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	Division for Blind Services
Consumer Services Report: Job Readiness Training – Initial Staffing Recommendations

	Consumer:       
	Job Readiness Trainer:         

	Counselor:       
	Contractor (if applicable):       

	

	For each area below, please document the consumer's job readiness training needs by indicating:

· Yes
(training is recommended), or 

· No
(training is not required).

If Yes, please indicate the estimated number of training hours needed.  o next cell)

	Personal/Socialization Skills – the consumer's use and/or understanding of:

	A.
Personal grooming and hygiene:       

	B.
On-the-job communication skills:       

	C.
Dependability/reliability on the job:       

	D.
Employer expectations:       

	E.
Other:       

	Comments:       

	Resume Development – the consumer's ability to:

	A.
Collect the information needed to develop their resume:       

	B.
Discuss the information in their resume:       

	C.
Update the information in their resume:       

	D.
Tailor their resume to specific job applications:         

	E.
Other:       

	Comments:       

	Job Application Training – the consumer's ability to: (tab to next cell)

	A.
Develop a personal data sheet (PDS) in appropriate medium:       

	B.
Use their PDS to complete a job application:        

	

	C.
Use alternate methods to complete a job application:       

	D.
Successfully complete three job applications independently:        

	E.
Other:       

	Comments:       

	Job Seeking Skills – the consumer's ability to: (tab to next cell)

	A.
Develop a list of resources:       

	B.
Make employment-related contacts using their resource list:       

	C.
Use appropriate skills to develop job leads:       

	D.
Use appropriate skills to research employers and/or job positions:       

	E.
Other:       

	Comments:       

	Interviewing Skills – the consumer's ability to: (tab to next cell)

	A.
Research the potential employer prior to the interview:       

	B.
Anticipate interview questions:        

	C.
Prepare for the interview (appropriate dress, etc.):       

	D.
Discuss their disability and needed accommodations:       

	E.
Use appropriate skills during a job interview:       

	F.
Other:       

	Comments:       

	Job Retention Skills – the consumer's ability to: (tab to next cell)

	A.
"Fit in" at a new job:         

	B.
Understand and follow punctuality and attendance guidelines:       

	C.
Understand who to contact if they are sick or running late:       

	D.
Understand how/when to ask job-related questions and to whom:       

	E.
Respond to supervisors/co-workers in an appropriate manner:        

	F.
Address (and benefit from) job-related problems:       

	G.
Ask for a raise or apply for a promotion:        

	H.
Other:       

	Comments:      

	Signatures

	Consumer:
X       
	Date:       

	Counselor:

X       
	Date:       

	Job Readiness Trainer:

X       
	Date:       
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