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Office of the Secretary

’

Washington, D.C. 20201
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Dear Colleagues in Refugee Resettlement:

Enclosed you will find a document on program*coﬁponents and
models for the provision of employment services for refugees.
. The document identifies necessary service components, and
.delineates possible delivery approaches, for employment Jc-
. “tivities. These approaches are feflective of some ‘of the
successful strategies being carried out by’ programs through-
ocut the United States. ’ ' : :

*

N -

The document is meaht to be of use in jidentifying the ar .roach
or .approaches for employment sérvices that' will best meet the
needs of your community. In addition, it will serve as a guide
for. evaluati.ig current services, strengthening existing programs
and/or developing new proposals. Aa\% . .

This document is the fifth of seven work products being produced

in the Practitioner Workshop Project conducted by the Indochina
Refugee Action Center (IRAC). THese documents are the work of

local service providers who shared their innovative ways of meet-
ing the needs--of refugees. The Office. of Refugee Resettlement . _
wishes to thank the participants of the Employment Services

workshop for donating their time and energy. They have made pos=
sible a document which will be of assistance to others throughout

this country who are working in refugee resettlement. . ! -

,— - e

. Sincerely,’

. e PW

Ruger P. Winter
Director
Office of Refugee Resettlement

- d - hd z




Indochina Refugee Action Center
- . 1025 Fifteentn Street NW, Suite 600
- - Washington, D.C 20005 R
o (2025 347-8203 '

b . - :
o, ¥ -

April 3, 1981 , ~ S

Dear Friends: R
The document before ydh represents the work-of 13 .
individuals who met in New Orleans on October 29-November 1,.
1980. These individuals,- brought together from many parts
of the gountry, have drawn.on their considerable experience.
- and verse backgrounds to identify and outline basic models
and f[components for-employment services for refugees. ) -

: We owe the workshop participants a debt. of gratitude for
giving so generously of their time and talents. Special .
thanks go to Charlotte Bourgeois who served as lead consultant
for the workshop and as principal author of this document.
The Practitioner Workshop staff also wish to thank Kay Rogers .
(Chief) and Kathy Do (Project Officer) of the Program Develop-

. ment unit, Office of Refugee Resettlement for their.fine - —E
support of “this work. - T o . . \

- e

‘We hope: this document is of use to you. . We welcome your ¢
comments on it, and have®included a short guestionnaire in
hopes that you will respond.

Sincerely,

?O%&Q\.(_k(mf

, . Roger Harmon, Ph.D.
Project Director
Practitioner Workshop Project

i




- employment training and placement 'in order to.achieve economic,,
L)

% LN

- -workshop documents.®* - . : - . .

i . PREFACE C : .

S~

. . One of—the primaryugoéls of federal assistance for domestic - .
refugee ‘resettlement, as outlined in the Refugee Act of 1980, - .

is to ensure the availability of "sufficient resources for Yo
—_—

self-sufficiency among refugees as quickly as possig;ef"

"
[y

_Program instructions from the Department of Health and Human a
Services, Office of Refugee Resettlement dated August 24, 1979 .
(SSA-AT-79-33) further clarify the specific kinds of employment | B
services. that are allowable under Refugee Resettlement Prograni- N
social service- funding. Thesé 'servi‘ces include the followian

5,‘"Assessmeht‘services, particﬁiérly from the standpoint of
i, " employability,  including identification of familial or .
»enyironmentak obstacles” to employment. .

. Manpower employment services, including career counseling, o
v’ .. development of .an individual employability plan, job -
4 ;orienfation, jobxaevelopment, and job glacement:and follow- -

".Ap, including provision of necessary sdppprtive-services.“

Thé supporiive sexvices-referred to above include ESL .
ihitruction,.vocqtiona; training and skills rqcertification, day . .
care, transportaiion, and social adjustment services. These
services are not treated in depth in’ this document; however, some

of these supportive sérvices have been the focus of other

< L4

¢ [y

The purpase of this document: is to identify and define the
essential component services in an employment program, and to _

. describe ‘practical guidelines. and approaches for the delivery

of -these services_to refugee clients. Such information should
prove useful to state dnd local admimistrators as a tool’ both
for evaluating programs and for making funding decisions
additionally, the document may serve .to 'stimulate innovative

and effective enployment program development ih resettlement o

- communities around the country. . . . i

* The Practitioner Workshop Project conducted a series of seven . -
three~day meetings resulting in a set of seven documents on .
the following topics: Ovientation, Health-Related Services;
Social Adijustment Services; Vocational Training and Skills
Recertification; Employment Services; Outreach, Information
and~Referr§l;fahd Refugee Resettlement Service Delivery -
Approaches. . R - ..




. .
oL N - éo t

.
.’ :.:._“s »

° 4 .\. . ) “\\ ) ‘ - :

It would be imposSsible to discuss employment services for
refigees without addressing the issue of publ%c assistance.

This document - being the consensus of .a variety of backgrocunds

'and affiliations - makes mo definitive statements for'or against

public assistance. It doés, however, present this shared per-

~spectiver it is important that refugees see public assistance,’

not as an end in itsnwlf, but as a temporary means of transitdonal .,

support that allows time.td .adapt to the American work system’ .
and eXplore training opportunities. ) > '

In order to engourage.such a perspective, certain empioyment
approaches should be implementé&d more broacly. First of all,
employment services should be available to the refugee soon after
his or her arrival in the United States. while immediate employ-
ment may not be possible for all newly arrived refugees (obstacles
could include health or adjustment problems, lack of transferable
skills, limited English proficiency, etc.), most.refugees should’
benefit from early exposure to many of the employment services, ¢’
particulafly pre-employment orientatien, employability assessment
and -employment counseling. R

»

Secondly, in cases where public assistance becomes more than-— -
a transitional -means of support, work incentives should be ’
introduced and counseling provided to encourage a client to

consider the long range benefits of employment. . .

' Finally, efforts should be made to identify and ®plist-the
aid of the many informal, though effective, networks of subpor%.
Sponsors, as well as refugee families and community groups, are
often able to provide many valuable support services, including
transportation and day care., ‘ . .

'S
!
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CoI. INTRODUCTION : i

Employment service providers have a critical rolg'to play 1n

-

\assisting refugees to reaqh their’ goal of economic 1ndependence

- ———— ey . L — o R

) . . R ,/’—?—-
and self-sufficiency. To best provide such assmstance, ‘employment

¢ S
services not‘only must be effective in themselves,‘but also must'
&

.

coordlnate w1th other resettlement sérvices that refugees may

’vl.

.

L]
-

need as, they begln to build a new life. .

’

" A. Dellvery Settlngs
.
Employment servmces can be aellvered 1n a variety of settings,

L .

assuming quallfled staff are avallable. +Examples of settlngs
%nclude. ' .' , . )

l. Soc1al service agenc1es e i s
2. State employment services, .

*3. Voluntary resettlement age1c1es

. Mutual assistance associations (MAA's)

. Educational institutions

. Non-profit or private employment agenc1es.

.
B \ R s

In addition to formal programs, 1nformal networks of family

members. trlends and other communlty members can serve 1mportant

roles in c1rculat1ngv1nformatlon about employment services and e

O W i

»

employment opportunltres. , .

B. Target -Populations‘. 7 ' .( '

-

Ethnlc background, geograph1~ location and sex can be

- :

s19nlflcant cllent characterlstlcs 1n terms of their 1nfluence
§

on employment program focus and methodology. Perhaps the most

important cllent characterlstlc as far as an employment program

~

\“\x\\\s concerned however, is the employment status of clients. The

’

target populations for the émployment services described in th}s
. uocument are grouped according tq their employment status, as

‘ . follows: ’ - : '




cC.
A

than minimum. wage. N -

Unemployed Refugees. -

This population includeé }efugeesfwho'are_newly arrived

"int the United States (90 days or less), refugees

receiving cash assistance; and secondary migrants.

L3
.

Underemployed Refugees . - \ . -

N

This population includes refugees who are employed and '_
receiving supplemental cash assistance, those working

below their skill level, and:those working for less

Secondary Wage Earners

This population consistsAof memberse of families in which™_ _ .

at least one person, is\employed but the salary of a =
second wage earner is necessary for the family's:-econonic
self-sufficiency. . -

¢

‘Throﬁghbut the discussion of'the various employment service

2 o~ s

components, 'special program considerations and methodologies for

<
'

___ these target pépulagioiis will be identified and discussed.
: Ry

TS

Pfé&gram Components RN 0

An effective emplbyment service program for refugees should

éontain,the following program components:

3

1.

%

Outreach.| Potential clients are identified, located
and given information dbout available employment
services. . v e

N
< AN

. s ,
Intake. The objective of intake is to obtain basic
Information in order to ‘determine if and how the s
employment program can meet the ‘individual's needs.

Pre—-Employment Orientation. The client is introduced

to general concepts and Iinformation regarding ‘the
American work éxperience, #ncluding.specific information
on preparing for, applying for, and keeping a job.

° - ~ ) - ». . - -
Employability Assessment. Theé ¢lient is evaluated’ in
Terms of existing job skills and wgrk experiente as
well as his or her potential-for vocational training

and/cr employment.

/ * -




<

SlA;Employment,Cansellng,l The objectlves of”employment
counseling are to develop. an appropriate employability
- plan to assist in identifying +hé client's short and -
long range career goals, to ‘establish methods for -
reaching those goals,~and to set follow-up procedures
to evaluate the cliéent's progress

Job Development. The objective of job development is
to identify and develop. employment oppottunities, in
occupatlons approprlate to the clients be1ng served.

= ¢

-

employment orientation for clients and ployers, job
matching, jOb referral, and assistance in the hiring
process. . : .

Placemen* Activities. The act1v1t1es igélude”pre—

-
Ve,

ollow-Up Follow-up includes post referral services
for clients and.empleyers in order to identify and
alleviate problems encountered either 1n the ]Ob search

OT Om tne ]on . .

A )
4$heccomponentsudescribed;above~are—depicted~schematically

in bharu I,—Page 6.qpﬂhe chart shows only the prbgrammatic
relationships among the program components; the chart does not
attempt to present a chronological arrangement of the components,

© as- both the sequence and intensity of the varlous employment
o L
- program act1vities jpay vary considerably according to the needs.

- »

of the 1nd1V1dual cllent

,._,..,_.,A__‘__._...- e —— =

A client may take any number of routes through the components

o£—an—employment—program*d“ ending upon the amount of preparatlon

needed to become job . ready For example, follow1ng intake a

.client may be referred d1rectly for jOb olacement, or a llent~—
may be referred from intake to supportlve serv1ces (ESL, vocational

«tra1n1ng, and/or other resettlement services) before mov1ng to

- et

the next component activity. A cllent may repeat a part1cular

component, moving from employment assessmentﬂto support&ve

»

serv1ces, for example, fhen returning for reassessment prlo to

counseling or job placement. Also, 1f a jOb placement has proven

. n
unsuccessful, a client may return tolanylcomponentrbefore another




.,‘4

The amount of time -a-client needs to move througr the

S various employment activities varies according *o the‘preparation T
he or she needs to become job ready. If only minimal preparation’ / -
is needed, the activities conoeivably could be completed ih a zf~?
single day. 'Where a variety of supportive~serviées are needed, . ’E
" "4 client may take up-to a year td move through thé different <

L

components.

! ¢

These components are discussed in greater detail .in sections

°

II, III, and IV of this document. 1 .

D: Evaluation » ’ - . ’ : ,

-

9/ Most eva}gatlon today 1s done on a guantitative basis _fdg;
using crlterla requlred by the funding source. However, as in

4

other areas of refugee resettlement, evaluation of employment .
services must go beyond quantitative measures to include assess- ’
ment of the "quality of 11fe achieved. Each program will define

1mprovement of the quality of” llfe according to its own goals and ,

-

obJectlves There is no attempt here to establlsh individual

program measures, rather, several nethods of qualltatlve

e o —

— ——evaluation—are suggested:-

Individual review, including interviews with clients

and employers, -and -on-site observation.
Use of consultants with evaluation expertise.  (If \ -
outside evaluators are used, it is incumbent upon

. progr operators- to establish the crrterla by which
progrzx success will be measured.) R

Long term evaluation of client progress. ° . s T < -

Assessment of the duality of the staff development ~
program. (This may prov1de an indication of the degree .
of program improvement, since the quality of staff will
be related to the quallty of service.)

— ’ —_— P 15 . E a e -




e program»evalgggigg;ggggghgpantitative methods can also be o

N <«
. . — e . o

uSefyi. Evaiuétibn of.the.follbwing-areas may be appropriate:

' 1. Number and ,percentage of- placements, "inéluding full=tinie —
.and part-time, subgidized and unsubsidized placement.

’ 2. Joh retenﬁion rate.

o 3. Upward mobility rate. - - !
P . . e

“ 4. Cost per placement.

4

5. Occupational range of placements (including the

appropriateness of placements).

. 6. Achievement of épecific gbals of the pr%gram components. .

) 7. Success. in meeting the requirements of specific
w - components.. )

B ‘ . ,
8. Feedback from service providers, clients, and employers.

9. Case reviews.

K}

E. ﬁocument Format

‘ Employment service programs éhould insure that contiruity
is maintained from one program component to the next. For the

sake of clarity oftpresentation, this document groups several

[

closely:nelated_compOnents_togétherﬁin_the next—threqiéections‘ —

which follow. ‘

,

“Section II includes discussion of Outreach, Intake, Pre-

Employment Orientation, and-the Employability Asses$ment. - ‘

e

Section III deals with Employment Counseling. Placement
— Activities - including Job Development, Job Referral and Follow-

Up - are.discussed in Section IV. Section V deals with Staffing

Cofisiderations of employment programs. Lo S

16
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II. 'OUTREACH, INTAKE PRE-EMPLOYMENT ORIENTATION AND
' EMPLOYABILITY ASSESSMENT ‘ .

i , A. Outreach

g e b i — ———

Outreach_ls_themprocessﬁofmldentxfjlng-potertlal cllents - —
and prov1d1ng information to- these individuals about avallable

services. An employment program may use its own starff to

hd . - ©

@ - provide outreach services to the individual refugee or to the

0%

refugee community. In addition, an employment program ma§“ )
v ) prov1de outreach services by maintaining ongoing linkage and
J:"’ . ) X \
1nformatlon networks with other resettlement service agencies,

>

4
1nclud1ng communlty service groups, mutual assistance acsoc1a—

S,

- : tlons (MAA's) , schools, voluntary resettlement agehc1es, as well

- as with refugee sponsors. In order to identify cash a551stance

‘ . clients, a referral system between the employment program ar;d y

;f' ' the. local welfare office is essential.

“ L Potential olients should be provided with the following
information regardlng "the employment program:

el Type~of serv1ce(s)mpr0v1dedm e
2. Eligibility criteria
3. Client population served -
4. Specific program papabilities (e.g. "language, ,
transportation, day care, etc. )
« 5, :Stipends ox other £inancial benefits avallable. .

©

Aaaitfonarly7fpotentialléIiénts»Should”be 1nformed as to

I R
}
L}

‘the location of services, and how to effectively gain access

o

to these services.*

e ' *For more SpelelC information on outreach techniques which
would be applicable to employment programs, see Practitioner
Wiorkshop document No. VI.,~ Outreach, Informatlon and Referral.

. ’ osoR <.,
N . B >
i




B. Intake > — N ) .

¢

‘The obﬁective of intake is to obtain initial, basic informa-

.. tionTabout- a‘potentlaimcllent —in order to determlne if~and how: - .
- the“program~can meet that and1v1duales needs. _. . _ _ >
;3 ’ It is essential that the follow1ng information be ‘ . o

obtained in the intake process:
: - . 1. Personal data, 1nclud1ng the client's work hlstory, job _ p
' skill level and employment status (i.e., unemployed, L
underemployed, primary- or secondary wage earner). D~
%ﬁ”"“““'""2. Educational 1level. - -

- -

i 3. Income 1nfbrmatlon. o ) . : -
— - - -4, Language proficiency; both in Engllsh and in the cllent s e
: - first language. . ] ——

> A N

5. Availability of trahsportatioﬁf_"' - ' 'N:
~This information may be gathered by using standardized .

&

intake forns. However, use of supplemental forms designed -

spec1f1cally for a partlcular employment program is desirable

A /k\

to insure that information relevant to program objéctives is

collected. - . ' . : _—

- —ﬁnaiysrs—of—the—ihfofma on gathéréd in the intake process
" will suggest both an appropriate schedule and the level of intensity o
:~F~A ;of -employment services to .be offered a—e%eent——~Based on the

1nfo;matlon obtained, any of the follow1ng servlce options may

be deemed appropriate:

. 1. Diregt_plaoement-~——w-—“—_—~‘-"*"“” : (e

2. Pre-employment orientation.

3. "Referral to ESL, vocational tralnlng and/or other
- resettlement services

¢




-

[ s C. Pre-Embloyment Orientation ' ’ . )

'@ . y ‘ R ' onti
: . T In providi~g employment services to refugees( careful attention

“

- ————should-be-paid-to ensure- that refugee ¢lients receive adequate -
\ :

orientation to the American world of work. Such intensive pre- -

employment -orientation is not commonly needed -for-the-general-— — -

¢

. -American population. Pre-employment orientation provides clarifica-

«tion of basic concepts and information relating to the American
work experience, igpludihg specific. information on preparing for,

‘applying for, and keeping a job. - .

1. . Content ’ R .
\\\ : .
T~ The content of pre-employment orientation covers four
basic areas of information: v
T~ Y
. ‘e Comparative,work experiences (American work

]

- experiences as compared and contrasted with work

. experiences in the refugee's country of origin)

e Available employment services (botﬁ within and o
outside the employment program) - .

e Finding.a job . .
e Succeeding on the job

a. Comparative Work Experiences

L] ~
b

e RO

In discussing basic concepts and information
- relating to the American work experience, cross-cultural
comparisons shoiild be made with employment patterns and

work experieunces in the client's country-of origin.

These cohparisons should include discussion of the
following topics:

(1) the relative prestige of occupations; R
(2) the roleﬁkand status of ‘women. and men in the .
lTabor force; : P

. __{3)--_work-values--(including the relationship of—~ -~
salary to status, the work ethic, etc{;




. W . ® <
L0010 .
T S e T T T T T T
. .(4). realistic and anréalistic .expectations; and | -
I y s - ’ vt
L - (5) job mobility. -~
. b. Available Employmént Services - . ) .
T ' ‘ . N ,
= e aTnfo;mation—enfavai&able—empleymeat—se;vices—sheu&d——f—f——————ﬁ——
P cover-the. following topic areas: - . -
- . . (1) the specific. roles and_inégrqeiationships,of Z
5 employment program_staff (intdke worker, T .
C employment ~ounselor, _job developer, etc.); ”VE
o . . - - - R T
e " (2) ——the types of employment programs such LI _ ) 3
e as WIN and state employment services; T
e and - — T T
T e . (3) the types 6f training programs .such as R
et - CETA- (including classroom and on-the-job . L
T o . training), apprenticeship programs, ¢ v ol
LS adult éducation programs, and traiming— 7 T T —
e e e T ~available through-private-vocational - - S
g schools. ) -
i " ¢. Tinding a Job ¥ ’ -
- . Information on' finding a job should include 0
- the following topic areas: . . , f
o — (1) Eﬁployment resources, including: . 5}
< (a) Classified ads - :
SN . " (b) Yeéllow pages , ;
- N (c) -Private emploxmen%»agencies :
. ) (d) Comminity service organizations o
— T \ (e) Job placement components”of. . 1 B
- ° employment proyrams . L
) . (f) Personal-contacts. (family and - .. - R
. friends) - SR ' _ i
] . \\\\12) Information on applying for.a job ;
should cover the following -activities: . :
\\\\4§3 Making-appropriate inguiries .
( Completing applications-and writing .
. resumes ' 7 i : v 0
g (c) pgpafing for, the interview (this s
L should involve a full discussion of L Lo e
- - interviewing techniques .and tips., N .
; incéluding the importance of: . -

it o Epa e 7




. RO ' ‘@' "asking questions
: e ‘test taking ‘ .
L —32'eg  punctuality ‘' . . _ S
~ - - e__appropriate_dress. and -body language . .. __
JE : - e supplying references and background
S . : \ ‘ R information ’ ‘
= . : e antic¢ipating questiong’ relating to,
o job specifications ° °

~~ (3)-_Pocst-interview follow-up procedures should be
Jiscissed so that the client understands the
Benefits of such procedures.

® .

Y

apevPacrto M
- N

.- © d. Succeeding on the Job .
. ] .

IR ~

Pre~employment. orientation should include information

2 ————— = \‘- - . N . T .
R . relating to succeeding on the jok. Discussion should -
i' , - focus on the issues of punccuality, job requiréments and
‘ s s company._polic€ies. Additional topics might inca.ude- .

6§p9rfuﬁitiés for advancement (includind the benefits of

staying with a job and the negative conndtations of job-

hopping), unions, and money managementb(especially W-2 %nd
W-4 qums,mané paycheck déduq;ions). =
2. Methodology o ; - - o E

N

There are a variety of. possible methods for éresenéiﬁé
* . pre-employment crientation to clients. Generally the mést
.———effective method is a series of wo;kshops;B; interviews - . -, 2

which uses a combination of the following metnbdologies:
L J ‘\.

. a. /Rcle playing ‘ o
b.. Visual aids ) -

.c. Use of role models o : . o

] d. Visits to job or training sites . -
v e. " Practice in completing applicdations and/or writing .
. .resumeés S ~ . — , 3

f. Presentations by company representatives and ather .
speakers from the community. ; ) . n

.. . - The above metlodologies ecan be~incorporated into :

™
[y

., _individual, small group or classraom instruction. Written .

lement live instruction. -

materials can be used to supp

P, [ - 2o

K
p— A Nl oo s
imets denedl b o - e .;:ﬁ—“g,"‘,«\’..;.wh..s




Thé. focltls and intensity .of pre-employment orlentatlon ST ‘w*
7'should vary according to the specific needs of the client as

determlned during intake. The following variations in focus
N e '
should~be noted in preséﬁtfﬁg pre—-employment information to the
| . . *. ' ) .
target populations identified below: - v 4

3

a. New Arrivals: —Basic—information and°concepts .relating )
to the American work experience, as well as orientationo——-o . _ ¢
to employment services, should be stressed. ;

b~ Cash Asslstance Cllents. Long range advantages of
employment should be emphasized, as well as techniques ‘
for: flndzng and keeping a JOb. . - ) e

-

Secondary Wage Earners- This may become a key target
group given the upcoming. three-year limitation on- 100%
. Federal reimbursement for services+ Instructlonalwiocus
—— . _and. intensity should parallel that for new ‘arriv;

N — s

D. Employability Assessment - l . SR

. ¢
Employability assessment is the evaluation of a client's .. .- l «%
potential for vocational training and/or employment. The ohjactive - ‘ :

. N a o [ . . . .
of this assessment is to evaluaLe the client's experience and

capabilities in order to facilitate his or her successful >

‘.
-

part1c1oatlon in the Amerigan 1dbor market. ' Y

* The employablllty dssessment 1ncludes the follow1ng o

¥

- N

components~

1. Collection, of‘personal data (i.e. name, address, age, sex,
country of origin, family size and-structure, social
security number, I-94 number). Such data should be
available from information gained durlng intake.

.2, Rev1ew of previous work history, education (1n Southeast .
Asla, 'in the U.S.,  and elsewhere as applicable),.

) ——-previous tra;nlng and -~ language skills = espec1ally in

' .. relatlonshlps to poténtlal job requirements. The focus
in this rev1ew‘should be on transferable ‘skills rather i
than merely on job titles. - -t

3. Identification of potent*al barriers to employment - .
e.g., physical limitations in regard to potential job ’
requ1rements,,soc1al adjustment problems, etc. ¢




- * .13 A
. N .. . . M ) B . . N h_-—-—‘N T "‘\‘,. -““ e %
- - -—4.-Identification of other resettlement sexviges =—-— _ ~« . -_
" ~-céunseling, ESL, day care, etc. - that have either been T
T — provided. or may-still be-needed. by the client. Coor- N
N . dipéﬁion with social servigce agencieés; ESL-programc and :
o, o .yoluntary.agencies can be of considerable help. T T——— .
2 * - . e——— R :
D . 5> /Referral to appropriate program staff to develop a e
OO P hort and/or long®term goal. ’ S
e S N . te su,:~ . . ) ; .
7 ‘The/ employability &3sessment can be carried out most : !
e - °\../ ' - . . . s ) . ’. .
= \feffectifgiy through a personal interview building upon information,,
?%—;vﬁ~~*““iearnegfduf?ﬁ&fiﬁfake?~f—~_;_\, . : b MR
' : ," N ' “\“M~ m— - - o - . -, 7
a . .o A vocatibnal evaluation may also be provided during the "
f‘ : _.m;§§$E§§ment~proc§§§L‘_?hl . type of evaluation may be carried out
A T L ‘ \ "
P - using the following methodsi\ . ‘ «
* LT L oL - - el
: a0 ‘1. . Paper-and-pencil testihg (required for entrance to many
f N vocational programs); .interest_testing; reading and math
o ————%evel. testing; and aptitude testing.
: fi _. 2. Hands-on testing (work samples) . "~ T——___
Z .. 7" '3, Real work- sitiiations, such as practicums at the end of’ s
s L vccational training periods, tridl “periods.on the -job, - )
A simulated work in-a workshop, settifng, - and -adulf work-"__° .
T ' experience programs. ' e T
| A 5. perience prog e
et .- . .It.should be cautione@ that, as of this writing, there seem . . )
Y ) N ) T ) oL ¢ .
o %o be no.generally -accepted testing materials that have been
oL , validated for Indochinese populations. ..
Sy} PR LS . :
b P e z
e i, . - -
7, < - .
’:‘%“ ol - N . ) - . 3
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s_o_\ III. EMPLOYMENT COUNSELING (-

o ~ The objectlve of employment counsellng is to explore a’
*  client's aptltudes, intérests -and employment potential for the

) . - purpose of developing a personal employment plan, also known

LI -

as an Employablllty Development Plan (EDP,.' Such a plan outlines _ N

specific, reallstlc strategles for working toward self—suff1c1ency.
i e
+ The emnloyment counseling process incorporates the follow1rg

act1v1t1es prlmarlly within a contlnuous format of personal

-1nte1v1ew and evaluation. .
e Development of a client profile. This includes evaluating
a ciient's personal and ‘vocativnal, experlences, aptitudes,

‘interests and skills. .

® Rev1ew -of employment-~related- .information. __This 1nclud,sp_”a__ .
.. a review of local job market conditlons, enplovment '
opportunities and their requlslte skills and gqualifica- .
tions, adVancement p0551b111t es and career strategies,
etc. ,

< ! ‘ P -“."

‘e Exploration of alternatlves for achlev1ng self- suff1c1enqx.
- These alternatives include immediate employment, training’ b
* (ESL, vocatlonal and/or educatlonal), and public.assistdnce.-

’

e Development of a plan of actlon - the Empldyabllltx
\“\*~‘\\_~_Development Plan (EDP). Es sent1al components’include the
Identification of short and long term goals, barriers to
fulfilling objectives, specific action or steps to be
taken, persons responsible for these steps, development
schedule, and follow-through activities.

~ -

A. Client Profile ' .o ) y :
~ F - .
The development of a comorehensive é%ient profile provides

an employment counselor with important 1nformatlon about a
'cllent S experlences, aptltudes, 1nterests and skills. Bullding >

-upon information obt%}ned from the employablllty assessment (see - o

_prev1ous.se;tTBan- he counselor 1ncorporates the follow1ng

- 1nformatlon 1nto a- cllent prof“le. v ] ‘ f‘?:




. \ . . . i M .. .". . . - -\ ) N
. vlk/'Pe;sonal'data; including -age, sek, -hedlth status
B (both physigal ‘and @antal),gnm;ital status,. family
' - structure and size, length of time in refugee camps,

;* . ' _ former—social status ‘and length of time 'in the United .

*  States, expectations. and motivation, .community involve=

ment, hobbies, recreational -interests, etc. - -

N , - s @0
‘3. fTransferable market skills (including-English language

- R proficiency), vocational skills, work.history and

\\\ interests. | : : . T -

-

-—
£

\\\ 3.. Educational background.

\The expioraticn of such individual client characteristics.

\ . - - .
‘'will serve both to avoid stereotyping’ and to better eusure that
genuine client prefereﬁces'are_represented in the Employability

.Development Plan. * e i&; < a

z

. W, . ' )
In addition to the personal interview forfnat, the employment

‘éouniselor could conduct evaluations thréugh use of interest

\

' »

‘inventoried or checklists, and validated aptitude tests. No

valid testing tools for Indochinese refugees seem tn be available

e .

at the moment; however, improved testing may be available.in the

- -

future. - -, . ,
. *

B. Employment-Related Information | _ . e .

l Pre-emp}oymént orienpatiSn offers the refugee client a

general introduction to the American world of work. The

employment counselor’ should review relevant information from

~

this orientation, 53 well as provide spéciﬁic facts about local

' ¢ ¢ . . .
job market conditions, employment opportunities and their

" requisite skills and qualifiéations, training opportunities .
available {ESL,, vocational, and/or educational) , advancement

4
opportunitirs and career development strategies.

Pl

- N - ‘e g t
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for refugee clients at thls t1me. Many ‘agencie

employment serv1ces to refﬁgees promote £he "two.

-

'7y' - .‘&for~thelr cllents. Wlth this approach, the cllent is encouraged . .‘:

- B
] 1 . .

to take ‘an entry 1evel ]Ob as _soon as pos51ble

o

~f’J ‘ . Wlth the added experience and*skllls, the refugee thereby 1mproves
: - ~ R C,
. h1s Qr her chances of flndlng a better jOb w1th greater potentlal\'

\ s’

for advancement. For th1s approach to be successful, empkﬁyment

< 4 w, ~

‘ 'progra:/staff must make every effort to see that cllents have
op

te

b
FYy

.

e ey
A
Y.

.

- genuin portun1t1es terlearn needed new SklllS and do-not
’ ¥ .
' ge}//;apped 3n men1al, low—paYmng pos1tlons.

T
t
-
.
2
5o

Y ¢

-

T ) cC. A’ternatlves for Achlev1nq Self Sufflclency

Bearlng in mind-a cllent s work experlences, apt1tudes and

°

Lnterests,qas well as other employment—related 1nformatlon, the
i

}ﬁ':. T 'employment counselor should explore wIth the cllent the follow1ng

-
i
T

) optlons and alternatlves for ach1ev1ng self sufficiency.

»

S asafyn oot N

L0

L 1. Emplo?ment Alternatlves. The counselor and client should

- ’
-~

e o ) dlSCUSS and compareaﬁpproprlate jOb opta.ons with a focus

e [ X N
¥ o e

e ‘ P - on specifie job requlrements ahd respons1b111tLes in’ .0
. N\\‘N‘-» _..\J__‘
particular, companles, as well as on'short and long te;m B f'\ :

.
. . o= . Y , >

A ﬁ S éxpectations-of'employers. Job.optlons that are-dis- , : _E
o LY "~ - cussed with a client should realistically reflect local 7
. f\ < .

o . 1abor market condltlons as well as a client's%eurrent s ;

g b p o WY
R 3
-

I

’ .

. Sklll levels. : .. _

~

.- . .
. -« -
M

'; . 2. 'Educatlonal Alternatlves (ESL Vocatlonal, and/or - . i

TR U e e e

Academlc) The counselor and client should explore the

’ varlous educatlonal opportunltles dvallable to the

A ==
c¢lient and their requisite f1nanc1al cons1deratlons.

* ’ 4:;

. 2 o
4 *
k3 8 < Lo j' ~
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Educational opportunities might include ESL, vocational
training (e.g., electronics, auto mechanics, etc.) and

academic courses (community college, high- school

~

e

H * e e—— N vy o9 m o . _ .
—————__equivalency, etc.) . TherpOSSlblllty of skills recerti-

- m e e e - . - - . * . *
e o e ee e v o em e e e Ca ST e e — J '\_.
_ o z T — s |

, fication should be explored if that is appropriate.*

These opportunities should be examined in light of i ;

3

client"'s immediate”needs as well as in light of his or

e

her aptitudes, interests and goals. . &

‘ 3. - Referral to Other Services. The counselor should work

mith_the client to assess the client's other resettlement

reeds. It may be that the client has a health problem

v
that warrants prompt attention, or is in need of sce

adjustment counseling. These and- other concerns may need &

to be dealt with before a client can pursue employment ' A
and/or training opportunities. '

In exploring the anove considerations, the counselor and P

client should identify realistic oQtions based on a client's

finahcial necessities. In-some cases,. immediate employment
may be the only feasible option.

. In other appropriate instances, the counselor and client
. »
might explore the alternative of public assistanée as a

temporary system of transitional support which ‘allows refugees

time*to adapt -to American life and the American work system.

-

For many clients, public ass1stance affords them an opportunity

—_ .
-

° . ) ’ ) : . ‘ ,J
* Por further information, please refer to Practitioner ‘Workshop T :
Document No. IV, Vocational Training and Skills Recertification.

‘I

-
, -
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%"" . to pur%ue'needed language and/or vocational training. The _ j' i

S counselor should make sure that the client is fully aware of

I : ) the short and long term social and economic ihplications‘of

» -

. receiving cash assistance.
It is recognlzed that employment Drograms may have well-

established and strongly-felt biases regardlng these various— ° §

- .
.

alternatives. It is recognized too th§t many refugee clients v f%

o 4
e ¢ H

. will ﬂave a ‘difficult time'assessing the full'imblications of

- - [ad

. these alternatives. Nonetheless, counselors‘should make every

effort to ensure that the refugee client part1c1pates in, and

v

- . is supportlve of, the ch01ces that must be made.

R L PP

D. Plan’ of Action --the Employebility-Development Plan (EDP)

I " = = N

M x - - -

" .
. . . " . < B

- - .

$

¢

The Employability Development Plan is 'a written summary
q% the plan of action agreed‘upon by the clieﬁt and the eﬁbloy— . -
ment counseior. The plan charts a ‘dynamic process and so should '
be flexible to accdmeaate reasonable change and - JQification.
?he following essential components of an Employability Develop-
ment Plan should be defined and aeted upon to suit individual
client needs: ‘ .

;;,' l 1. Goals. The plan should establish realistic, précticaple

3

short ‘and long term goals.

©

2. Barriers. The plan should ;dentlfy obstac%es t at may -

hin£e>\the client from fulfilling establlshed’objeptlyes
(e. 9. lack of transferable skllls, need for supportive ) ' ;
services, etc.). The plan should establish a course of

) . foo . .
L action for overcoming these barriers. i




~ -

3. Action to be Taken. The plan should describe specific
;;‘;\\\\\\\\\ steps to move the clienit toward his or her established e

ff : ‘ goals., | both short and long term.

R — o ———— ety

- 4. Persons Responsible. The' plan should 1dent1fy the

w ' T~
A e

~ . specific persons responsiblg\for following the course

of action (clieat, employment counselor, social services

worker, referral agent etc.). Procedures for coordina--

tion and interaction among these persons shouid be
cleerly definad. L.
. Fl

5. \EEheddle of Development. A realistic'timetable should

v

be deVeloped for two reasons:

a. To build awareness on. the part of the client,
the counselor and others involved, of the time SN
lrequlred to meet. specific objectives; and

L : : ”
v '}b To serve to establish an evaluation mechanism, . ' ‘
or standard byawhlch progress can be measured.
\ ' 4 :#
|
The timetable -must be realistic in terms of the client's

d1stance from job-readlness as well as in terms of the
capab111t1es of the employment program. ) .

Note: | It is important that some immediate action be

takeni(such as establishing another counseling appoint-

ment, referral to a Job, referral to ESL tralnlng, etc.)

1mmedf?tely follow1ng establishment of the Employablllty
- Development Plan, in order for the client to see move- _

ment toward the est llshedﬂbbjectlves.

6. Follow4Through. Each of the persons designated to
. i ' ;

undertake a phase of the plan should be held responsible

for its accomplis /ent. Periodie—eva-hra‘tion and follow- O ;

e

e e e

\

up should be’an 1ztegral part of the Employablllty

pevelopment Plan_ nd of all counseling services.

R .
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= ,‘_pecz'l iderations ‘
oy e For, employment counseling'to be most effeetive, it is important Z
" ___that an employment program oarry out regular community assessments :

- . to 1dentify and assess the follow1ng community characteristics-

1. Availabillty of training opportunxties (ESL, VOCotlonal

—~-and/or—educatiopal) i ; ) . ) i
- d M

.2. Current job market conditions; - : . &
3. Program regulations for necessary supportive services; = . v
o .I‘

. 4, Local community and business attitudes toward‘refugees; and

: e 5. Attitudes of the refugee populations toward employment N
L : services, . w3

The basic method.used in the employment counseling process is ;

.

- the personal interview. Supplemental methods include group counseling

[
1 . -

in specially organized sessions or incorporated into ESL classes.

Counseling overlaps with cther components of an employment program

o

such as ‘pre-employment orientation, employability assessment, and

: ‘ . several of the placement activities.
T . ° *

- It is imperative that employment counselors maintain close coor-

v

dination and communication W1th the other employment service components. —
—_ - ‘Because of the spec1al needs of refugee clients, and thegreatly i
. ‘different background of many refugees from that of other clients,
employment counseling can be maximally effective only if barriers of
language and culture are overcome. The bilingual/bicultural1nd1Vidual
trained in employment counseling.is a desired staff person. When such
individuals are hnavailable, trained bilinghal aides can be sought to

work with the employment counselor. -

Employment counselors must be aware that employment counseling

- < /
on an informal basis is being prowvided-all-the—time~by the Tefugee
oLat Teet2
client's peers as well.as by sponsors, and other service prov1ders.

- ‘ The counselor.who wishgs to be effective will attempt to learn the

R —

content of this .counseling and will seek to work‘withwghgsei_

‘ indiyiduals, whenevex possible. 32 . ‘ )
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IV. PLACEMENT ACTIVITIES .. k
: “A.  Job Development . - s :

sfers e

Jobndevelqpmgntmagﬁiyitiesmaremthose,aimeduat“identiinngw

and developing employmén% opportunitiés in order to éuccéssfglly

- ‘ . .
: . -  _ -place clients in jobs commehsurate with their. abilities,

e experience and interest. : - ‘

’

" Successful. job development requires an aggressive pursuit

. of new employer contacts|and possible job leads. Job leads can

PN ‘belidentified’th;ough é bariety of soﬁrcesn including the ' R

following: ‘| '

i ° ngeferrastfrom“e&iSting employer contacts

e . e Employer asSocia;ions'or,business alliances )

e Service agencies including public Job Service agencies,
community-based {oiganizations, CETA, etc. . . .

e Linkage with vo?ational;training instructors

i e . Churches ! .

N ‘ . .. ' e Sponsors and vo}untary resettlement agencies - :
- w_m,w.wwomﬁEmployment~proqram~€ommunity”Advi§6f§*Boards E
L e Coordipation with inter-agency forums and task forces g
) ‘ e Job clubs . | - ' -

im —— = -— @ Public sérvidefannouncements : ' ' .
e ' Community job banks ‘
e Newspaper want ads - . ) )
e Trade.publications . A

:® Flyers / o S e
e Minority businesses and employers . :
e Other. publicjrelations/outreach activities, ~ | Y

Involvement. with local business and civic organizations is - i

~

., a good method of. both developing employer éontacts;as well as -

< 2

Bringihg business éfpe¥tise to. the eméloyment program. - R

- Job dévelopme t is an activity that can be carried out by

i’l . an employment program in cboperatibn_uith_others—invoiveﬁ‘ih _ 3

Lol providing services to refugeées - including the. refugee community.

P . Clients themselve ' should be encouraged to actively eng in——
Lo , . : .
. . job searchés,. eii er self-directed or assisted by a job developer.

e “ P i
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bl

Spec1al needs of varlous types o

"in the process of job development. For example, job upgradlng

e — [

.

opportunltles ‘should be developed for underemployed refugees

B. Referral Process

either within thelr present company Or through placement- in v

- fanother'company For secondary'wage earners, support Service

_needs (such as day care and transportatlon) should be carefudly

conslaered before beg1nn1ng job development for these cllents.:

’

—provides individual-pre-employment

The_referral—p
orlentatlon for cllents and employers prlor to’ ]Ob referrals,

in order to assure successful Job placement” The components of

¢

this process are the following:

Tl

Pre-referral client«orientat{on and counseling
Job matching " .
Employer orientation ‘ o

[ ]
i J
[ ]
e Hiring._process. .

£ cllents should be addressed

1. pre-réferral Client Orientation and Counseling -

Pre—-employment orientation, Employability assessment
and employment counsellng 1ssues should be rev1ewed by the--

job developer and client prlor to ]Ob match1ng and referral.

“If the cllent has not received these three services prlor

-

to referral for job placement services, a number of toplcs

may need to be discussed including: job search technlques,-

'completing job applications, resume writing, interviewskills;__T__————f

J

short and long term vocatlonal goals, barriers "to successful

%

employment, typical on- -the- -job s1tuatlons, opportunltles for

upward mobility, and -the American "work-ethic.'

*




e e e e r————— -~ - - ——— . . . .

. A o
A jiscussion of "Do's and Don'ts" concernlwg pre- =

interview, 1nterv1ew, post-1nterv1ew, and on—the-job
e e S e e RS

---———being:- late—for—an*tnterview-or'no+—showrng-up at aLL: ) f

g ' L .
situations tprcally encountered should be included ‘(see i

Pre-Employment Orlentatlon: pp. 9- l2) * Problems wh1ch may.

adversely affect relatlonshlps with employers, such as

e a——— e ——

‘brlnglng othzrs to ‘an interview, and gquitting a job w1thout

g1v1ng not1ce, should “Teceive partlcular attentlon, Early
— . A

- ‘1dent1f1cat10n and av01dance of ‘such problems w111 help the 3
" staff minimize thelr negatlve impact on employers.‘ ‘ R 2l R
' Pre-referral client orientation and counsellng can be N

done either in personal interviews or in group sessions.

However, for clients who are already employed in ‘sdme capacity,

%é‘l,*— ' the issue of taking .time off from work must be dealt with, '\~“~§

inc¢luding what to say to the present employer, when to ask

for-leave time,'how huch time to take, and when. Also, job ' E

identified and dealt with. The intensity of this activity i

. hY
.will depend on the extent of previous prefemployment
orientation and employment counseling.

2. Job Matching - - ' v .

Ihe_employab%l&ty—assessment ﬂonauctea 1th the cllent N .
and his or her Employahlllty Development Plan (EDP) " should..

' . X < .
identify yocational skills, abilities and interests; as well / T

as potential barriers to emploYﬁent. Other relevant.issues

should be identified and discussed relative to specific

job openings and their priat

T - * See also Appendix D - Resource Materials

ven the client's




«

£ e e

’

b

. Empléyability -Development-Plan have not been completed

+~w—~i——‘4;:Bf~at—1easE”tﬁe"fSIIBWEﬁg'Etems is recommended prior to

e .- country (including family business, hobbies, part

b@ck@fpundl If/the employability assessment and/or’ |

pridr to referral for job placement services, assessment

e

job matching: . - .

. a. Educatioénal and employment background 1nclud1ng

trarsferability of skills -obtained in native.

time/volunteer work) to U.S. labor market needs

"b. Social and supportive service needs
\ - ‘\ ‘ .
c. English language skills .

d. Short and long term goals
e. Motivational factors

f. Local job market condltlons and the client's
mobility. .

their appropfiateness to the client's background'and needs.

skills and the respon51b113+1es and requlrements of the. job.

' eite.by the job developer. ' ' . .. L

: -
;————————"‘_Eills for those clients who have ccmpleted or are still

Speeifée—ﬁeb—openings—will be discussed in light of

A task aﬁaly51s for each job opening should be establlshed

$0 that an adequate match can be made between the “client's

Th;s could 1nclude discussion with the employer of job duties

and requllements, evaluation of available written job des-

criptions, -and—whenever possible, a visit to the employment - .

Applicable vocational skills tests should be-administeied
when approprlate Coordination with vocational training Lo

1nstructorsww1ll also help ascertain the level of veoeatiomal
scertatn the -

attending vecatlonal training courses.




'. ) " Issues such as thé\client's aVailability, transporta~

mtlon*and«day~care_needsrwand_other socxal_serV1ce needs L

, = ‘should’ be taken 1nto con51derat10n when job openlngs are

~ -

_____discussedrgndrreferrggs;made;
for'secondary wagefearnersgvit should be‘determined
whe;her or not the'olient hashad employment,befere, eirner
T B . in the'U S. or in his or her nati“e country: Supportive
'serv1ce needs (day Care, transportatlon, etc. ) should be

1dent1f1ed and addressed. Addltlonally, -a secondary wage
earner may need.to stagger work hours w1th those of hlS or’
her spouse. An employablllty assessment may be necessary
to determine the client's employment background and needs.

— “:", 3. Enployer OFientation ’ v, .

li . Currenﬁ and potential employers of refugees_should

« . receive an initial introduction to the employment program
as well as to the refugee populations, with a focus on the

following topics:

a. Employment proéram objectives, and services provided
& _
b. Program successes in the community (in the area of
. : job placemen for- exampre)
. S c. ’Background on the cultures and experlences of ‘the
Varlous refugee populatLons, with emphasis on
/Eﬁxgural differernces that\may -affect their employ-
ment experiences in "the U. S< °. _
i
d. Informatlon on other employers in tbe’communlty_who__———

____________________;_hane-h;red—refugees. N

It may be appropriate, whlre prov1d1ng orientation to

employers, to discuss flnanc1al 1ncent1ves (1nc1ud1ng WIN

tax credits, wage subs1d1es, and other tax credms programs) .

\\
\
\
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|' - ‘ * -
Orientation can be ¢onducted for ome or several

. N oo . . .' a
.representatives from a single company, or jointly for . .
toes -

representatives of several®different employers. .Audio

ol . L. 1.‘-

V1sual alds can be most helpful in presentlng orlentatlon

’

TAL . .to employers. More 1nten51ve or1entat10n~for both employer

-

: and-employme(s) may be necessary after placement._‘ _ o
Lo T As employers and employment program staff develop a R

rapport, 1t may be po551bleoto encourage ong01ng exchanges

of.information which might broadly be called "cultural o i'g

. - i .
; . - 1 . . ~ i e b e
! . . . :

Lt ) awareness" training. If successful, such an éxchange can : ' o

?m Ry both enhance public relations for the employment program as ) g *
well as generate future placements. ' -
If the opportunity exists, employeré should be . - o .

. . _ .
encouraged to provide such services as vocational ESL '

- e o

- and/or on-the-job training.

4. Hiring Process . - ' " ‘ \ N

When a client is deemed job ready the job developer
8 and cllent should selezl the job  6pening(s) most suitable ‘ . :
- to the abllltles, interests and needs: of the client.

Effective job search techniquee rélevant to the client's ‘2{

* - . ' . * @™
field should also be discussed with emphasis on develioping - : SR

°p
)

[ 3

\

o essential client self-reliance in finding a suitable job. /{? A T
‘ > :

. A . =
~riew—appointment is scheduled with an
]

”employer, a variety of .details should be eiplained to the N

-

v client, including: the interview date, time and location; | ‘

— . ' ’ ) (-] .' . ) * . - N
: . job tizléxand duties; starting salary, or range if known; .f o
o dob e antie st | T e

method of salary paymentS}\frlnge benefits; and working g




k,‘_‘ ' . hours. Also, specific interview techniques should be -
S ; reviewed with the client prior to. the interview. The ‘ ’T¢i

“~

Foom o .decision as to who, if anyéne, is to provide transportation

v St and/or accompany the client to the interview must be made.

L ey ollow—UE - o . .

Follow-up is deflned as post-referral services for- cllents* -

and employers 1n order to 1dent1fy and correct problems encountered‘
-.1n the job search or on the job. The objectlves are to reduce d
the llkellhOOd of mlsunderstandlng between the appllcant (oxr

o

-employee) and the employer, “to max1mlze the effectiveness of the LT

Q — -
placement process, and to ma1nta1n a posltlve prograin 1mage ‘within
the local labor market. Ideally, follow-up should be carried out °

e — P

by a staff member who has been working closely with the client ] s

FEN -

,concerned.

*

The follow—up process can be divided 1nto three distinct

~

phases: post-interview, post—placement, and long term follow-up. -

1. Post-Interview .

. t

A successful employment program must provide for follow-
up 1mmed1ately after the interview. Both the prospecfive 5

e employer and the applicant should be contACQed to 1dent1fy ;
) -
possible mlsunderstandlngs and d1scuss potentlal problems . ]

that, could interfere with employnent. . -

1, .

This may also be, an approprlate time to\lnform the
\
employer of economic incentives that may be appllcable

. ) .
(i.e., WIN tax credits, wage supsidies, etc.)\and‘to further

. . . ; . :
describe program -support services that can 1ncrea$e the

chances of successfil employment. e \ p —

. a, t S
T T e e ey Bt - — S e Pee s verats e
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2," Post-Placément : . @

' . Pl I

All employers and newly hxred personnel should be

contacted during the first few days of employment and ot

therealter at regular 1nterVals. Thls sustalned contact-

- N
* -

N helps both employer and employee to identify and discuss . --

potentlal problem areas before they become more serious

- »

concerns. :—. T B
a. Employer Followf_p If the ‘employér has had
‘ B limited or no experlence with employing non-
/ English speakers, 'this follow=up gffers -an
< opportunity to prOV1de interpreter- - services—and/or L

; to offer instrugtion in methods of non-verbal: . “ :\““‘
communication. ' .
b. Employee Follow-Up. As tne employee may not have . =

had any previous work experience in the U.S., - .

. — ... _this is anh_pproprlate time to review employer -
expectations, Job.respon51511*t1es, fringe benefits, )

. participation in unions or-employee a85001at10ns, .- o
and other job-related issues. . ‘

A

1}

3. Long Term Follow-Up

Long term follow-up provides an opportunity~to reinforce } /
" the employer-employee relationship and to dlscuss approprlate

job or skill upgradlng, 1nclud1ng job-specific tra1n1ng

Y

opportunities, The ad%entages of job upgradlng w1th1n .one

1
. |
0

company as* opposed to changlng employers should be suggested

to both the employer and emplovee. This would have oartlcular

relevince for underemployed clients. . : -
“ - | L
s Face-to—face contact with employers and employees is.
obviously the most desirable method for follow-up, though . -
" ’ ' - .

telephone contact may serve to maximize staff time as well"

as reduc: the time pre&ssures on an employer and his.or her

[y

. X J hd . 4 . < ’ ‘
work force. - : . ‘

- 5- b . 40 ’ . .. . ‘ 3

* ~

(.:‘
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&
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v The “"visibilicy" of long term follow-up should be - . ;
’ ¢ .' . s . ' ] -
carefully considered as other employees may-become resentful \\ ,

of a refugee worker who. seems to.have a personal employment ' - '\

"counselor and advocaté. Home visits with a client during

nop-workinyg hours may be appropriate and can serve to

- relnforce the trust between a client and program st&ff. o zf{

A g

Employment program ‘staff should be aware of the ) ' -

AY ~ b4

problems caused when clients hold several jobs in sucdession .
for short perlods of tlme. Obviously with rapidly changing R

labor markets and 1ncrea51ng unemployment, some employees .
o \ L ',’ . ;;
‘“-wlll\have“no control over termination. However, clients . . -
[ B ——a . * , . . * . J
who jump from job to job create negative employer percep- <.

-~ ¢

tlons ‘(sometimes eliminating possible sources of future

job 0pen1ngs), and frustrate program staff Staff should

o1
s b er s

-

s >
be prepared to establish limits for services or develop- . : N

other types of informal sanctions, .. ) i

T . - T - = = o o PP




V. STAFFING CONSIDERATIONS o ' e

Each of the component activities in an employment services
hd " B . N

program calls for.specific qualifications. and a special mix of

skllls on the part of program staff. At the same time, it is

e .

recognlzed that several general staff quallflcatlons will apply

for all of the various service components, and that weil-qualified

o . a a

staff?oan and will perform a wide range of}functions for an
. : 5 N . ! ’

.employment-program. It is generally recommended that a minimal

anumber'of staff members become 1nvolved with a given refugee client

-

. to av01d confus1on on the client's part and to establish a sense
. of contlnulty xnotheﬁemployment process. The specific roles
and 1nterrelationsh1ps of staff members should be clearly def1ned.
Follow1ng are some recommended guidelines and cons1deratlons

- for employment program staff as they relate to each of the

%

service components. - . - 4 -

A. Outreach, Intake, PrerEmplgyment Orlentatlon, and Employablllty

Assessment. ) . N ]

Optlmally, staff persons engaged in any of/the above activ’<:ies

should have bilingual/bicultural capabilities ”/ At a m1n1mum,
o
a blllngual aide should be avallable. {

i

f
Outreach Workers should possess a thorough understandlng
of their employment program-.and a knowledgguof other resettlement
services and community resources. ‘

L1

Quallflcatlons for the Intakeé Worker should 1nclude basic

4 {
4

skills, in 1nterv1ew1ng, first-hand experience W1th refugee

:
o

Vresettlement, and an awareness of communlty.resources.
y Cl e

Staff quallflcatlons for those prondlng Pre-Emplcyment

Orlentatlon include the following:

!
o ' ! .
: ) | ;




1. Teaching skills . ! : )

2. Undérstanding of the American as well as the refugees'.
.otiginal worlds of work

3... Sensitivity to the refugee experience

4. Knowledge of the local labor market :

5. Knowledge of-other resettlement services and community

resources.
: /

-

Employability Assessment staff should be trdined in testing
and evaluation to idéntify transferable work skills*, interviewing,

and report writing -skills.

B. Employment Counseling

Staff qualifications for Employment Counselors include the

~ -

" following: <

1.. Interviewing and counseling skills .

2.. .Understanding of the American as well as the refugees'
original worlds of work '

3. Sensitivity to the refugee experience .

4. Knowledge of. the local. labor market

5. Knowledge of other resettlement services and community -

resources.

-9

Employment Counselors, perhaps more than aﬁy other:staff of
an empleoyment program, must possess a sensitivity to the refugee
experience as well as to tﬁe ethﬁic and cultural giversityoamong
the-refugee populations. For successful counseling of Indochinese
(and other) refugee clientsq it is imperative that é'relationship

of mutual trust be established. 1In order to nurture this trust,

EY
\

counselors should be familiar with the social and cultural

patterns of behayidf‘— both acceptable and. inappropriate - of )

their client populations:

¢ Counselors should be aware of inappropriate personal
. pehavior and "body language" (e.g. touching the head,
touching cx/ hugging witﬂ the opposite sex, pointing a
finger at a’.client) that, may alienate or- offend Some
"Z*IequEé“EIiéﬁféf o e ;

¥ror more information on vocational assessment, please refer to

" - practitioner Workshop Document No.-IV, Vocational Training and °
- - 8kills Recertification.

)
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.Counselors should be aware that many Indochinese refugees
are unfamiliar and uncomfortable W1th American patterns

B

. of ready. "self- disclosure." = - . T

e Counselors need to k nd”féEﬁect'tne/;a;:ly structure

frgm_yhlch—a«cllent comes. .

— . ! .
e. Counselors should recognize that many refugee clients

will be focusing-on their immediate situations and may
have difficulty adopting a long range perspective. ,

C. Placement Activities N

~ -~

To be successful in identifying and developing employment

T

opportunities, Job Developers should possess the following

0"

qualifications:
1. Knowledge of local labor market conditions
2. Sensitivity to the needs of both clients and employers
3. Creativity-and flexibility in working with clients and-
employers

‘4. Ability to maintain close. coordlnatlon among counseling,
placement and follow-up act1v1t1es.

Information exchange at eveny.phase of placement‘activities

-

should always be a prime consideration! for staff, to increase

both' the efficiency and effectiveness of service delivery. For

example, close coordination between job developers and follow-up

staff can achieve two benef1c1al results:

e Job developers can 1nform follow- up staff of problems
a particular client might face on the job; and

e Follow-up staff can inform ]Ob developers of possible
new job leads.

In the area, of pre-referral client orientation and job

{ . .
matching activities, there musi be close cocrdinatien hetween a

program's Employment Counseling and Job Placement units, in order
to most effectively alleviate problems a client may encounter
- - i - -7 . ’

in the job search or on the job.
If at all possible, bilingual/bicultural persons should
carry out client: follow-up both to minimize the risk of misunder-

standlnq and to maX1mlze the Opportunlty for cllent response and

¢

PSS
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+ THE PRACTITIONER WORKSHOP PROJECT

Employment Services Workshop

1

The Practitioner Workshop Project is a project of the

Indochina Refugee Action Center, conducted under a grant from -

the Department of Health and Human Services, Office of Refugee

4

A series of seven workshops has been held. Each workshop

has dealt with a different social service or services which can
be provided to Indocnrnese and other refugees through Department

of Health and Human.Serv1ces Title XX 3nd/or Refugee Resettlement:

L4

. e .
Program ,social services funding. The workshops are:

°

Orientation - August 1980 .

Health-Related Services _ - .September 1980

Social Adjustmen% Services ' - Séptember 1980

' Vocational Training and Skills :

Recertification \: October 1989

Employment Services °’ 4\ October 1980

Outreach, Information and Referral - \November 1980

Refugee Resettiemeat Serv1ce \\ - '
Delivery Approaches L - Depember 1980

The goals and cbjectives of these intensive workshops are to:

° develop practical models and approaches to serve as, - Jﬂ,“,,—_—l

exam)les of effective programs. .and -as stimulants to new,
4nna11+v-nrowect”development in resettlement comipunities;

develop models to stimulate acceptance and t6 serve as a

guide for state human service administrators charged WILh

making refugee social service funding dec1s10ns, .
o

° fac111tate communlcatlon between resettlement workers

regarding approaches used in other locales;

N

g B
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o provide input from knowledgeable local resettlement
practitioners into national program operations; and

5 increase the very-limited body of knowledge on effective
: resettlement practice in very pragmatic terms -=- to move
, . forward the state~of-the-art.

<

Each .workshop is cémpfised,of approximately ten service
providers who are involved in delivering social services to
‘Indochinese refugees. Each workshop is thfée days in length,
and ié di;ectgd'by a lead consultant desigqated by project ‘ -
v staff. The lead consultant has primary respbnsibility for,
draftiﬁg a'wOrkshop repdft.' For eéch of the workshops, the
report includes an‘intrpduction, with a definitién of the
service(s); necessary program considerations; a description oﬁ
. ' appropriate delivery settings; and various models or approaches
‘for deii&ering the service(s). The report is reviewed by project
staffi workshop particigants and b§;HHS/Oﬁh,.and then distributed

to major refugee resettlement information distribution sources

o

"and to resettlement. practitioners. -

°*  The Employment Services workshop was held in New Orleans,

Louisiana, Octobef 29 --November 1, 1980. It was led by Charlotte

Bourgeois, who is Program Director of Employment Services for,

M Associated Catholic gpari;igg,in_Newu0£lean5u’”ThE”W6fKé"6p was

attended. by thirteen part;cipaﬁts, each of whom.is closely
invoived in proviéing employﬁent services to refugees. The

names of the participants are attached. .

et
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~

;lmplementation Phase
Thls second six-month phase oﬁ\the pro;ect will implement 2

3 coe the practlcal models of service dellvery developed in the work- -

< shops. Sho;g term, on-site assistance will be available to

local resettlement practitioners who express a heed for, assistance

in the program development areas covered in the workshops.

&

Practitioners involved in the workshop phase will be linked
}w1th communities requestlng 1mp1ementat10n support.
The Ob]ect1VéS of th1s 1mplementat10n phase are to-

. 1. stlmulate the development of effectlve refugee serv1ces
B . - in areas where services are either inadequate or non-=

ex1stent, A -

2. enoourage coordination among serwvice programs, partic-
’ ularly in high-impact areas; and -

’“‘ . 3. assist spec:.fJ.c groups (e. g., voluntary agencies and
MAA's) in enhanc1ng their capacity to provide services

-~

to refugees.

- \\ TN
z ./ ‘ o *
ties who indicate-a need for program development by matchingz

through the workshop process. These practitioners will ro'lde
-sife—EaEEHIEEE’EEEIEEZHZZ”EH—;—;;;ber of communities around

1

the country. Services.provided on-site may include the égU'owing:

-a. .1dent1f1cat10n of the delivery model(s) approprla%e to
the agency/communlty and its specific needs ° i

b. developnient of service delivery plans, including
specific'modifications and implementation concern

c. follow-up assessment and evaluation. ° .

SO U0 U U SV
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.Place D'Armes Hotel : -

> Refugee Spec1allst
" 150 Des Moines Street

' (515) 281-4338 .

. 2929 South Carrollton Avenue
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" PRACTITIONER WORKSHOP PROJECT

Employment Services Workshop Participants
¢,

o

October 29 - November 1,01985 T |

Mew Orleans, Louisiana
Tel. (504). 5%4—4531

HOUNG BACCAM

Iowa Refugee Service Center

Des' Moines, lowa * 50316 -

RON BASSETT—SMITh
Indochinese Progrédm .
Chemeketa Community College
4000 Lancaster Drive, N.E.
Salem, Oregon 97303
(503)_399-5225

CHARLOTTE BOURGEOIS Lead Consultant
“Program Director

Employment Services
Associated Catholic Charities

3

New Orleans, Louisiana 70118
(504) 821-5390

JIM DUFFY .
Manpower Counselor
Wisconsin Job Service
P. 0. Box 1388 ' .
Green Bay, Wisconsin 54305
(414) 497-4114 or 4116

ELINOR HEWITT
Director of Training
Jewish Employment and Vocational Service

A. P. Orleans Vocational Center

1330 Rhawn Street

Phlladelphla, Pennsylvania 19111 . .
(215) 728-4450




-

<

VORA ‘HUY-KANTHOUL -
e -‘Unlted Cambodian Communlty, Inc.-
S 1284 W.‘Sunset Boulevard
: Los Angeles, California. 90026
Lo (?13) 617~ 1877 -, T ’

-2

VANG. LENG ' D -
-H'mong Coordinator i

Refiigee Resettlement Offlce
Department- .of Publici Welfare
- Space Center Building
St. Paul, Minnesota 55101
(612),297 -2775

-~

.
I

JADIN OLIVER ‘ '
Employment and Educatlon Refugee Specmallst
State of Colorado - Dept. of Soc1al Services
950 Broadwdy, Suite 160

Denver, Colorado ‘80203

(303) 863-8313 -

" DO\ DUC TAM ' ~ , )
Coordinator '
Refugee Employment Program
Ohio Bureau of Employment Services
Counseling Section .

145 South Front—Street '
Columbus, Ohio 43215
(614) 466-4723 .

DENNIS WHITE
Director
Catholic Immigration. and Resettlement/
Indochina Job Center

2110 East Pirst Street
Suite 123 i

, Santa Ana, Callforpla
(714) 953-92356

92705 . \

ROCKY YOUNG. —— —— 7~
Job De Developer
Indochinese Vocational Project

Los Angeles Unified School District
1646 South Olive Street —-Room 225
Los Angeles, California 90015
ﬂ213) 742-7731
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.OBSERVERS :

-

REV. FRANCIS FERRIE -
‘fndochinése Eniployment Supervisor
Associated Catholic Charities
2929 South Carrollton Avenue

Mew Orleans, Louisiana - 70118

"(504) 821-5390

. PATSY GREER

Assistant to the Cgordinator of
Refugee Affairs .

State of Louisizna - Department of

Health and Human Resources |
Office of Family Security
P. O. Box 44065 .
Baton Rouge, Louisiaha 70804
(504) 342-3957 .

x
FACILITATORS:

ROGER E. HARMON, Ph.D.

Project Director

Indochina Refugee Action Center
Practitioner Workshop Project
1025 15th Street, N.W., Suite 700
Washington, D.C. 20005 .
(202) 347-8903

W. COURTLAND ROBINSON

Project Coordinator

Tn@ochina Refugee Action Center
Practitioner Workshop Project
1025 15th Street, N.W., Suite-700
Washington, D.C. 20005

(202) 347-8903
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'HOANG BACCAM . * . -+ .
Iowa Refugee Service Center
Des Moines, Iowa ‘

- . N

&

. gponsoring groups in Iowa. IRSC is attached to the Iowa Depart-

1

The Iowa Refugee Service Center is a federally funued -
agency that serves as both a voluntary resettlement agency as
well as' a clearinghouse and referral center for. refugees and

ment of Job Service, which has ten full time staff members
stationed around_the state to work with refugee. job placement.
Thése ORR-funded staff members work with staff people from Job
Service's statewide retwork of seventy-five offices and satellites
to provide information and ‘referral services for refugees seeking.
employment aid, gnd to contact all refugees on public assistance
to offer employment aid. ‘ ’ o

« .

RON BASSETT~SMITH
indo¢hinese Program -
Chemeketa Community College

Salem, Oregon

1

-

vhe Indochinese Program has a Title XX contract with the
state of Oregon to provide job placement services for refugees
receiving cash assistance (90% of -their caseload must be on
cash assistance). The program provides career counseling,
employment orientaticn, job placement and follow-up to empLoyers.
Referrals are aisu wade to an ESL program at the community

college. The Indochinese program serves approximately 200 people
per year. .

CHARLOTTE BOURGEOIS
Employment Services

. ~ - 2 . .
Associated Catholic Charities °
New Orleans, Louisiana f
{ e
Job counseling and placement services are provided at four .
ocations in the New Orleans ar:a where large concentrations:of -

refugees have taken up residence. ‘ACC's employment staff inter-
views refugees ahd arranges intarviews with prospective employers.
ACC also operates”a day care program for children of working -
parents in addition to providing a full range of resetclement
services including health, English language, housing, home manage- -
ment, and family counseling.

91




&
Al

f0-,

|:JIM: DUFFY
1 Wisconsin Job Service
‘| Green Bay, Wisconsin

roe '

Ehe'wiséonsih Job Service, through a cdoperative agreement

With'wisconsin Department of Health and Social Services, is able
to, provide ‘the following seérvices -to eligible refugees: ,

1. Intake Sér&icés,ana.Assessﬁent, inclﬁaing basic intake
inte¥viewing, employment counseling, aptitude testing,

and employability plan“development. . ~

- N

b 2. Work Experience Componeht, incIud%ng'development of a

} work-site, selection and reférral to work-sites, -
; orientation of work-sfite supervisor§, orientation of

I “\\\ participant, and monthly follow-up Vvisits. A
IS

|

!

l

.Océupational\Skili Dévelqpment (Entfy Level) , including
\\érrdngament for, referral to and follow-up at state
approved training facilities,

\
4. Oﬁrthe-Job Training Component, including arrangement
with, and training cost reimbursement to employers as
welr\as regular on-site follow-up. : -

\ / .

5. Referral to Other Services, including referral for ESL
instruction (with follow-up) as well as referral to
supportive servicés such ‘as day care, transportation,
personal counseling, etc. which may be needed to obtain .
employment. ) - \K

. . ~
M \)

6. Job Development and Placement Services, including contact
of potential employ2rs and referral to jobs for job-
ready particiﬁants. Orientation and follow-up at the
job site are provided as needed.

//\s
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"ELINOR HEWITT s . N P oo P
‘Jewish Employment and Vocational o O ‘

- Service : ‘ . : - ‘ .
A. .P. Orleans Vocational Center | _/z’/// !

‘pPhiladelphia, Pennsylvania ' . i

™ .The A. P. Orleans Vocational Center has a subcontract with -
Jewish Famiiy Services to provide. the following services to- .
. adult Indocthinese réfugees in th& greater Phila@glphiaLarea:_

1. Vocational Assessment Serxvices to diagnose and evalpate .

» a client's potential for job training or employment )
-fhe-Centef uses.three work sample systems developed| by
J.E.V.S. for vocational.evaluation. ,
- . - .1 - ) )

2.  Employment Training Services'in the following skill ‘
areas: air conditioning and refrigeration, heating I~
and plumbing, electrical wiring and appliance- repairyj, .
building maintenance, computer programming, food X
preparation, machine shop and individually designed 5
v courses. . ' :

s ‘}*.. L
. 3.\ Transportation Services for refugees undergaing vocational
" assessments and/or pursuing employment training. '
. . . b . ]

r

* . ' }’, .
' f ¢
i
!
Lo

VORA HUY-KANTHOUL - _ .
Indochinese Mutual-Assistance Program
United Cambodian, Community, Inc. .

- Los Angeles, California .

i

United Cambodian Community, Inc. (UCC) 'is a don-pfbfit mutual

‘assistance association that was incorporated in 1978 to serve

Indochinege refugees in ‘the Los Aﬁgeles/Logé Beach areas. 1In the
area of employmént services, UCC provides the following services
to refugees through its Indochinese Mutual Assistance, Program

(IM%P): . i A

; i . . .
1. Outreach Services include Newcomer! Orientation sessions
which familiarize refugees with available services and

. . § ! P
) community resources, including emp}oyment and. vocational
_training opportunities. ' : ’

i

b ‘ ce 2

2. BAssessment Services: include the identification‘of
individual .client needs, particularly concerning

/- 'employggility, 4and referral to the appropriate IMAP
services. ’ e

st -~
L -

‘3, Employment .Services include pre-emplo§ﬁent orign{ation
and counsexing; job -development, job referral And place-
ment; job upgrading; and follow-up services.< ' .

5
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VANG LENG ) :

‘Reflgee Rbsgttlemenﬁ office
Department of Public Welfare
St: Paul, Minnesota '

b

+

. - <

b -

O N

¢ Phe Refugee Resettlement office in Minnesota offers the ' .

fi— _following. employment_services_to refugees in the state:
, » SR

1. 1Intake, which includgé'a language assessment, an.
. educational and vocational assessment, and development
of a preliminary vocational plan. . y
2. Pre-Employment Orientation, which offers'bilingual v
. survival English, orientation to the world of work,
7 . -iand oth?r survival skills.
re -2 . .,
3. Basi¢ Skilld Development, which offers work experience,
¢ career exploration, further orientation to the world of.
work, and employment ESL. .

4.- Vocationzl Training, “whizh includes both a special short
. term vocational program leading to placement, as well

s* as a prevocational program leading to mainstreaming into
a regular vocational training program.

5. Placement Services.
._ T :
6. Follow-up Services

JADIN OLIVER .

Department of Social Services .
Denver, Colorado

- The refugee employment program for the state of Coloradoe uses
the Work .Indentive Program (WIN) structure as a.model. All sup-
pertive social services (transportation, day care, counseling,
etc.), outreach and assessment activities are provided through a

. purchase of service contract yith Denver Catholic Community

Services. .They 5ct as the intake ‘agent and do an initial screening

" and éligibility'determination-befureGreferriqg the refugee on¥¥or

further services. Employment services and: referrals for training
are jprovided through a purchase of service contract with the
Colorado Department of Employment and Training (CDET) . They are
co-located yith Denver Catholic Cemmunity Services and work jointly
to;deVe;opAdn employability plan. Thirty, 60 and 90-day follow-ups
are doné .on all.clients placed in employment.

State of Colorado - . - . I ",
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i Ohio Bureau of Employment Servjces
L ‘Counseling’ Section o j
T | columbug, Ohio

| ' : .
[].. ' | e S
. The Ohid Refugee Employéz t Services is operateéd by the Ohio
. Bureau of Employment Services (OBES), & State°Emplg?ﬁént'Security

Agency with a network.of 104:Job Services offices throughout the’

state. \ ] ,

) CoL \ v s 3

The progsam provides a full range of employment services ) 2
which include: outreach, needs asseSsment, employment interview
and counseling, testing, skills inventory and labor market .
analysis, employment orientation, job development and p’ztement,
and follow-up on thgse who become employed. Placement for.. \
vocational training and referral for language training ‘are-also
provided. ) - . . ’ ‘

. A . - }

On pricrity basis the program concentrates efforts on| .
direct acement of refugees on permanent jobs and uggradingl o
employment of those who are un@eremployed. )
= , . .

€ i
i . '

r . . Y

DENNIS WHITE . ~ I R T y
Ccatholic Immigration and Resettlement - , ‘ . R
Agency . & L o : . .

Indochina Job Center : - .
Santa Ana, California . B ' | .
\ ) / . ’ t ) . .
7 v "

A

 Phe Indochina Job Centc: of theé Catholic Inmigracion- and
Resettlement Agency is one of 12 agencies and organizations
involved in 2 comprehensive employment and £reining services!

system for Indochinuse refugees in Orange County.

v Within this system, the Indochina Job Center is responsible
for assessment, career planning, and eventual placement for ]
refugees newly arriving from overseas. The‘initial assessment Voo
phase will review client demographitc data, employment.history, and °
educational background, and will determine employmént, goals., :
English language proficiency will be determined and»referrar,made/
for FEnglish language training services if appropriate. -

Y

~

In addition to’/English language services, students in, project
ESL programs will also be presented with orientation to the ."World
of Work! a program specially designed by the Indochina Job Center.
After completing language training ‘and "World of Work," clients

will be referred back to the initial assessment uhit for reassess- ;
ment and job placement or vocational training if appropriate. ;

~
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"+ | ROCKY YOUNG - - , ! - ‘
. | Indochinese Vocational Project : ’

Los Angeles Unified School District : : _—

*l Los Angeles, California
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., 'The Indochinese Voca;ioﬁa1~Projeét, operating‘under the:

v~ ... auspiges of the Los\Angeleé Unified School. District, is a .
iy federally-funded program which offers outreach, assessment, - \ .
3 .vocational counseling and training, ESL instruction, job counseling ) ‘

* -and placement services, and on-the-job training f6r adult Indo-/

. chinese refugees. .Project staff also maintain close coordination :
L ~with other social service organizations .and make referrals for : :
; necessary. supportive services (transportation, day care, counseling {
g7 eted). . . IO );

s
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and appear alert

Young for further information.

¥

* Developed by the| Indochinese Vocational Project, Los Angeles. Consult Rocky

%4 f )

i /

g Resource Materials* a5 ;
1. PREPARATION FOR THE INTERVIEW
.bo's . DON'TS
1. Discuss thoroughly with your job 1. DON'T look for just any job,
developer abgut the best kind (s). then change your mind 1ater . !
of jobs for you ‘ '

2. Have necessary papers'ready, like 2. DON'T forget to bring these
I-94/permanent resident card, social . important papers since you may be
security card, driver's license or asked to prove you are eligible
ID card ) / to work

f 3. DON'T waste interview time tryin

3. Be prepared with other 'important to remember these important chti;
facts about yourself, like home be sure you DON'T forget to mention
address, home/message phone #, any information which may be
details about job experiencé/ relevant to the position
education/other training inecluding .

. names and addresses, dates, position i
and duties, supervisor's name if
possible, names and addresses of
references, etc. '

14.. Be ready to talk about yourself 4, DON'T say too much or too little;
‘ DON'T present your background ins
an unorganized way
L

5. Learn all you can about the company, |5: DON'T go to your interview without

for example, the kind of Job you are knowing something about the company’

~applying foi the company s products and the job for which you are \\
or services, why you want to work applying )
there, etc. . . ’

6. Keep,your own\interview appointment, | 6. DON'T give your appointment to .
not someone lse s someone else or go to someone

else's interview; DON'T bring
4 ! other people with you unless
- \} your job developer has™already
' / arranged for them to be Interviewed
! . too N
| . ,

7. Be at least 10 minutes early for 7.. DON'T be late for your interview;
your interv1eW"you may also have also, DON'T zet there too early \\
to complete some forms first or either - N
prepare for a test V\(\

: \

8. If you cannot avoid being late:for 8. DON'T cancel your job interview \4
or cannot keepfyour scheduled % without calling your job developer //
interview, you'MUST call your job first ,
developer before the interview time /

— /

9.. Have a good night s sleep the night 9. DON'T go to your interview looking //

before your fnterview-so--you are. or feeling tired or inattentive N
et «m,___ﬂ———~———~———*’”$‘“""
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I 2. AT THE INTERVIEW

I
i DO's

DON'TS

[ .
Dress -appropriately-and use good
manners when you go for your inter-

 view; for example, clean, brushed

hair; cledn face; clean, pressed
clothes; good eye contact, firm
handshake, attentiveness, etc.

<

DON'T look sloppy or dress

; 4nappropristely; DON'T smoke or
_ chew gum; DON'T sit down before

being offered a seat; DON'T slouch,

* fidget around, etc.

Represent yourself fﬁlly and

DON'T overrepresent or under-

2. 2.
honestly;. remember all of your past represent yourself (you may not
experience and gkills - including i get a job you deserve or get a
education/experience in your home. job you don't deserve)
country as well as here, volunteer -
work, etc. - which apply to the

* position ) : .

3. Listen carefully to each question 3. DON'T try to guess what the
that is asked; if you don't . interviewer means if you don't
understand the question, ask understand ‘a question (you may
"Please repeat the question" or disqualify yourself by giving

_ "Please speak more slowly" . the wrong answer)

4. -Answer each question directly and 4. DON'T ramble on to other subjects
to the point, including additional or say too much when answeringj
information only when relevant on the other hand, DON'T just say

"Yes" ar -"No" when you-'can be more
effective by saying more

5. Be sure to ask a few questions if 5. DON'T.walR\any from an interview

\ you have a chance, such as job without asking any questions
duties, promotional opportunities, (you may appegn\zot to care about
hours, szlary, etc.; however, keep the job or the campany)
questione about benefits at a
minimum (you may appear too eager to N
take a vacation or s:ck leave) \\\\\\

6. If you take a test, listen carefully |6. Again, DON'T guess if you doﬁ‘t\
to directions; ask if you don't hear or understand instructions;™
hear .or understand something you may make a mistake wanich R

; disqualifies you from finishing h
. the test, or you may show you
; don't take directions well

7. 1If you're not sure about ‘taking a 7. DON'T say "Yes" or ''No" Ly—
job that's offered_xggi_gsk_if_you-»~—————1f‘v6ﬁ*re not sure yet whether you

| can—call the employer back tomorrow really want the job; you may be

sorry later

28,
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] 3. AFTER THE INTERVIEW
) DO'Ss . . . DON'TS °
e . |1. Call your job developer after 1. DON'T forget to call your job
- your interview to say how things developer as soon as possible
" R went and hiow you feel about the after your interview
t ) positjon , i
2. If yon are to make follow-up 2. DON'T expect that the emplover
: calls to the employer, be sure will always call you; it's
- to do so, or let your job usually up -to -the -applicant to -
. developer. know so that he or take the initiative ‘
she can do so
3. If you are not selected, be sure 3. DON'T expect yéﬁr job developer
“ to keep in contact with your job to be able to find you at all
developer from time to time . _times; a good -job may go to
someone else if you cannot be
v reached somehow
o \ : -
4. Help yourself look for a job; 4. DON'T rely entirely on your job
for example, want ads, placement . .developer or vocational instructor
offdces, bulletin boards, friends to find you a job; it may look as
etc.; also, let your vocational: though you have no initiative
instructor know that you are yourself
looking for a job; he or she
may be able to help, too
/




/ Appendix - D /

a friend to your company for a
job, PLEASE let your job devel-
oper know first

.8
48 C o,
~'\\<f¢ 4. ON THE JOB
po's, DON'TS

1. Be prompt when you go to work 1. DON'T be late for work; call first
(this is especially important if it's unavoidable (but don't
when you're new on the job) make a habit of it)

2. Try the new job out for at least 2. DON'T be too quick in making a
a few days before you decide judgment about your new job;

‘ whether you‘iike it or not. it may take time to..get used to
T things

3. Ask questions if you don't 3. DON'T pretend you understand "if
understand something you really don't (you could cause
! ‘an._accident, and/or -make..costly -

‘ mistakes); it's expected that new
employees have lots of questions
4. Be friendly to your co-workers; 4: DON'T be afraid to meet new people,
they can be quite helpful to a especially these who don't speak
new employee your native language (you can
: practice English with them)

5. If you feel you should be con- 5. DON'T compare your position and/or
siderad for a promotion, ask salary with others; your batk-
your‘supervisor or personnel grounds, skills, etc. may be
office; you may also contact quite different; and DON'T quit
your job -developer, but it's "without talking to your job
best to .speak to your supervisor developer firs. if you feel you've
directly been overlooked for a promotion

6. If your employer says you need to |6. DON'T go right out and buy the
buy tools or other equipment, equipment without first finding
find out specifics tirst; for answers to these important ques-
example, what tools, where to buy tions; you may also call your job
them, discounts, will you be developer or counselor if you
reimbursed, etc.; always keep wish
your purchase receipts just in
case you need them later .

7. If you have any on-the~job or 7. DON'T stay home or quit without
other social service problems ____talking—to—your supervisor and
,_—~ea&1ryour—jﬁﬁ“HéVEISEE;—S;——_J job developer first; many problems
counselor immediately; your can be solved without doing

counsklor should be calling you something drastic
within the first week after you
start your new job just to see
how you are doing
8. If you would like to introduce 8. DON'T refer a friend or relative

to your company without letting
your job developer krow first; that
way, some problems can be avoided

-
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