0'Shea, A. J. (1986). Carzer Decision-Making System.
Circle Pines, MN: American Guidance Service.

Used to help individuals identify possible carcer areas, the materials
include a survey booklet, interpretive folder, and administering
directions. Values, abilities, and interests are identified and related to
information about general career clusters. When completed the individual
should have 1-3 career clusters identified for further examination.

For ordering information contact: American Guidance Service, Publisher's

Building, Circle Pines, MN 55014-1796.

Insti’ ‘te of Industrial Engineers. (1985). Designing Jobs for Handicapped
Workers.

The conference proceedings from a meeting in Chicago, Illinois, December,
1985, represent a combined effort by a number of individua.s to facilitate
the employment of persons with disabilities. The conference was Jjointly
sponsored with the lresident's Committee on Employment of th. Handicapped.

vb pp.
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For price and ordering information contact: National Clearing House of
Rehabilitation Training Materials, Oklahoma State University, 115 0l1d USDA
Building, Stillwater, OK T74078.

Knapke, D. (Ed.) , & Lendman, C. (Ed). (1988). Capitalizing on the Future
AHSSPPE '87. Columbus, OH: Association on Handicapped Student Service
Programs in Postsecondary Education.

The proceedings of the AHSSPPE 1987 conference in Washington, D.C. are
summarized in this publication. Specific issues are presented for persons
with hearing impairments, learning disabilities, physical disabilities,
psychiatric disabilities, or visual impairments. General topics include
access for students, transition issues, computer applicalions, student
development and service providers. 224 pp.

For price and ordering information contact: Association on Handicapped
Student Service Programs in Postsecondary Education, P.0. Box 21192,
Columbus, OH y3221.

McBurney Resource Center. (1985). Markecing Your Tisability, Tape 1 and 2
Videotapes . Madison, WI: Author.

Both videotapcs use a discussion format between two personnel managers to
show interview situations of persons with a disability. There are built-in
stopping points for discussion which are outlined in the guide. Tape 1
presents the "Dos and Don'ts About Interviewing" while Tape 2 focuses on
"Answering Those Disability Related Questions." 26 minutes each.

For price and ordering information contact: McBurney Resource Center,

UW-Madison, 905 University Avenue, Madison, WI 53715, 608/263-2741.

Tomlin, P. S. (1985). You're Not The Only One..Volume 1 and 2. Rio Rancho, NM:
Survival.

These booklets are written for the young adult with a learning disability.
Volume 1 is a survival guide for the adolescent in school, and helps
identify indivicual strengths and weaknesses. Volume 2 presents the issues
of adult responsibility that are seldom discussed in a straight forward
manner. Getting organized, entering college, obtaining a job, and becoming
a parent are the focus areas. 107 pp., 50 pp.

For price and ordering information contact: Survival, P.0. Box 15716, Pio

Rancho, NM 87124,

United States Office of Consumer Affairs. (1988). Consumer's Resou:-~e Handbook.
Pueblo, CO: Consumer Information Center.

Publisted annually bty the federal government, this handbook contains two
sections related to consumer rights. The first explains how to be a smart
consumer, including resolvi' g complaints. The second section lists public
and private consumer offices that provide assistance to the public., A
subject index is provided to ident.ify appropriate contact offices. 93 pp.

228 c4

‘e
-

e




Free single copies are available by writing: Consumer Information Center,
Pueblo, CO 81009. Request publication number 582T.

United States Office of Consumer Affairs. (1987). The Student Guide: Five
Federal Financial Aid Programs 88-89. Pueblo, CO: Consumer Information
Center.

Ceneral information on U.S. Department of Education student aid programs is
provided in the first section of this booklet. The Pell Grants,
Supplemental Educational Opportunity Grants, College Work-Study, Perkin's
Loans, Guaranteed Student Loans, Plus Loans and Supplemental Loans for
Students are described in the second section. 61 pp.

Free single copies are available by writing: Consumer Information Center,
Pueblo, CO 81009. Request puvlication number 511T.

Wilson, M. L. (Ed.). Business Week Careers. New Yoik, NY: McGraw-Hill, Inc.

Published seven times each year, this magazine contains information on
getting and starting employment. Articles discuss topics such as career
outlooks, job-hunting stress, dressing for the interview, and succeeding on
the job. Free copies are provided to ccllege placement offices. 40 pp.

For ordering information contact: Business Weck Careers, McGraw-Hill, Inc.,
1221 Avenue of the Americas, New York, NY 10020.

Wren, C., Adelman, P., Pike, M. B., & Wilson, J. L. (1987). College and the
High School Student with Learning Disabilities. Chicago, IL: DePaul
University.

The personal stories of two learning disabled students attending college are
presented in this booklet. Each section includes a specific example from
the students and general information relating to that experience. Topics
include accepting and understanding a learning disability, types of
assistance high schools and colleges provide, and how teachers, parents, and
others can help. 36 pages.

A limited number of single copies are available at cost ($2.00, prepaid and
with a self-addressed envelcne). Duplication rights may also be obtained.
To order contact: Dr. Carol w.'en, Project Learning Strategies, DePaul
University, SAC 220, 2323 N. Seminary, Chicago, IL 60614.
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Appendix A

REPLICATING JOBS IN BUSINESS & INDUSTRY FOR PERSONS WITH DISABILITIES

JOB REPLICATION FORM

Purpose

The purpose of the Jobs Replication Form 1s to obtain i1nformation about jobs persons
with disabilities perform 1n business and industry and 1n the public sector.

People with disabilities need role models that help raise their aspirations and
expectations about jobs they can perform. Teachers, counselors, job placement
personnel and employers also need exemplary employment models to use when working
with people who are disabled. The information you supply will help us to create a
c talog of job descriptions that provides these role models.

instructions ior Compieting the Jobs Replication Form

The Jobs Replication Form 1s divided i1nto three sections:

1. General Information about your business or industry.
Job Information about a particular job performed sitc...sfully by a
particular employee who 1s d.sabled. Please select one specific
disabled employee and describe that person's job.

3. Considerations that enabled this person to be hired in1tialiy and
to succeed 1n this job.

PLEASE READ EACH QUESTION CAREFULLY

Complete each question by checking those 1tems that best answer the question or by

writing the information requested. You will need approximately 20 to 30 minutes to

complete this form. Please feel free to photocopy the Jobs Replication Form 1f you
ish to provide information about more than one employee with a disability.

REMINDER - PLEASE COMPLETE THIS FORM FOR ONLY ONE EMPLOYEE

Release of Information

Please sign the following refease of i1nformation.

Permission 15 granted to include the information on this form 1n a catalog of jobs
that will serve as role models for employing persons with disabilities.

(Company) (Signature)

(Date) (Titte)

Piease send your completed Jobs Replication Form i1n the business reply envelope to:

1 >yd W. Tindall

Vocationa! Studies Center
University of Wisconsin-Madison
964 Eoucational Sciences Bidg.
1025 W. Johnson Street

Madison, WI 53706 THANK YOU FOR YOUR RELP.

Vocational Studies Center
ERIC School of Education ® University of Wisconsin—-Madison

<4
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Section |

GENERAL INFOPMATION

(Company Name) (Person who completed this form) (Title)
(Address) (Person to contact for more information) (Title)
( )

(City, State, Zip) (Telephone Number)
1. Desciiption of Company

Please describe your company (include main product or service).
Z.Number of Employees 3. Worker's Disability

Total Company This Site
Section |! JOB INFORMATION
4.Title of Position Held by Employee Who 1s Disabled 9. Wages

___ Hourly $ . per hour

5. Work Schedule ___ Salaried $ per month

Status: Permanent Seasonal Temporary

Number of days per week

Total hours per day

a.m.
p.m.

a.m.
Time of work p.m. to

No

Rotating shifts? _ Yes
6.5tandard Amount of Direct Supervision Provided

none
minimal

moderate
_ maximal

7.Employment History

Time with the company

Time 1n this position

8. Probationary Period No Yes

It yes, how 'ong?

O

ERIC

Aruitoxt provided by Eic:
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[0. Benefits

FICA

Worker's compensation
Unemployment compensation
Medical insurance

Dental insurance

Other (specify)

None

Paid vacation
Paid holidays
Paid sick days
Pension

Life Insurance

AR

I, Examinations Required
None ___ Other (specity)
Physical
Hearing
Vision

1]

Work Setting (e.g., farm, office, factory)

(specify)

o
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13. Academic Credentials Required

None Certificate (specify)
GED
High school diploma

Associate degree
Bachelor's degree
Master's degree
Doctorate

License specify)

RERRRN

___ Other (specify)

f4. Other Job Requirements

None
Age {minimum/maximum)

On call
Dress code

Driver's license
Own vehicle

EREN

Uniform _ Cuvil Service exam
___. Union membership ___ Other (hst)
___ Polygraph
___ Bondable

I5. Work Experience

____None __ Preferred ___ Required

Describe

18.

. Environmental Conditions Related to This Job

___ Hot ___ Mechanical hazards
Cold __ Moving objects
~__ Humd ___ Cramped quarters
Dry ___ High places

~ Wet ___Burns
___ Dust __ Electrical hazards
___ Dirt ___ Explosives
__ Odors __ Radiant energy
___ Nosse __ Toxic conditions
Inadequate ___ None
___venulation
Inadequate Other (specify)
___ highting
___ Vibration

. Special Conditions

None

" 1ugh rate of production
Precision/quality

—__ Distracting conditions

—__ digh level of stress (deadlines, etc.)

___ Other (specify)

Work Group (check all that are appropriate)
___ Works alone __ Small group (1 - 10)

___ One-to-one ___Large yroup (11 or more)

19. Narrative Description of the Job
{piease describe the job in your own words — include specific tasks)

20. Physical Demands of This Job (estimate percentage for each category — answers to A, B, C, and D should total 100%)

A. SEDENTARY WORK 3. LIGHT WORK (hift 20 Ibs.,

(lift 10 1bs. max.,
limited walking

carry 10 tbs. max.,
stands up to operate

C. MEDIUM WORK (hft 50 Ibs.,

D. HEAVY WORK
(ift 100 lbs.
max., carry up

carry 25 max., walks,
stands continuously

or standing) equipment, also walks) during some operations) to 50 lbs.)
% of time ) % of ume % of time % of ume
21. Physical Acuvities Performed on This Job
__ Push ___Chmb __ Crouch __ See ___ Sense of smell
__ Pul ___ Balance __ Crawl ___ Color vision ___ Sense of taste
— Reach ___ Stoop ___Su ___ Depth perception ___Sense of touch
. - Run ___ Kneel __ Tun __ Hear ___ Finger dexterity
\‘ w
EMC_ Other (specify) ISP
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22. Duties of This Wo:er (check if SIGNIFICANT part of the job)

A. Leadersnip/Administrative/Managerial Tasks

Provide leadership

Develop company policies

Implement comiany -olicies

Recruit, hire, and terminate p:rsonnel

. Specify goals and work tasks of others

___ Supervise persannei
Reoresent the company at internal functions
Represent the company at external functions
Report to a hoard of directors

___ Other (spec'1y)

B. Probiem Solving/Reasoning Tasks

Determine own work activities

Recognize and use appropriate procedures
Conduct work activities in appropriate ‘equence
Obtain resources needer to carry out work (e.g.,
equipment, materials, personnel, funds)

. Recognize the effects of changing quantity or
quality of materials

Collect and organize information

Analyze and synthesize information

Identify alternative approaches/solutions

Review progress periodically

Evaluate for accuracy and completeness
Correct deficiencies

Summarize and draw conclusions

Devise new ideas and better work methods

Other (svecify)

C. Communication Tasks

___ Listen

___ Follow intent of oral directions
___ Talk

____ Speak clearly

Use appropriate vocabulary an. grammar

Stay on the topic in job-related conversations
Report accurately what others have said
Give clezr oral instructions and directions
Explain activities and ideas ciearly
Effectively present information to groups

____ Other (specify)
D. Wnting Tasks

__ Copy accurately

___ Wrte legibly

— Complete forms accurately (e.g.. invoices, sales
slips, requisitions)

—— Write sentences in standard Englsh (e.g.,
spelling, word ctoice)

___ Orgauze, select, and relate 1deas in writing
(e.g., correspcndence, messages, memos)

—— Produce intelligible written documents (e.g.,
research reports and summaries)

___ ldentify and correct errors i1n writing

—_ Other (specify)

E. Reading Tasks
Identify work-relate1 symbols/signs

Read simple directions
Read technical information

EMC Other (specitfy)

I

F. Computer Tasks

Enter data into computers
Access data from computers
Perform word processing
Write programs

Perform systems analysis

___ Other (specify)

G. Mathematical Tasks

Count

Understand order (e.g., first, second, iast)

Understand concepts of jreater than & less than

Handi® basic calculauons (+, -, x, /)

Estima.c quantities necded to do a job

Calculate costs (e.g., interest, discounts,

depreciation, prices, taxes)

___ Use numerical values from charts, diagrams,
tables

__ Consrruct diagrams, charts, records using
numerical calculations

___ Make and use measurements (s*andard, metric)

___ Use formulas (translating, substituting values)

___ Prepare budgets

__ Other (specify)

H. Manual/Perceptual Tasks

__ Eye-hand coordination

___ Hand work (e.g., sort, fold, pack)

___ Construct, fabricate or assemble materials

___ Use job-specific hand tools & equipment
(specify)

___ Operate job-specific power tool(s)
(spezify)

___ Set up machine(s)

___ Operate machines(s) (specify)

___ Tend machine(s) (specify.

 Use keyboard skills

__ Develop visval presentations (e.g., charting,
drawinsg, illustrating)

____ Other (specify)

L. Other Significant Duties or Job Features Not Covered
in tter 5 A through 1 (describe)

Ed 5‘4




Section il

23, uimitation(s) of the Employee
A. Personal/Social Limitations

___ “ow frustration tolerance
___ Acceptance of supervision
___In’eractions with coworkers
___ Other (specitfy)

B. Limitations on Work Assignment

___ Cannot work alone
___ Cannot work in a group
___ Other (specity)

24, Personal Strengths

CONSIDERATIONS FOR THIS

HANDICAPPED WORKER

C. Academic Limitations

__ Reading

___ Writing

____ Spelling

___ Mather tic.
___ —ther (speaify)

2. Communicative Limitations

___ Remember'ng

___ Heanng

___ Speaking

___ Following spoken directions
___ Foliowing written directions
___ Other (specify)

E. Physical Limitations

Vision
Feeling/sensory
Handling, fingering
Lifting, carrying
Pushing, pulling
Standing, walking
Kneeling, squat. ag
Limited stamira
Other (specify

RRRRERRN

F. Health Limitations

Chronmic 7 ain
Allergies
Recorratory problems
Circulatory problems
Other (specify)

Please list the three strengths that are most important to this employee's success in this job.

25. F.nancial Incentives

Did you reczive any financial support for hiring this employee (e.g., targeted jobs tax credit, on-the-job training wage

subsidy)? ‘w0 __ Yes

If ves, nlease describe.

26, Traiming

A. What 1s the standard training period for this job” hours

B. Was auy special tr2.n:ng required for this worker after hiring? No

 yes, please describe.

days months

Yes

Who provided this instruction?
(e.g., Jjob coach, supervisor)

Please describe any special training mcterials used.

How often was/is this special training required?

Does the company recognize compietion of this speciz.| training? No Yes If ves, please indicate,
\
Y . Grade Ceruificate Entered permanent empt)yd\e,qt Wage increase Other
ERIC - - <dl




7.Job Accommodations Were any accommodations required to

maintain this emplovee on this job> _ No _ Yes If yes, please describe below. Estimated
Additional
$ Cost &/or
Type of Accommodation Describe Problem Describe Solution Staff Time

A. JOB PLACEMENT/FOLLOW-UP
(e.g., Job Service, Vo-
cational Rehabilitation)

8. JOB COACHING (training
and support provided
by outside agency) . . .

C. SUPERVISION (e.g.,
monitoring by a
co-worker) ., . .. ..

D. 3JOB RESTRICTURING
(e.g., sharing jobs,
job ladders) . . ... .

E. SCHEDPULE (¢ g., dia-
betic's frequent meal
breaks, Flextime)., . . .

F. JOB TASKS (e.g.,
sales by Lhone for
mobility impaired) . . .

G. PERSONAL ASSISTANCE
(e.g., health aide,
interpreter) ., .. . .

H. AIDS AND DEVICES (e.g.,
TTY, Braille type-
writer, puff control)

I ECUIPVENT (e.g.,
lowering bench, over-
sized knobs or handles).

J.  WORKSITE (e.g.,
rearranging work

K. BUILDING (e.g.,
accessibie bath-
room, ramp) . . . ...

L. TRANSPORTATION
(e.g., public,
private, or family). . .

M. COUNSELING (e.g.,
career, financial,
or mental health). . ., .

N. OTHER
(please specify) . . . .

. What other factors would help another employer replicate ths 10b for someone with a similar disability?

THANK YOou VERY MUCH FOR Y OUR HELP

Q . N N
EMC 235 <al
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Appendix B

YOU CAN HELP US EXPAND
JOB OPPORTUNITIES IN BUSINESS
AND INDUSTRY FOR PERSONS WITH DISABILITIES

In Two Ways

1. Identify and submit information on a job held by a person with a c¢.sability
by completing the Job Replication Form. Se> Appendix A page 233.

2. Identify employers of persons with disabilities by completing the form
below.

FILL OUT AND MAIL YOUR JOB REPLICATTON FORM AND EMPLOYER FORM TO:

Lloyd W. Tindall

Vocational Studies Center
University of Wisconsin-Madison
964 Educational Sciences Bldg.
1025 W. Johnson St.

Madison, WI 53706

or call (608) 263-3415 and give us the information by telephone

Employer Form

REPLICATING JOBS IN BUSINESS AND INDUSTRY FOR PERSONS WITH DISABILITIES.

Heip us by supplying names of employers of persons with disabilites.

COMPANY NAME ADDRESS CTYSTATE ZIP
I
()
CONTACT PERSON TELEPHONE NUMBER TYPE OF |OB
COMPANY NAME ADDRESS CITYSTATEZIP
COINTACT PERSON TELEPHONE NUMBER TYPE OF JOB
Your Name & Phone Number: ()

Your address, cty, state, zip’
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Replicating e \\
s__ . S s
JCEf N
in Business and Industry for Persons with Disabilities "”‘%Qz,f

Volumes One, Two, Three and Four Now Available

Four manuais are now available to assist in the replication of jobs performed by persons
with disabilities in business and industry. Each 200 page manual descrbes 70

nenstereotypical jobs currently performed by persons with disabiliies. Jobs from all
regions of the U.S. are included.

For each job, the employer is listed alonc with the address and telephone number of a
person to contact for further informatio~. Each manual describes jobs performed by
persons with mental, 'earning, emotional, hearing, visual, and physical disabilities. Each
job description contains information about the company, job requirements, job
information, significant duties and special considerations for the handicapped employee.

The manuals are being developed and produced by Vocational Studies Center staff as

part of a grant from the U.S. Department of Education, Office of Special Education and
Renabilitative Services. $12.50 per manual.

4 MANUAL CONTENTS N\ R COMMENT ™\
" Volume One: 72 job descriptions and a 28 “Plazed a [person with a disabiliity] ...
Fage secuonon Sales Techniques for Job in a packaging company.” Human Service Agency,
Placement MA
* Volume Two" 70 job descriptions and a 39 "Assisted me in locating and developing ...
page sectionon The Vocational Transition job leads.” Workshop Placement Counselor, OR
Process
. “Used ... the bocks to ... [approach counselors
Volume Three- 75 job descriptions and a 20 and] Instructors in tech-lab situations [for
page sectionon The Ernployer Perspective accommodations].” Post Seccndary Scecial Needs

\ employment programs

Instructional Specialist, Wi
Volume Four: 75 job descriptions

and a 20 page section on Marketing

“[Used as] one of the guides to Impiement our
Yourself: Strategies for Job Seekers

new [Job Training Program] curriculum.”
Secondary Teacher, TN

WHO CAN USE THE INFORMATION

"Used for inservice training of regional
job placement personnel.” ARC-NET Midwest

Specialand Vocational Educators Regional Director, Wi

Job Placement Specialists
Employers/Personnel Directors

Vocational Rehabiltation "[The manual, with] planning quide, ... was ...
Professionals heiptul in finding employment fora 21
Personsy tha disability year old leaming disabled [perscn).”
Individuals who work in special Employment and Training Coordinator, NY

J Y,
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- (/ .PROFILES OF SUCCESS \

Twelve Exemplary Approaches to Serving Secondary Special

Educaiion Students Through the Carl D. Perkins Vocational
Education Act

The 12 profiles described in this 563 page publicatior: were tne top entrarits i.: a four
step national competition. From an initial group of 250 nominees, staff from 96
projects/programs around the country completed the second step; providing VSC staff
with detailed descriptions of their approaches. In the third step, a national parel of
experts reviewed and rated all 96 entrants. In step four, VSC staff conducted two-day
site visits to each of the top 12 entrants.

To order, check SNE402, "Proflles of Success, 12 Exemplary Approaches.” $35.00.

Each droiectprogram description In this handbook Is drganized according to the
following outline:

Location Additional Information
Contact Person Summaries of On Site VSC Statf
Background Information Observations and Interviews with:
Obiectves Projeci/Program Staft
I Students
Key features Parents
Profile of Local Service Area Staﬂlf‘rom Other Agencies In th
Staff Assigned to Project ) A9 °
) Comrmunity
Financial Data . . .
Meeting the Perkins Act Mandates that Technical Assistance Available
Apply to Special Education Students Tyea
Notification/Cutreach g:st for Further Informati
Assaessment ' ntact for Further Information
Special Services Exhibits
Ggg’zrlf;‘ (ﬁ:mseling. and Career Forms
; Interagency Agreements
Counseling for T-ansttion
Equal Access Teacher/Student/Parent/Employer

Training Agreements
Inservice Training Procedures

Other Information

Least Restrictive Environn.snt
Special Education/Vocationai

Education Coordination
Evidence of the Project's Effectiveness

Students’ Performance While in School
Post School Status of Former Students

- (/{ PROFILES OF SUCCESS: Ter: Creative Approaches

This publication descnbes the 10 projects/programs that were ranked 13-22 in the cor.petition described
above. Although the federal project required only the selection and description of the top 12 exemplary
efforts, the creative approaches described in this publication merit &~<emination also. In preparing these
descnptions, VSC staff did not conduct site visits. Each descriptiont  uws the formatused to prepare
descriptions of the top 12 exemplary approaches selected through this project.

To order, check SNE403, ' Proflies of Success, 10 Crestive Approarhes.” $15.00.
T BN I N N N BN T N A N B O O O A B O OE G0 AN NN A N BN BN A BN PN A

Both of the above publications ware developed as part of Grant Number G0N8630038 from the U.S. Department of
Ed ucat.on, Ofice of Special Education and Rehabiltative Services. The project was funded from 6/1/6 to 5/31/88.
Persons undertaking projects sponsored by the federal government are encouraged to express their professional
L judgment freely. Therafore, points of view or opinions expressed in atther of the above publications do n it necessarily

represent official Department of Education positions or policies.

\
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r ALSQ AVAILABLE FROM VSC ﬂ

Partnerships in Business and Industry. Helping Handicapped Students
Become a Part of the Job Training Partnership Act. This 700 page handoock
contains descriptions of more than 100 successful JTPA programs. Information is
presented on participation, considerations for Proposal development, youth competency
systems, and issues in preservice Preparation. Examples of competencies, requests for
proposals, sample preposals, and interagency agreements are also included. $36.00.

Models for Linking Agencies. A handbook designed
educators and others develop a collaborative approach to serving students who are
disabied. Chapters discuss establishing and maintaining a local linkage commuttee,
developing local agreements, the role of the IEP and IWRP, cost considerations for local
level linkages, inservice trz'ning to implement and sustain linkages, evaluation, and
implementation of interagency agreements. Also included are successful strategies and
models for establishing and maintaining linkages. $27.00.

W help special needs

Puzzled About Educating Special Needs Students? A Handbook on
Modifying Vocational Curricula for Handicapped Students. This publication is
an excellent guide to modifying secondary and postsecondary vocational education
programs to serve individuals who are disabled morg effectively. It is also a valuable
resource for preservice and inservice teacher educators. Modifications in six different
disability areas are covered in its 486 pages, as are interagency linkages. assessment,
and models of service delivery. A bibliography is included. An instructor's guide for
teacher educators is also available. $30.00.

ENEENEEEEEEEENNI ORDER FORM L L L L T P P P Y T L

Send authorized agency Your Name
purchase order or check to |
Vocational Studies Center Institution
University of Wisconsin-Madison
964 Educational Sciences Building Address
1025 West Johnson Street z
Madiscn, WI 53706 City State Zlp :
{
|
Replicating Jobs, Volume One .. ... JOBS300............... X$12 50= :
Replicating Jobs, Volume Two. ... . ... JOBS302.... ... X$12.50=
Repiicating Jobs, Volume Three ................... ... JOBS303................ X$12.50=
Replicating Jobs, Volume Four................... ... JOBS304............... X$12.50=
Profiles of Success, 12 Exemplary Approaches ........ SNE402.................. X$35 00=
Prohles of Success, 10 Creative Approaches ... ........ SNE403.... .......... .X$15.00=
Partnerships in Business and Education ...... crrreen JTPA200 ... e, X336 00=
M:.dels for Linking Agencies .................. ... SNE302 ................. X$27.00=
Puzzled About Educating Special Needs Students .. PAE300A.... ........... X$30.00=
SUBTOTAL =
**SHIPPING AND HANDLING = ____
@ Unless cash, $5.00 biting charge on orders under $25 —_—
Wisconsin Residents add 5% Sales Tax or = ax Exempt Number
GRAND TOTAL =

e e

**Shipping & Handling: 10% on orders up to $100: 8% $101-$500; 6% $501-$1,00C: 5% over $1.000
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