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Introduction




Introduction

The reintegration process for people with acquired disabilities can be a
complex and deeply personal experience, as it involves coping with changes in
health, emotional well-being, and practical aspects of daily life. Acquiring a
disability in adulthood can be particularly challenging as it occurs when a
person's habits, personality, and behavioural patterns are already established.
This new reality may necessitate significant adjustments to all aspects of life,
iIncluding daily routines and career performance.

Despite these challenges, with the right support and guidance, people can
successfully reintegrate into the Ilabour market and maintain fulfilling,
productive lives. This manual is designed to offer a comprehensive overview of
the reintegration process, providing information about the impact of acquired
disabilities in adulthood and the important role of career counselling. It also
presents a framework for a structured and adaptable reintegration process
tailored to each individual's unique needs and abillities.

The manual emphasises the importance of a personalised approach,
embracing the expertise of professionals such as occupational therapists,
physiotherapists, psychologists, and human resource specialists. By fostering
collaboration between these professionals, people with acquired disabilities
can receive the support they need to overcome obstacles and thrive in their
careers.

The suggested framework and strategies outlined in this manual serve as a
guide for professionals working with people who have acquired disabilities.
While the process can vary depending on the person, the foundational
principles and practices discussed in the manual aim to empower professionals
to tailor their approach to best suit the unique circumstances and goals of each
client. To support the provided guidelines and make the career counselling
more structured the manual contains wide range of practical tools to be used
directly in the field work with the client with disability such as self-assessment
tests, skills assessment tools, and links to useful resources. The information is
supported by many examples and inspiring testimonials, demonstrating the
experience of people who use different types of support to succeed in their
professional life after acquiring disability.




To whom will be useful

This manual can be particularly useful to career counsellors, HR specialists and
other types of professionals involved in the reintegration process if people with
acquired disabilities. Using the manual they will enrich their experience with
innovative approaches and interventions and will benefit from the specially
designed career counselling tools.

Objectives and goals of the manual

The objective of this manual is to equip professionals with approaches and tools
for effective counselling and support of people with disabilities who are seeking
for different employment opportunities. Secondary aim is to empower
professionals and make them more flexible and capable to adapt their
interventions according to the individual needs and unique attributes of their
clients. Last but not least, the manual aims to serve as a practical framework for
implementation of efficient career counselling process which is both client and
labour market tailored.

Benefits and limitations of the manual

Despite that this manual is based on long term experience and expertise of
professionals working with people with disabilities, when using it career
counsellors should have in mind its benefits but also limitations.



Benefits

e Structured guidance: The manual provides a structured approach to
the reintegration process, offering detailed examples and frameworks
for helping people manage their return to daily life as well as to
employment.

e Personalised Strategies: The manual emphasises individualised career
counselling and tailored approaches, recognising the unique abilities
and pace of each person when coping with transition.

e Holistic support: It promotes support from a multidisciplinary team,
including  professionals such as occupational therapists,
physiotherapists, and psychologists, which can provide
comprehensive and well-rounded rehabilitation and support.

e Practical tools: The manual includes specific tools and techniques for
developing key skills, preparing job applications, and managing the
challenges of returning to work.

e Tools driven from the practice: The content of the manual is based on
good practices and purposefully used tools, implemented in the
practice of psychologists and career counsellors, working in social
service providers, NGOs and career counselling centres, providing
support to people with acquired disabilities.




Limitations

Individual variability: While the manual provides a structured
approach, the reintegration process is deeply personal and varies for
each person. It may not fully account for all unique circumstances and
needs.

Complexity: Dealing with the complexities of reintegration, including
legal, medical and professional issues, can be overwhelming for
people. Additional support and guidance from professionals and
supervisor may be needed.

Systemic challenges: The manual may not fully address potential
systemic issues such as discrimination or lack of accessible resources,
which can pose significant barriers to reintegration.

Adaptability: While the manual offers frameworks, it requires
professionals to adapt its recommendations to suit each person's
specific situation, which may vary from one person to another.




Module 2

Overview of the Reintegration
Process for people with acquired
disabilities




Acquiring a disability in adulthood, when a person's personality, habits, and
behavioural patterns are already established, is undoubtedly a traumatic event
that strongly impacts all aspects of life. Recovering good health and returning to
normal daily life may require time, continuous effort, and proactive support, not
only from family members, relatives, and friends, but also from professionals
such as occupational therapists, physiotherapists, psychologists, human
resource specialists, and other specialists according to the individual's needs.
Although, the reintegration process should follow consistent and interconnected
structure, it should be highlighted that it can vary from person to person,
because each individual has unique abilities and own pace when coping with
difficult life situations, requiring rapid transitions and significant amendments in
the life continuum. Therefore, the suggested framework for reintegration should
be considered as detailled example, which should be adjusted by the
professionals to suite the concrete client and their unique life situation and
experience.

The impact of an acquired disability in adulthood on a person'’s life

Acquired disability in adulthood can profoundly impact a person's life across
multiple domains. One of the most significant changes can be in physical and
emotional health, as people may face new limitations, may lose important
functions, and may experience chronic pain, potentially leading to stress,
depression, or anxiety. This change in health often affects independence,
making daily activities and personal care more challenging and sometimes
requiring assistance. Employment opportunities may also be affected, which
can impact income and career development, possibly necessitating workplace
accommodations or even a shift in career paths.

When a person acquires a disability, the impacts on their life can be both
temporary and permanent, affecting various aspects of their daily existence.
Temporary impacts may include the immediate challenges of adjusting to new
limitations and undergoing medical treatment or rehabilitation. These may
involve physical discomfort, distress, and a period of recovery where people
need to adapt to changes in their ability to perform daily tasks. Temporary
effects can also include the uncertainty and anxiety of finding new medical and
support systems, while coping with the emotional toll of the situation.
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On the other hand, permanent impacts can include long-term changes to an
individual's physical abilities, requiring ongoing adjustments in their lifestyle and
daily routines. This may involve permanent loss of certain functions or abilities,
imposing the use of assistive devices or changes to living and work
environments.

Despite the permanence of some impacts, many individuals find ways to adapt
and thrive through the support of professionals in different disciplines, assistive
technology, and community resources. Building resilience and developing
effective coping strategies can help people with acquired disabilities handle the
changes in their lives and achieve a sense of normality and fulfilment.

Social relationships can be impacted as well, as changes in physical ability may
alter social interactions and relationships with family, friends, and colleagues.
The financial impact of acquired disabilities can be substantial, with increased
medical expenses and potential loss of income creating challenges to financial
stability. Adapting to a new identity as a person with a disability can be
challenging, affecting self-esteem and self-worth, especially if others perceive
the person differently.

Accessibility and mobility may require adjustments in housing, transportation,
and public spaces to ensure safe and comfortable movement.

Overall, people with acquired disabilities need to adapt to new situations and
develop coping strategies to manage their condition and associated changes.
Support from healthcare professionals, therapists, support groups, and
assistive technology can help people better adapt and recover their quality of
life.
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Explanation of the reintegration process

The reintegration process for people with acquired disabilities into
the labour market is a complex combination of individualised support,
workplace accommodations, and societal adjustments. The process
often begins with a comprehensive assessment of the individual's
skills, capabillities, and limitations and new specific needs, followed by
tailored vocational rehablilitation and retraining programs. These
programs aim to enhance existing skills, develop new ones, and
provide guidance on suitable jobs that match with the individual's
abllities.

Workplace accommodations play a crucial role in the reintegration
process. Employers may need to make adjustments such as
modifying workspaces, providing assistive technology, or allowing
flexible work schedules to assist the individual's successful return to
work. Open communication between the person and employer is
essential to identify and implement these accommodations
effectively.

Additionally, social support networks and counselling services can
support people in managing emotional and psychological challenges
during reintegration. Building confidence and resilience is key to
successfully going through the process. Support from others and
mentors who have gone through similar experiences can offer
valuable guidance and encouragement.

The reintegration process of people with acquired disabillities into the
labour market can be facilitated by various factors that address the
individual's needs and create a supportive environment. Vocational
rehabilitation and training programs tailored to the individual's skills
and abllities can help them develop new competencies or adapt
existing ones to fit suitable job roles. These programs also provide
guidance on career paths and effective job search strategies.

Supportive legislation and policies, such as anti-discrimination and
equal employment opportunities laws, provide a strong foundation for
successful reintegration. Therefore, in 21 century the legal frameworks
of the countries remain focused on various measures which stimulate
fast recovery and quick return to work, instead of providing disability
benefits which satisfy people’'s essential needs, but make them rigid
and excluded from the social life.
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Contemporary social systems invest significant efforts and resources
In maintaining a balance between providing necessary social support
for people in vulnerable conditions and motivating them to be active
citizens who earn their own income. National legislation also provides
various benefits to the employers who decide to retain the disabled
employees within their organisation and these benefits usually include
financial support for covering expenses, related to work place
adaptation, support by external specialist on issues related to the
disability, access to supported employment services as well as
vouchers for vocational training of the person with disability
themselves or specialised disability training for co-workers. For more
concrete information, please check the website of the responsible
soclal authorities in your countries.

Overall, reintegration into the labour market for people with acquired
disabilities requires a collaborative effort from the person, employers,
healthcare professionals, and vocational specialists and assistive
technologies providers. With the necessary support and adaptations,
people can return to work successfully, contributing their unique
talents and perspectives to their respective areas.

The role of career counselling in the reintegration process

Career counselling plays a vital role in the reintegration process of
adults with acquired disabilities by providing personalised guidance
and support as they go through the complexities of going back to the
labour market. Through career counselling, people receive assistance
In developing job search strategies, including resume writing, interview
preparation, and networking techniques, all tailored to their unique
needs. Counselling also offers guidance on how to disclose a disability
to potential employers or inform the current ones about new
circumstances and how to request and negotiate workplace
accommodations. This support can be critical in ensuring a successful
transition back into the work.

Career counselling extends beyond practical job search support; it
also addresses the emotional and psychological aspects of
reintegration. Counselling helps people build confidence and new
skills, as well as guide them how to utilise the community recourses to
access support for addressing unforeseen challenges.
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A person with an acquired disability can seek career counselling at any
stage during the reintegration process, although seeking it as early as
possible can be particularly beneficial. Career counselling can begin as
soon as the person starts to consider returning to work or changing
careers due to their disabillity. Early involvement of a career counsellor
can help guide the person through the initial assessment of their skills,
Interests, and limitations, allowing them to develop realistic vocational
goals and identify appropriate job duties.

Throughout the reintegration process, career counselling can provide
ongoing support as the individual's needs and circumstances already
have been changed. The career counsellor may also serve as a ‘social
bridge between the person and other professionals who can proactively
help them find solutions for the professional challenges the person
experiences as a result of the acquired disabillity. Since the person had
been living without a disability, they may not be aware of the various
social structures available to support their rehabilitation and
reintegration into work. In such a stressful situation, the person may also
experience a temporary inability to understand and correctly interpret
the complex administrative language of documents that must be
completed to apply for different benefits or access relevant support
services. The career counsellor can help the person navigate these
formalities smoothly and make the most of available community
support.

Even if a person initially re-enters the labour market without career
counselling, they can still seek counselling later on to receive advice on
career growth, transitions between jobs/occupational roles, or managing
any difficulties they encounter in the workplace. Career guidance is a
flexible resource that can be used at any time during the reintegration
process to support career growth.




Module 3
Guidelines for Career
Consultants
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Approaches to reintegrating disabled adults into the labour
market

Embarking on the journey of returning to work after acquiring a disability is
Intricately connected to improved health, enhanced well-being, heightened
social integration, and an overall elevated quality of life. However, the
sustained employment of people facing such challenges poses a
noteworthy hurdle. In our exploration of strategies for career reintegration,
particularly tailored for those with acquired disabilities, we describe three
pivotal approaches: Person-Centered Approaches, Mentoring and Job
Circulation. These three approaches are the cornerstones of our efforts to
empower disabled adults, overcome challenges and open the door to
fulfilling and sustainable careers.

Life-altering challenges, whether arising from medical conditions or
traumatic circumstances, can have profound and enduring effects on
people’s lives. These challenges, manifesting as changes in cognitive or
physical aspects, often trigger complex emotional adaptations. The impact
of these transformative life experiences goes far beyond immediate health
considerations, disrupting the pursuit of fulfilling employment and leading
to reliance on disability benefits.

In navigating this intricate landscape, vocational integration services play an
Important role. These services provide direct assistance In assessing,
planning and making the necessary adjustments to help people get back
Into suitable employment. Our aim in this exploration is to guide counsellors
In effectively implementing Person-Centered Approaches, Mentoring and
Job Circulation. The goal is to foster a workplace environment where people
with acquired disabilities not only return to work but thrive in diverse roles,
contributing meaningfully to the labour market.

This manual explores the key aspects of the vocational integration process
and highlights the benefits of pursuing such goals. Additionally, a
hypothetical case scenario will be presented, serving as both an illustrative
and educational tool for counsellors actively involved in guiding people on
their journey toward vocational reintegration.

Indeed, work is arguably the most important social and economic goal and

outcome measure
(Waddell & Aylward 2005).[1]

[1] Incapacity for work has a significant detrimental impact on the individual, his or her family,
employers, the economy and society. Job retention, return to work and reintegration are therefore
the most relevant and important (albeit not the only) goals and outcome measures of vocational
rehabilitation (Waddell & Aylward 2005). 16



A. Person-Centered Approaches

Person-centered methodology assumes a key role in addressing the
unigue needs and experiences of people with acquired disabilities.
Anchored in the humanistic perspective, this approach gives precedence
to the individual's narrative, emphasising collaborative and empowering
practices to enrich their overall well-being. The implementation of
person-centered methodology emerges as a vital foundation for
promoting the holistic well-being and empowerment of people with
disabillities, fostering inclusivity and responsiveness in diverse settings.
This approach places people at the forefront, recognising their unique
strengths, aspirations as well as the importance of active participation in
the workforce.

In mental health and rehabllitation, the application of person-centred
methodology requires a thorough understanding of the individual's
journey following the onset of disablility. Drawing inspiration from Carl
Rogers’ foundational principles of unconditional positive regard, empathy,
and genuineness, practitioners aspire to co-create interventions aligning
with the individual's goals and preferences.

Research by Anderson and Heyne (2012) underline the efficacy of person-
centered approaches in rehabilitation, highlighting enhancements in
individual satisfaction and adjustment. Similarly, Smith and Jones (2018)
stress the relevance of person-centered practices in promoting the
autonomy and agency of people with acquired disabilities in educational
settings.

Successful implementation demands a dynamic framework that
accommodates evolving individual needs. It Involves ongoing
collaboration, active listening, and a commitment to cultivating
environments that respect and validate the diverse experiences of people
navigating life with acquired disabillities.

By tailoring interventions to the specific needs of each person, we not
only enhance their chances of successful reintegration but also contribute
to building a more inclusive and supportive work environment. The
following key components highlight the crucial aspects of implementing a
person-centered approach in the context of reintegrating disabled adults
Into the labour market:
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Individualised career plans

ASPIRA rrows
CREATIVITY

SATISFACTon
CAREER

WANTED

Develop personalised career plans that take into account the unique
ablilities, interests, and aspirations of each disabled adult. Tailor the plan to
align with their skills and preferences.

Collaborative goal setting

Involve disabled adults actively in the goal-setting process. Collaboratively
define short-term and long-term career objectives, ensuring they are
aligned with the individual's aspirations and capabilities.

Skills assessment and development

“"‘"/

ANALYSIS

Conduct thorough assessments of each person’s skills and identify areas for
further development. Implement targeted training programs that improve
existing skills and introduce new ones, aligning with the person's current
career goals. 18



Accommodations and accessibility

Create awareness about the need for the workplace to be accessible and
accommodates the specific needs of disabled adults.

Flexible work arrangements

Advocate for and implement flexible work arrangements based on individual
needs and capabilities. This may include modified work hours, remote work
options, or other accommodations that support work-life balance.

Mentoring

Promote mentoring opportunities and peer support networks prior to work
as well as within the workplace. Establishing connections with experienced
colleagues can provide valuable guidance and support for disabled adults

navigating their careers.
19



Continuous feedback and adjustment

ANy ”“ ANAY 5y

Establish a system for ongoing feedback and regular check-ins. This ensures
that the person-centered approach remains dynamic, allowing for
adjustments as the person progresses in their career.

Empowerment and self-advocacy

Encourage and empower disabled adults to advocate for their needs and
preferences in the workplace. Foster a sense of self-advocacy, enabling
them to actively participate in decision-making processes related to their
careers.

By incorporating these elements into the person-centered approach, you

can create a more inclusive and supportive environment for the
reintegration of disabled adults into the labour market.
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B. Mentoring

Mentoring is emerging as a powerful approach in the field of reintegrating
people with acquired disabilities into the labour market. While coaching and
counselling share common goals of guiding and developing people’s
professional careers, mentoring is characterised by tailored guidance,
supportive relationships and addressing the holistic needs of those
experiencing post-acquisition life changes.

Unlike coaches or counsellor, mentor of a person with disability, often with
personal experience, undergo specialized training that blends expertise with
real-life insights. This approach is particularly important in supporting
people with acquired disabilities, where the journey involves unique
challenges and adaptations.

Mentoring for people with disabilities extends beyond providing advice; it
Involves offering personal support to empower mentees in making informed,
independent decisions. This support not only opens doors to greater
potential, but also challenges perceived limitations, fostering empowerment
beyond societal expectations.

The impact of mentoring on reaching one's potential is profound, stimulating
and empowering people to achieve what might have seemed unattainable.
The benefits extend across various domains, helping people recognise their
ablilities and aspire for more.

The success of mentoring people with disabilities lies in the power of the
mentor-mentee relationship. Building this relationship on mutual trust and
respect forms a collaborative team, optimising the mentoring experience.
Positive effects such as: Improved self-esteem and enriched professional
skills, are not only immediate but also have long-term impacts. People
engaged In mentoring programs are more likely to feel supported, thus to
achieve their goals and to increase their self-esteem, self-awareness, and
confidence. Motivation gained through mentoring contributes to
overcoming challenges posed by disabillities.

Mentoring serves as a valuable support system, offering adaptable formats,
Including one-on-one, group, peer, and e-mentoring. From a professional
standpoint, the effectiveness of mentoring depends on adaptability and
customisation to the specific needs of the mentee.
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Best practices for effective mentoring programs include clearly defining
their purpose, goals, and expectations in alignment with organisational vision
and values. Thoughtful selection, training, and matching of mentors and
mentees based on compatibility and preferences are crucial. Providing
necessary resources, tools, and ongoing support ensures the success of
mentor-mentee relationships. Regular monitoring, evaluation and feedback
also contribute to the effectiveness of the programme. Recognising
achievements and addressing challenges are integral while periodic reviews
ensure program relevance, dynamism, and responsiveness to changing
needs. A well-desighned mentoring program empowers people with
disabilities, offering a competitive edge, a supportive network, and a positive
Influence on their career aspirations.

Mentoring stands out as a preferred approach because of its ability to
provide comprehensive, empathic and adaptable support in the context of
acquired disabillities. It contributes to the successful reintegration of people
Into the labour market through the long-term, trusting relationships fostered
by mentors, together with tailored advice and an emphasis on shared
experiences.

Stefan’s success story

Stefan is a Bulgarian mentee with physical and sensory disabilities and he is
32 years old. When he was involved in the mentoring program he has
introduced himself, instead of his name with his disability. He was shy, had
almost no friends and with limited opportunities for education and
employment. After 3 months work with his mentor, following the individual
action plan, Stefan became more self-confident, smiley and determined to
find new opportunities for work. Upon recommendation by his mentor who
noticed his unique talent and aspirations to write catchy texts, using various
digital tools, Stefan has graduated intensive training course “How to become
a successful blogger”. During the course, which has run in parallel with the
mentoring program, he discovered that despite his disability he can perform
different activities online, using accessibility features of the different
softwares, which inspired him to be more initiative and positive about his
future.

The mentoring process lasted 6 months and now Stefan is running his own
blog. The blog becomes very popular among people, because of the direct
and constructive style of writing. After the end of the mentoring Stefan said
that this program helped him to realise his strengths and positive attributes.
He also added that now he has many new friends and believes that he can
be autonomous and successful person.
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Mira’'s success story

Mira is a 36 years old lady and she has acquired disability — diabetes type 1.
Before she was diagnosed she was working as a hotel manager in a big
seaside hotel. After the deterioration of the symptoms she was advised to
follow university degree in accounting so that she can work in a more calm
and structured environment. In order to gain practical skills her career
counsellor recommended to her a mentoring program where she was
matched with a mentor who was a senior accountant in a big accounting
agency. Mira met her mentor every week for six hours for six months, she
was introduced to the various accounting operations and was trained to
analyse the company’s balance sheets. As Mira Is a very communicative and
open-minded person she quickly established positive relationships with the
team members, however concerning the work tasks she didn’'t share the
same enthusiasm. She realised that performing routine day to day work,
related to managing accounts, registering invoices and making accounting
reports is not how she had imagined the work of an accountant. Despite
that Mira completed the full mentoring course, she felt unsatisfied and
disappointed from the nature of the work duties, but at the same time she
was very pleased with the support of her mentor and the precious advices
he gave to her. After the end of the program, Mira was fully convinced that
she does not want to be an accountant even for day in her life. According to
her words thanks to the mentoring she quickly found out that this is not a
suitable job for her, despite the numerous benefits that she had identified
before. At the last stage of the mentoring program her mentor noticed that
Mira felt alive and more content while she was engaged in physical activities
and dancing. Shortly afterwards, Mira decided to peruse a new adventure
which later became her dream job. Being aware of her talent, she is now
offering dance courses three times per week to children and youngsters.
The work brings her joy and makes her happy with her professional life as
she can balance between her intense treatment, family duties and dancing
lessons. Now Mira is leading a fulfilling life, being happy with her job and the
new friends she found, but she will never forgets the advice of her mentor to
choose the job that makes her complete rather than a prestigious one.
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C. Job Circulation

The structure of an organisation has a significant impact on how tasks are
organised and carried out, especially in the field of career counselling. Job
rotation is a powerful organisational practice where employees are
temporarily moved to different roles within the same organization, either on
a scheduled or regular basis, fostering flexibility. This approach involves
periodically exchanging roles among different workstations, providing
diverse advantages for both people and organisations. It's a temporary
lateral move, distinct from a promotion, with employees returning to their
original positions after a designated period. This organisational technique
aims at achieving job enrichment, additional skills, and improved job design
and can be particularly beneficial for people with acquired disabilities. Note
that job rotation requires prior qualifications for the new role to ensure
professionalism. For example IT specialist with acquired disabilities could be
temporarily assignhed to a user accessibility team, enhancing their skills in
creating more inclusive digital interfaces, rather than assigning them to
routine technical support.

Job rotation can have a positive impact by alleviating monotony and
boredom and by reducing the level of stress in the workplace. It enhances
employee satisfaction, expands skill sets, and contributes to a versatile
workforce. This practice empowers people to identify and address
deviations at earlier stages of production. Ultimately, this improves the
overall quality of the output. Crucially, it plays an important role in
promoting the integration of people with acquired disabilities by reducing
fatigue and physical stress, contributing to their overall wellbeing.

A careful approach to task selection in job rotation programmes is essential
In career counselling for people with acquired disabilities. Tasks demanding
significant effort or exposing workers to hazardous conditions should be
excluded. Prioritising safety Involves assessing and mitigating risks
associated with critical tasks before incorporating them into rotation
schedules. A well-designed job rotation plan must align with organisational
needs, balancing job responsibilities and compensation. Moreover, it should
consider the physical and mental capacities of employees, acknowledging
specific abilities and limitations related to acquired disabillities. Failure to do
so could result In a poorly designed job rotation strategy negatively
Impacting overall working conditions and the success of the rehabilitation
process.
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Inclusive Job Rotation Roadmap: optimising task variation for people
with acquired disabilities:

Steps:

Conduct individual assessments to pinpoint tasks posing challenges

Quantify challenges for all tasks and assign a risk rating

ldentify accommodations for high-risk tasks

Select tasks suitable for job rotation based on assessed challenges
Schedule tasks to minimise back-to-back, high-risk assignments
Establish the ideal sequence of tasks for the rotation schedule
Determine the ideal duration of the rotation schedule

Implement the job rotation schedule

Regularly evaluate and adjust the rotation schedule as needed

Conclude the job rotation schedule appropriately, ensuring continuous
Improvement

Sample Inclusive Job Rotation Roadmap: Rotation Schedule

Note: This is a hypothetical schedule for Illustration purposes. Actual
schedules should be adjusted based on individual assessments and
organisational needs.

Task Task Task Task
Descriptions:1 Descriptions:2 Descriptions:3 Descriptions:4

Administrative Customer : Project
, Data analysis o
duties support coordination

Customer : Project Administrative
Data analysis o ,
support coordination duties

Project Administrative Customer support
coordination duties

Data analysis

Administrative Customer

Project : :
duties support Data analysis

coordination




Considerations:

e Tasks are rotated weekly to provide variety.
e High-risk or physically demanding tasks are distributed evenly.
e Tasks are chosen based on the individual's abilities and preferences.

This sample rotation schedule aims to demonstrate a balanced and varied
approach, taking into account different tasks and their potential impact on
people with acquired disabilities. Actual schedules should be tailored to the
specific needs and capabilities of the people and the demands of the
workplace.

Maria’s success story to career reintegration

Maria, a 35-year-old woman from Bulgaria, faced a life-altering event
resulting in the loss of her lower limb due to a car accident. Determined to
resume her professional journey, she sought guidance from vocational
Integration services. Maria, with the support of her vocational counsellor,
explored diverse employment opportunities aligned with her skills and
Interests. A trial period in different roles allowed Maria to discover a suitable
fit, considering her acquired disability (Job Circulation). She started as
receptionists responsible to welcoming and guiding the guests who visit the
headquarters of the company, she is working in, and then she was moved to
the corporate client department where she was responsible for
communication with pharmaceutical stores. In addition she was also busy
with the processing of the orders and delivery of the products. Her third
stop was within the logistics department where she was responsible for
coordination of the deliveries and planning of schedules for distributions of
the products. Finally, she was transferred to the marketing department
where she had the tasks related to research of clients’ satisfaction,
analysing data from the feedback questionnaires of customers and other
routine tasks related to monitoring of sales. The vocational counsellor
collaborated with Maria to create a personalised plan that considered her
unigue strengths, preferences, and aspirations (Person-centered approach).
Accommodations and adjustments were implemented in the workplace to
ensure Maria's comfort and efficiency, such as an ergonomic workstation
and flexible scheduling contributed to a positive work environment. The trial
period allowed Maria to assess her comfort and performance Iin the
workplace. After the end of the rotation Maria was matched with a mentor
(Mentor approach), who provided valuable ideas and tips on overcoming
challenges related to the acquired disability.
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Emotional support from the mentor proved to be instrumental in boosting
Maria's confidence and resilience. Furthermore, during the mentoring Maria
realised that she possessed excellent communication skills and abillity to
convince others so she would be perfect match to the positions that require
frequent interaction with clients. Additionally, the verbal communication
during the day helped Maria to overcome the feeling of loneliness and
Isolation, which she had felt quite intensively after she moved from her
home town to the big city, in order to follow her rehabilitation program. Her
mentor urged Maria to choose workplace that will allow her to meet
different people and interact with them quite frequently. She also quickly
learned how to use the specialised software, used by the company as she
was intrinsically motivated to keep her job.

Maria successfully reintegrated into the workforce, securing a fulfilling role in
the corporate client department of the pharmaceutical company, despite
the challenges posed by the loss of her lower limb. Her case serves as an
Inspiring example of how Job Circulation, Mentoring, and Person-Centered
Strategies can collectively contribute to the reintegration of people with
acquired disabilities into meaningful employment.
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Materials for organising the framework of training sessions (exercises,
role-play games, checklists, etc.)

Individualised sessions

e The materials in the training framework play an important role in the
Individualised career development of people with an acquired disability.
During these personalised sessions, counsellors act as facilitators,
emphasising a targeted approach that recognises each person’s unique
strengths and challenges.

e In one-to-one sessions, counsellors carefully assess skills,
communication styles and learning preferences, using keen observation
to guide the process. The focus is on recognising personal achievements
and overcoming challenges to build a foundation for continuing growth
and fulfilment.

e The selection and adaptation of materials for these sessions is crucial,
as they must meet the specific needs of each person. Self-assessment
exercises, goal-setting activities, and role-play games are valuable tools
that aim to identify skills, build confidence, and provide a roadmap for
career progression.
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Skills Inventory Exercise:

Activity

Skills inventory exercise

Job preferences checklist

Role-playing job interviews

Goal setting and action planning

Workplace accommodations
exploration

Description

Develop a checklist of skills (technical and soft ones).
e Technical Skills:
Computer Literacy
Data Analysis
Project Management
Coding/Programming
Graphic Design
Technical Writing
Industry-Specific Knowledge
Quality Assurance
Soft Skills:
Communication
Team Collaboration
Time Management
Problem Solving
Cognitive flexibility
Leadership
Creativity
Emotional Intelligence

Self-Assessment:
e Assess and rank your proficiency in each skill.
e |dentify areas for improvement.
e Discuss how these skills align with your career goals.

Encourage the job seeker to assess and rank their proficiency in
each skill

Discuss how these skills align with their career goals and identify
areas for improvement.

Create a checklist of job-related preferences, such as work
hours, work environment, and preferred tasks.

Have the job seeker prioritise these preferences to guide job
search efforts

Conduct mock job interviews to help persons build confidence
and refine their interview skills.

Provide constructive feedback on communication, body
language, and responses.

Collaboratively set short-term and long-term career goals with
the job seeker.

Develop an action plan outlining steps, timelines, and resources
needed to achieve these goals.

Research and discuss potential workplace accommodations
based on the individual's needs.

Create scenarios to explore how accommodations can
positively impact job performance.




Skills Inventory Exercise:

Activity Description

e Simulate networking scenarios to enhance networking skills.

e Provide guidance on creating an elevator pitch and effective
networking strategies.
(For example, in a networking scenario, a person might have the
opportunity to introduce themselves to a potential employer or
professional contact in a short time frame, such as during an
elevator ride. The elevator pitch is a well-prepared and succinct
statement that highlights key aspects of the individual's skills,
experience, and goals, leaving a positive and memorable
impression on the listener.)

Networking role-play

Introduce stress management exercises to help people cope

with workplace challenges.

Explore mindfulness techniques, deep breathing, or other

stress-relief methods:
https://www.mindful.org/content/uploads/MndfulBeath.gif

Stress Management Techniques

3-4-5 technique
https://t.ly/iFdRQ

Review and refine the individual's resume and cover letter.

Resume and Cover Letter Review ! , o o .
Provide tips on tailoring documents for specific job applications.

Develop exercises to enhance written and verbal
communication skills.

Emphasize professional email etiquette and workplace
communication.

Communication Skills

Facilitate exercises for self-reflection.

Self-Reflecti d Self-Ad
AIRSASSEOIN] Elnie] eis vocacy Empower people to advocate for their needs.

Remember to customise these activities based on each individual's unique
circumstances, goals, and preferences. Regularly revisit and adjust these
exercises to ensure they align with the individual's progress and evolving
aspirations.
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Career Counselling Checklist

The following statements are designed to assist you in thinking more thoroughly
about your career concerns and to help your assessment counsellor
understand you better. Please try to answer them as honestly as possible.
Check all of the items that are true for you.

1. | feel obliged to do what others expect from me to do, and sometimes this
can be contradictory to what | truly desire.

A 2. I have various interests and hobbies, and it is difficult for me to determine
which of them to indulge.

A 3. After acquiring a disabillity, | feel uncertain about which career paths or job
opportunities are feasible for me.

d 4.1 am not sure which are my predominant spheres of interest.

d 5.1 am not well aware of my strengths, abillities, aspirations and specific
needs regarding my work.

Q6. | believe that my functional limitations may have direct impact on my job
opportunities.

d 7. Since acquiring a disabillity, | struggle to identify potential job roles that
align with my current abilities and interests.

A 8.1 have a job in mind that I'd like to pursue, but it feels challenging to
achieve, especially with my acquired disabillity.

d 9. | feel like | am lacking valuable knowledge and skills which | can offer to the
employers.

A 10. | have a feeling that the challenges that | have in my personal life impede
my professional life.

A 1. My acquired disability has influenced my current career aspirations and
choices. 32



Career Counselling Checklist

d12. 1 am a person who doesn't easily give up when confronted with challenges.
d13. | tend to blame my disability for lack of opportunities to find the desired

b.

14. When | need to make a key decision | tend to hesitate for too long.

15. My age may impact my employment opportunities.

16. | believe that my job may fulfil the gaps in my social life.

17. | believe that | can keep my commitments.

18. After acquiring a disabillity, | often experience difficulties sleeping, which
Impacts my ability to focus and perform effectively in my daily activities.

1 19. My ability to concentrate does not change in the last year.

A 20. The location of my permanent residence presents challenges in finding
suitable employment opportunities due to accessibility or other factors.

4 21. My family feels overly protective towards me and my work.

d 22. | do have short-term goals, but | avoid setting long-term goals.

4 23. Sometimes, | struggle with maintaining a healthy appetite, affecting my
energy levels and concentration at work.

4 24. | believe that in order to succeed in finding a suitable job | need to update
my skills and competences.

4 25. | give priority to money that | can earn over opportunities for professional
growth.
A 26. I've chosen a career, but | need specific support to help me get started.

4 27. 1 need to redefine my career choice after being out of work for some time.
4 28. Financial security is important to me. However, | look for guidance on how

to balance this with my career aspirations and personal values.
33
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Group sessions

In the field of career counselling and support group sessions are effective
means for collective learning, knowledge sharing and development of soft skills.
These purposefully designed forms of cooperative learning create community
where participants jointly navigate the challenges of returning to the working
life, fostering shared experience and mutual support.

These sessions are characterised by active participation and open dialogue,
providing a platform for people to draw upon the collective wisdom of the
group. Structured workshops facilitate the exchange of skills and experiences,
increasing individual skill sets and promoting competitiveness.

Real-life case analyses allow the group to collectively analyse and solve
challenges, promoting practical solutions and enhancing the resilience of the
entire group. Mutual support circles create an open space for participants to
share personal experiences, challenges, and successes, fostering a supportive
atmosphere and a stronger sense of community.

Simulated workplace scenarios through role-playing exercises enable
participants to practice effective communication, conflict resolution, and
teamwork, preparing them for real-world challenges. The inclusion of inspiring
guest speakers, especially professionals with disabilities who have successfully
reintegrated into the workforce, provides valuable guidance and motivation.

Workshops focused on collective and individual goal-setting empower
participants to define aspirations and collaborate on strategies for success,
creating a shared vision and mutual encouragement within the group. Regular
feedback and reflection sessions allow participants to share thoughts on group
dynamics and suggest improvements, enhancing the overall effectiveness of
the group sessions.

Facilitating networking opportunities within the group encourages participants
to connect, share contacts, and support each other's professional development
beyond the structured sessions. Establishing a resource-sharing hub enhances
participants understanding, building a collective knowledge base through
shared articles, tools, and relevant resources.

In essence, these group sessions create a dynamic space where people with
acquired disabillities learn, support each other, and collaboratively shape their
paths toward successful workforce reintegration.

34



Consultant’'s Role in Group Sessions:

Consultants play a crucial role in facilitating group sessions by creating a safe,
inclusive, and constructive environment. They guide discussions, encourage
active participation, and ensure that each participant benefits from the mutual
work within the group. Using the dynamics of group learning, counsellors
contribute to the holistic development of people with acquired disabilities,
addressing both personal and community aspects of their professional
development.

Structured Group Activity Scenario:

Title:

Navigating workplace challenges together

Objective:

Foster collaboration and problem-solving skills among participants by
collectively addressing common challenges encountered during the
reintegration process.

Scenario:

Imagine a diverse group of people, each with their unique acquired disabilities,
gathered for a structured group activity. The facilitator initiates a discussion on
workplace scenarios, focusing on challenges that are often faced during the
reintegration process.

Steps:

Introduction (15 minutes):

Facilitator welcomes participants and briefly outlines the purpose of the
activity.

Each participant briefly introduces themselves, highlighting their professional
background and the nature of their acquired disability.

Scenario Presentation (20 minutes):

Facilitator presents a series of workplace scenarios relevant to the participants’

potential reintegration experiences. Scenarios may include communication

barriers, accessibility issues, or concerns related to disclosing disabilities.
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Group Discussion (30 minutes):

Participants break into smaller groups to discuss and analyse the presented
scenarios.

Emphasis is placed on identifying potential challenges, considering diverse
perspectives, and brainstorming effective solutions.

Solution Brainstorming (20 minutes):

Groups reconvene, and each group shares the challenges they discussed along
with proposed solutions.

Participants actively engage in constructive discussions, offering insights based
on their personal experiences.

Facilitated Reflection (15 minutes):

Facilitator guides a reflective discussion on the proposed solutions, encouraging
participants to consider the feasibility and adaptability of each idea.
Participants reflect on how these solutions might be applied in their own
reintegration journey.

Collaborative Action Plan (20 minutes):

As a collective effort, participants collaboratively create an action plan
incorporating the most viable solutions discussed during the session.

The action plan outlines steps that people, employers, and support networks
can take to address similar challenges.

Closing and Feedback (10 minutes):

Facilitator wraps up the activity, thanking participants for their contributions.
Participants provide feedback on the activity, sharing insights gained and
suggestions for future discussions.

This structured group activity not only addresses workplace challenges but also
encourages participants to draw on collective work, fostering a sense of
community and empowerment during the reintegration process.

The following case study illustrates effective strategies for successful
reintegration after acquiring a disabillity. This real-life example provides a
valuable subject for group analysis, in line with the general theme of learning
together, working together, and supporting each other.
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Case Study: successful reintegration after acquiring a disability

Background: John, an accomplished software developer in his early 40s,
confronted a life-altering event when he experienced a spinal cord injury in
a car accident. This Incident led to paralysis from the waist down,
presenting substantial challenges for John's career in a predominantly
desk-based work.

Challenges:

e Mobility restrictions impacted John's ability to navigate traditional
office spaces designed with no accessibility considerations.

e Concerns about the perception of productivity and capabillity in a field
where physical presence was often associated with work proficiency.

e Navigating the digital tools essential for software development with a
focus on accessibility.

Strategies Employed:
l.Workspace Adaptations:
o Collaborated with the company's facilities team to modify his
workspace, ensuring it was wheelchair-accessible and equipped
with assistive technology.

o Utilized ergoanomic desk setups and specialised software
Interfaces to facilitate coding tasks.
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2. Advocacy for Inclusive Design:

o Became an advocate for inclusive office design, proposing changes
to accommodate people with various mobility challenges.

o Contributed to the development of accessibility guidelines for
software development tools within the organisation.

3. Remote Work Solutions:
o Negotiated for remote work options, emphasising the importance of
focusing on output and deliverables rather than physical presence.
o Promotion of the use of virtual collaboration tools for smooth
participation in team activities from remote locations.
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4. Skill Refinement and Continuous Learning:
o Engaged in ongoing training programs to stay updated on the latest
software development methodologies and tools.
o Collaborated with colleagues to create accessible coding practices
that benefit the entire development team.

5. Mentorship and Group Support:
o Established a mentoring program within the company to provide
guidance for employees with disabilities.
o Shared experiences and solutions through a peer support network,
building a sense of community and mutual assistance.
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Outcomes:

1. Productivity and Innovation:

o Despite physical challenges, John maintained a high level of
productivity, contributing to successful software development
projects.

o Introduced Innovative approaches to inclusive coding practices,
benefiting the entire development team.

2. Company-Wide Accessibility Improvements:

o Despite physical challenges, John maintained a high level of
productivity, contributing to successful software development
projects.

o Introduced innovative approaches to inclusive coding practices,
benefiting the entire development team.
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3. Inspirational Leadership:
o John's efforts have inspired colleagues. They have created a
workplace culture that values diversity and promotes inclusion.
o This good practice was presented at industry conferences on the
Intersection of disabillity, technology, and workplace inclusivity.

[nspire Empower
People People
i 7
LEADERSHIP
V4 AV
Lead Shared
Change Vision

Lessons Learned:
e Inclusive design benefits not only people with disabilities but the entire
workforce.
e Remote work solutions can enhance productivity and accommodate
diverse needs.
e Mentoring and peer support play a crucial role in establishment of an
inclusive workplace culture.
Group Analysis: Encourage the group to analyse John's case, discussing
the Impact of his strategies on successful reintegration. Prompt
participants to explore how these strategies can be adapted to different
professional contexts and inspire inclusive practices within their own
careers or workplaces.
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Online self-learning sessions

Virtual counselling, particularly in the current context of remote working
and social distance, offers a flexible and convenient method of delivering
career support and guidance. This approach includes various formats such
as video calls, chat sessions, email exchanges and online courses, allowing
clients to access services from any location, at their preferred time and at
their own pace. Embracing online counselling not only expands the
outreach to a broader audience but also contributes to cost reduction and
enhanced efficiency. However, careful consideration is required, including
ensuring privacy, security, confidentiality and accessibility; using
appropriate technology and platforms; and setting clear expectations and
boundaries.

In the evolving field of career development, online self-learning is a popular
and accessible approach for people with acquired disabilities. These
sessions use digital platforms to provide flexible, self-paced learning
experiences tailored to individual needs.

Web-based learning sessions offer the flexibility to engage with
educational content at one's own pace, catering to varying schedules and
preferences. The digital format facilitates interactive learning through
multimedia resources, quizzes, and discussion forums. Participants can
access a diverse range of materials, including videos, articles, and online
courses, enhancing their skills and knowledge.

While e-learning provides the convenience of remote access, enabling
people to engage with materials at their convenience, it is essential to
consider accessibility in the context of online learning. This involves
designing and implementing digital platforms, courses, and materials that
are usable and understandable by people with different abilities and
disabllities, ensuring that all learners, including those with disabillities, have
access to, participate in, and benefit from online educational content. The
digital format encourages independent exploration and self-directed
learning, empowering participants to take control over the process.




Digital platforms and training materials should adhere to web accessibility
standards, encompassing features such as clear navigation, text-to-
speech functionality, and compatibility with screen readers. Visual content
must be accompanied by descriptive alt text, ensuring equitable
comprehension for people with visual Impairments. Captions and
transcripts should also be included for multimedia content to meet the
needs of people with hearing impairments. In order to accommodate
different reading preferences and visual abilities, font styles and sizes
should be customisable. In addition, the design of the platform should
prioritise user-friendly interfaces that provide a pleasant experience for
people with cognitive or motor impairments.

Links to Online self-learning platforms:

Languages

Websit D ipti
ebsite escription Available

Coursera offers a wide range Multiple

courserda

www.coursera.org.

of online courses from languages,
Coursera universities and institutions varies by
worldwide, covering diverse course
subjects.

edX provides online courses Multiple m®
from universities globally. It languages,
edX offers courses in various subtitles www.edx.org
languages, with subtitles available

available for many.

Udacity specializes in tech-
related courses, offering English, some

www.udacity.com

Udacity programs created in
collaboration with industry
leaders.

courses may
have subtitles

Khan Academy provides free
educational content, English, ® Khan Academy
Khan especially in mathematics, Turkish, and
kh d .
Academy science, and economics, other A nanacatemy.ore /-\
suitable for learners of all languages
ages.
Udemy is an online learning
platform with a vast library of Multiole Udemy NG ‘
Udemy courses on various topics. P www.udemy.com y '“I
: . languages
Users can find courses in g‘“@—;ﬁ
multiple languages. ff
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Skillshare

Codecademy

FuturelLearn

Skillshare is a platform for
creative courses, covering
design, photography, writing,
and more.

Codecademy focuses on
coding and programming

education, offering
interactive lessons in various
programming languages.

FuturelLearn provides courses
from universities and
institutions globally, covering
a variety of subjects.

FUN-MOOQOC offers Massive

English, some
courses may
have subtitles

English, some
courses may
have subtitles

Multiple
languages,
varies by

course

www.skillshare.com

www.codecademy.com

. FRANCE
Open Online Courses French, UNIVERSITE
MOOCs) in French, and English ® NUMERIQUE
FUN-MOOC ( ) '8 www.fun-mooc.fr/en
some courses may have options for
English options. It covers some courses
various disciplines.
Alison provides free online ‘ o
courses, including diploma ‘A VAI I SO n
) and certificate programs. It Multiple )
Alison , www.alison.com
covers a wide range of languages

subjects and offers some
courses in multiple languages.

Planning and implementation of training sessions to acquire key and
transversal skills

A new approach to skills acquisition has emerged in the fast-changing
world of modern employment, where technology and global relocation are
reshaping the dynamics of work. This section explores the careful planning
and delivery of training with the aim of developing essential and
transferable skills. These competencies, including critical thinking,
flexibility, self-regulation, cooperation, creativity, and problem-solving, are
essential for navigating the rapidly developing professional life.

Today's workforce requires not only technical proficiency but also a range
of key and transversal skills. Employers seek people who can cope with
diverse scenarios/situations, contribute to collaborative efforts, and apply
critical thinking to overcome challenges.

44


https://www.skillshare.com/
https://www.codecademy.com/
https://www.futurelearn.com/
https://www.fun-mooc.fr/en/
https://alison.com/

When planning and delivering training courses, the ablility to adapt materials
for people with different abilities and disabilities must be considered. Using
visual aids, Interactive tools, and alternative formats can improve
accessibility and create an inclusive learning environment.

While technical expertise is the cornerstone of professional competence,
today's demands go beyond mere technical skills. People need to be flexible
In adapting to change, resilient in facing challenges and creative in finding
innovative solutions. Let's explore the intricacies of planning and delivering
training that goes beyond traditional learning methods to develop a
comprehensive skill set that is critical for success in today's workplace. This
Includes carefully selecting materials that not only facilitate learning but also
cater to the diverse needs of people, ensuring an inclusive and effective skill
development experience.

Employers actively seek people with a diverse skill set, recognising that
technical proficiency alone is insufficient in addressing the multifaceted
challenges of modern workplaces. For people with acquired disabilities, the
significance of these skills becomes even more important. Key and
transversal skills empower people to overcome obstacles, adapt to changing
circumstances, and contribute meaningfully to collaborative efforts. They
provide a foundation for self-empowerment and resilience, enabling people
with acquired disabilities to thrive in diverse professional settings. Effective
communication skills empower people to articulate their needs, collaborate
with support networks, and engage with professionals in advocating for
Inclusive work environments. Adaptability becomes a key skill, allowing
people to manage changes in their abilities and workplace accommodations,
ensuring sustained career progression. The cultivation of these skills
enhances the overall employability and professional resilience of people with
acquired disabilities, empowering them to contribute efficiently to the
workforce despite potential barriers.

In the purposefully structured environment of a training session, transversal
skills unfold through targeted activities and exercises. These sessions are
meticulously designed to engage participants in diverse scenarios, fostering
the development of critical thinking, flexibility, self-regulation, cooperation,
creativity, and problem-solving. Interactive discussions, group activities,
case studies, and practical simulations are employed to provide a
multifaceted learning experience. Emphasis is placed on practical use,
allowing participants to apply these skills in real life settings. As people face
challenges and work together to find solutions, they naturally develop their
transferable skills and gain a clear understanding of their practical
Implications in a professional environment. The iterative nature of these
sessions ensures continuous skill refinement, empowering participants with
a well-rounded skill set crucial for success in the dynamic nature of modern
employment. Below you can find a list of steps to plan efficiently training
sessions: 45



Conducting a thorough needs assessment is the foundational step In
planning training sessions. This involves identifying individual strengths,
areas for improvement, and personal goals. By understanding the
specific needs of each participant, counsellors can tailor programs to
maximize effectiveness.

Setting realistic objectives aligned with career aspirations and
contemporary job market demands ensures that training sessions are
purposeful and relevant. The step is to align the skills development
goals of people with acquired disability with their career goals.

Collaborating with participants to co-create personalised learning
plans fosters a sense of ownership and motivation. By involving people
In the planning process, counsellors can tailor sessions to individual
preferences, making the learning experience more engaging and
effective.

Incorporating experiential learning, role-playing, and case studies
enhances engagement by providing practical, hands-on experiences.
For people with acquired disabilities, these interactive methods offer
Immersive learning opportunities that bridge theory and real-world
application.

Utilising assistive technologies and accessible materials ensures
Inclusivity in training sessions. This includes the use of tools that cater
for different needs, such as screen readers, subtitling services and
adaptive learning platforms, to create a learning environment that is
accessible to all.

Fostering a supportive and collaborative learning environment helps
for the success of training sessions. It means creating an environment
where people can feel comfortable expressing themselves, sharing
experiences and learning from each other, fostering a sense of
community and mutual support.

Identifying and mitigating barriers that people with acquired
disabilities may encounter during training sessions is essential for
creating an inclusive learning environment. Proactive measures must
be taken to remove physical, technical and attitudinal barriers to
participation.
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Self-regulation evaluation
Instructions:
Please respond to the following statements by indicating the degree to
which each statement applies to you. Use the following scale:
1. Strongly Disagree
2. Disagree
3. Neutral
4. Agree
5. Strongly Agree

Self-Regulation Assessment:

can effectively manage my time to accomplish tasks.

am skilled at setting and achieving personal goals.

can remain focused and attentive even in challenging situations.
am adept at handling stress and pressure.

consistently monitor and control my emotions in various situations.
find it easy to adapt to changes in my routine or environment.
am proactive in seeking support when needed.

can prioritize tasks based on their importance and deadlines.
am able to resist impulses and stay disciplined in my actions.

| can maintain a positive outlook even in the face of adversity.
effectively manage my energy levels throughout the day.

am resilient and bounce back quickly from setbacks.

can regulate my behaviour to meet social expectations.

am skilled at problem-solving in various aspects of my life.
consistently engage in self-reflection to improve my actions.
can control my attention and avoid distractions.

seek out opportunities for learning and personal development.
can initiate and complete tasks without constant supervision.
effectively balance work and personal life.

am confident in my ability to achieve long-term goals.
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Scoring:
For questions 1, 2, 3, 8, 15, and 20, reverse the score (e.g, 1 becomes 5, 2
becomes 4, etc.) before summing up the scores
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Interpretations:

e 100-80: Exceptional self-regulation skills. People in this range exhibit a
high level of control over their behaviours, emotions, and reactions.
They demonstrate a keen ability to manage various aspects of their
lives effectively.

e 79-60: Strong self-regulation skills, with room for refinement in specific
areas. People In this range display commendable self-regulation
ablilities but may find value in focusing on particular aspects for further
Improvement. Targeted efforts could enhance overall effectiveness.

e 59-40: Moderate self-regulation skills, may benefit from targeted
Interventions or strategies. People in this range possess a baseline level
of self-regulation but may encounter challenges in certain situations.
Implementing specific interventions or strategies could enhance their
overall self-regulatory capacity.

e 39-20: Limited self-regulation skills, consider seeking support or
developing specific strategies. People in this range may face difficulties
In Managing various aspects of their lives. Seeking professional support
or developing tailored strategies Is recommended to improve self-
regulation and overall well-being.

This self-assessment can serve as a starting point for exploring areas of
strength and potential for growth, and provides a broad indication of an
individual's  self-regulation skills. For individual guidance, it s
recommended to consult a professional specializing in self-regulation
strategies.
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TEST

To what extent are you susceptible to pressure?

Please read each item and respond frankly to what extend it applies to
yOul.

1. The only way to maintain myself in a good physical and mental state
is to push myself harder and harder.

A. It depends on what my concrete aspirations at the moment are

B. Strongly disagree because such a behavioural pattern seems to be a
guaranteed path to a nervous meltdown

C. Strongly agree

Answer

2. How frequently do you experience difficulty falling asleep at night as
you have too much on your mind?

A. Quite frequently
B. Sometimes
C. Never

3. Do you need to meet the expectations of family members and/or
friends?

A. Possibly on occasion
B. Yes
C. No

Answer

4. How do you respond to noise?
A. Specific types of noise can be annoying for me
B. It can be irritating at times

C. It doesn't concern me at all

Answer
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TEST

How would you rate your average daily workload?

A. Sufficient
B. Too busy
C. Could be more stimulating

Answer

6. How do you perceive the stressors of contemporary life in
comparison to those 20 years back?

A. Similar
B. Increased
C. Decreased

Answer

/. Do you find yourself moving energetically or hastily while working or
completing tasks?

A. Rarely
B. Yes
C. No

8. Are you capable to put work aside and completely relax after
working hours?

A. Rarely
B. No
C. Yes

9. How frequently do you find yourself frustrated with yourself due to a
simple mistake?

A. At times
B. Beyond occasional
C. Rarely or never

Answer
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TEST

10. Is it okay for you to handle with multiple jobs at the same time?

A.l don't mind a few jobs on the go at any one time — but not too many
B.| prefer one job at a time
C.Yes | am fine with this

Answer__ ______
1. Have you ever expressed frustration or anger if things did not go as
planned?

A.At times
B.Quite often
A.Rarely or never

Answer_________
12. If | you were invited to an event hosted by the President of your
country, how would you feel?

A.Pleased but slightly nervous

B.I would worry about what | was going to wear, how | was going to get
there, how | would react if | met the President, and all other manner of
things

C.l would go and make the most of the opportunity

Answer

13. If your head ask you to complete a task in a short deadline, how
would you respond?

A.l will try to agree on other more realistic deadline right away
B.l will be in a panic
C.I'll do my best to meet the deadline

14. Have you ever experienced stress while attempting to break a habit,
such as drinking too much coffee throughout the day?

\
A.Not too much stress \
B.Yes 4

C.No
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TEST

15. Do you feel the level of pressure on you has changed compared to
five years ago?

A.Similar
B.More
C.Less

Answer_________
16. Do you ever feel overwhelmed by things by the responsibilities you
have taken?

A.Sometimes
B.Often
C.Rarely or never

Answer_________
17. You are heading to an important meeting and are stuck in a traffic
jam. How do you react?

A.l attempt to find a way to communicate my delay
B.| feel stressed and freak out
C.l accept the situation as it is

Answer

18. Are you someone who takes calculated risks?

A.Sometimes
B.Yes
C.No

19. Have you ever think about alternative therapy to release distress,
such as meditation or other?

A.Perhaps
B.Yes, that sounds like a good idea
C.No

Answer
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TEST

22. Have you ever sought advice from healthcare professional because
of stress or burnout?

A. Yes, it happened once
B. Yes, several times

C. No

Answer

23. Do you encounter difficulties discussing your problems with
others?

A. Quite easy
B. Not easy at all
C. Easy

Answer

24. To what extend the success and recognition are important to you?

A. While success and recognition are pleasant, they are not the ultimate
goals for me.

B. Holds great significance

C. Has limited importance

Answer_

25. Do you consider yourself a good listener?

A. It depends if | am interested in the topic
B. No
C. Yes

53



Feedback

When calculating your score please assign 2 points for option B, 1 point for
option A, and O points for option C.

e Total score ranging from 36 to 50 indicates a high susceptibility to
pressure, suggesting that you may be particularly sensitive to stressors
and challenges.

e Total score between 30 and 35 suggests an above-average
vulnerability to pressure, implying that you may experience stress
more intensely than many others.

e Total score within the range of 21 to 29 suggests an average level of
vulnerability to pressure, indicating a balanced response to stressors.

e Total score between 16 and 20 indicates a below-average vulnerability
to pressure, suggesting a relatively resilient and composed approach
to stress.

e Total score below 15 suggests a high resistance to pressure, signifying
that you have a notable capacity to handle and cope well with stressful
situations.

Online Skills Assessment tools:

1. European Skills, Competences, Qualifications and Occupations (ESCO):
https://esco.ec.europa.eu/en

2. https://highb5test.com/personal-skills-test/

3. https://nationalcareers.service.gov.uk/skills—assessment

Digital skills:

1. https://europa.eu/europass/digitalskills/screen/home
2. https://trainingcoursematerial.com/free-games-
activities/communication-skills-activities/label-me

3. https://trainingcoursematerial.com/free-games-
activities/communication-skills-activities

e e
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List and explanation of innovative jobs opened by digital transformation
and the Covid-19 crisis

In response to the digitisation-driven transformation, approximately 32%
of jobs are expected to undergo significant changes due to automation
and Al developments, as highlighted by the Organisation for Economic Co-
operation and Development (OECD) (2019). Muro, Maxim, and Whiton
(2019) propose a future scenario where some jobs will be preserved, many
will be reconfigured, and new jobs will emerge. Furthermore, the World
Economic Forum's (2020) survey of 15 industry sectors indicates that 43%
of companies plan to reduce their workforce by 2025 due to technology
Integration, while 34% plan to expand their workforce for the same reason.

The COVID-19 pandemic and the ensuing wave of digital transformation
have reshaped the landscape of employment, ushering in innovative job
opportunities and redefining traditional notions of work. This subchapter
explores the dynamic emergence of new professions in the wake of these
transformative forces. It delves into the unique jobs that have materialized
as a result of digital advancements and the challenges and opportunities
presented by this evolving employment paradigm. The focus is on
providing insights and explanations for the novel roles that have opened
up, offering a comprehensive understanding of the evolving job market in
the era of digital transformation and the global health crisis.

Transitioning into this transformative landscape, the following innovative
Jobs have emerged, reflecting the dynamic nature of the evolving job
market:

1. Telehealth Professionals:

* Roles: Telemedicine doctors, remote nurses, virtual therapists.
« Description: Providing healthcare services remotely, ensuring access to
medical care from a distance.

2. E-commerce Specialists:

* Roles: E-commerce strategists, online store managers, digital marketing
specialists.

« Description: Managing and optimizing online businesses, including digital
storefronts and marketing strategies.

3. Remote Collaboration Coordinators:

* Roles: Virtual team managers, collaboration tools experts.

» Description: Facilitating effective communication and collaboration
among remote teams through digital platforms.

4. Online Education Instructors:

* Roles: Online educators, e-learning specialists.

» Description: Delivering education and training through digital platforms,
creating engaging online learning experiences.
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5. Digital Content Creators:

* Roles: Content creators, social media managers, digital marketers.

» Description: Generating engaging content for online platforms to reach
and connect with a digital audience.

6. Supply Chain Resilience Managers:

* Roles: Supply chain analysts, logistics specialists.

« Description: Ensuring the resilience and efficiency of supply chains in the
face of global disruptions.

7. Environmental Sustainability Consultants:

* Roles: Sustainability analysts, environmental consultants.

« Description: Advising organizations on sustainable practices and reducing
their environmental impact.

8. Robotics Process Automation (RPA) Developers:

* Roles: RPA developers, automation engineers.

» Description: Designing and implementing robotic processes to automate
repetitive tasks in various industries.

9. Drone Pilot - Transforming Powerline Maintenance:

» Description: Modern-day aviators revolutionizing powerline maintenance.
Using drones, Trade Skilled Workers navigate complex networks, swiftly
spotting wear, tear, and hazards. This high-tech approach boosts
efficiency, reduces risks, and ensures reliable power distribution.

10. Mixed Reality Developer:

« Description: Visionary behind blending virtual and real worlds. Designs
Immersive experiences where digital and physical coexist. Crafts
Interactive simulations and holographic interfaces, revolutionising the way
training is provided and digital assets are created.

11. Al Ethics Analyst:

* Roles: Artificial intelligence ethics consultants, algorithm fairness analysts.
* Description: Assessing and ensuring ethical use of Al technologies,
addressing bias and promoting fairness in algorithmic decision-making.

12. Digital Accessibility Tester:

* Roles: Accessibility testing professionals, usability testers.

« Description: Evaluating websites, apps, and digital products for
accessibility, providing feedback to improve user experience for people
with disabillities.

13. Virtual Assistant Trainer:
* Roles: Virtual assistant instructors, digital Al trainers.
« Description: Training people on wusing virtual assistants and Al

technologies, enabling them to efficiently navigate digital interfaces.
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5 Innovative jobs of the future that are already here:
https://www.sapowernetworks.com.au/data/316768/5-innovative-jobs-of-
the-future-that-are-already-here/

Practical roadmap for career consultants to reintegrate disabled adults
Into the labour market and strengthen their professional capacities

In guiding disabled adults through the journey of returning to the
workforce, career consultants play a significant role in providing strategic
support and expert advice. This practical roadmap outlines actionable
steps for consultants dedicated to enhancing the professional capacities
of people with acquired disabilities and enable their successful
reintegration into the labour market. Below you can find it and test it In
your practice:

« Comprehensive Assessment: Begin the process with a comprehensive
assessment that evaluates the individual's technical and soft skills,
strengths, and potential accommodations needed for optimal workplace
performance.

 Goal Setting and Career Planning: Work together to set achievable
career goals that match the individual's interests and abilities. Create an
Individual career plan to serve as a roadmap to professional success.

 Skill Enhancement and Training: Identify specific skills necessary for the
chosen career path. Provide targeted training opportunities to enhance
both technical and transversal skills.

« Assistive Technologies and Accommodations: Explore and implement
assistive technologies to augment work capabilities. Ensure the provision
of necessary accommodations for a fully inclusive work environment.

 Networking and Building Connections: Establish networking
opportunities with industry professionals. Encourage participation to take
part In relevant events and communities to establish meaningful
connections. 57
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« Job Search and Application Support: Offer guidance on effective job
search strategies. Assist in crafting tailored resumes and cover letters that
accentuate the individual's strengths.

* Mock Interviews and Confidence Building: Conduct mock interviews to
prepare people for the hiring process. Focus on building confidence and
addressing any concerns related to interviews.

 Employer Engagement: Collaborate with employers to identify inclusive
hiring practices. Advocate for workplace accommodations, emphasising
the advantages of a diverse and inclusive workforce.

« Continuous Support and Follow-Up: Establish an ongoing support
system, addressing challenges and ensuring a smooth transition. Provide
consistent follow-up after job placement to address evolving needs.

* Professional Development Opportunities: Identify pathways for
continuous professional development. Encourage participation in training
programs and industry-specific events to foster ongoing development.

This roadmap is an illustration of the impact of career guidance and
counselling. Career consultants can break down barriers, create inclusive
workplaces, and empower people with disabilities to succeed in the
today’s labour market.
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Module 4
Section 2: The career
counselling process for
disabled adults step by
step

NETWORKING

59



Importance of individualised career counselling for disabled
adults

In the scope of career development for people with acquired disabilities,
the role of individualised career counselling takes centre stage. As the
Initial point of contact, career consultants are expected to offer of
personalised guidance and support for each client. To ensure efficient and
smooth career counselling process the counsellor should consider the
following activities, which when applied all together guarantee achieving of
preliminary set of goals:

e Understanding the Uniqueness: First and foremost, this requires a
comprehensive understanding of each client's unique strengths,
challenges and aspirations. Advisors gain insights that serve as the
foundation of tailored advice by exploring their personal and
professional backgrounds.

e Strength and Positivity in Career Counselling: Positive psychology
has a key role in career counselling through the recognition of personal
strengths and resources. Models such as Peterson and Seligman's “Six
- type model guide” and Holland's “Career decision-making”, utilise
tests like the Self-directed Search (SDS - The Self-Directed Search
(SDS) is a widely used career interest inventory created by John L.
Holland) or programs like 'Strengths Quest.. It helps people identify
their personality type and explore career options that align with their
Interests. The SDS can be accessed and taken online through various
platforms. (https://self-directed-search.com/)

e Creating a Personalised Roadmap: Personalised career guidance goes
beyond generic advice. Consultants create a personalised roadmap
that takes into account the individual's specific skills, experience and
goals. This tailored approach ensures that the counselling fits with the
person's unique circumstances.

e Addressing Immediate Concerns: Time is of the essence Iin the
reintegration process. Tailored counselling allows consultants to
address immediate concerns and challenges faced by the client.
Whether it's updating skills, exploring new career paths, or managing
workplace accommodations, timely intervention is crucial for a
successful transition.

e Building Trust and Rapport: At the heart of effective counselling lies
the establishment of trust and rapport. Through personalised
Interactions, consultants create an environment where clients feel
genuinely heard, understood, and supported, laying the foundation for

an enduring, collaborative relationship.
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e Tailoring Communication and Resources: Recognising diverse
communication styles and learning preferences, personalised
counselling enables consultants to adapt their approach accordingly.
This flexibility ensures effective comprehension and engagement,
Increasing the overall efficacy of the counselling process.

e Empowering Informed Decision-Making: Tailored career counselling
empowers clients to make informed decisions about their professional
development. By offering relevant information, resources, and ideas,
consultants equip clients with the tools needed to cope with the
complexities of the job market and make choices aligned with their
aspirations.

This comprehensive roadmap highlights the powerful impact that the
dedicated career counsellors would have. By following these strategic
steps, they make a significant contribution to breaking down barriers,
creating inclusive workplaces and empowering people with acquired
disabllities to thrive in the dynamic and competitive environment of the
contemporary labour market.
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Key aspects in individualised counselling

Individualised counselling for people with acquired disabilities requires a
person-centered and adaptable approach. This holistic process addresses
key aspects to guide successful career reintegration and empowerment.

“

Conduct a comprehensive assessment of the individual's
Holistic Assessment abilities, skills, and aspirations, considering the unique
experiences resulting from acquired disabilities.

Emphasise a positive, strengths-based perspective,
Strengths-Based Approach encouraging the exploration and utilization of personal
strengths to overcome challenges and achieve career goals.

Collaboratively set realistic career goals and develop
personalised plans alighed with short-term and long-term
objectives, ensuring they resonate with the individual's
abilities and aspirations.

Goal Setting and Planning

|dentify specific skills aligned with career objectives and
Tailored Skill Development implement targeted skill development programs using
adaptive strategies to enhance professional capacities.

Guide individuals in developing networking strategies within

Inclusive Networkin : » : ) . :
& supportive communities that value diversity and inclusion.

Explore and integrate assistive technologies tailored to
individual needs, providing guidance on utilising technology to
enhance work capabillities and overcome potential barriers in
the chosen career path.

Assistive Technology

Acknowledge and address emotional aspects, providing a
supportive space to discuss challenges. Collaboratively
develop coping strategies to navigate emotional aspects
during reintegration into the workforce.

Emotional Support

Establish a framework for continuous progress monitoring,
regularly assessing the effectiveness of the career plan and
making adjustments based on evolving circumstances,
achievements, and feedback.

Continuous Monitoring

Facilitate collaboration with external support networks,
including family, friends, and community organisations, to
create a holistic support system that complements the
counselling process.

Collaboration with Networks

Empower people by providing information on their rights and
advocating for inclusive workplaces. Encourage active
participation in shaping environments that embrace diversity
and accommodate acquired disabilities.

Advocacy for Inclusion




Matching the needs with current skills - current needs of the labour
market. What skills are need and required.

This section explores the strategic alignment of individual skills with the
evolving needs of different industries within the dynamic nature of today's
labour market. It guides the process of matching the demand with the
specific skills that are essential for career success. By analysing the
fundamental skills that employers seek, people gain a comprehensive
understanding of how to fine-tune their skills in response to the ever-
changing requirements of different industries. By focusing on pragmatic
assessment and streamlined testing, this section aims to provide
actionable activities. The overall aim is to provide stakeholders with
effective and advanced tools to help them make informed decisions, thus
contributing to the improvement of the employability rate of jobseekers.

In  pursuit of this alignment between individual capabilities and
contemporary labour market requirements, the section below introduces
practical tests and assessments. These instruments are designed to
objectively measure and evaluate the pertinent skills that hold significance
In the current professional life:

Learning Styles Questionnaire

Section 1: Visual Learning

1.When trying to understand new information, do you find it helpful to use
charts, graphs, or diagrams?

e Always

e Often

e Sometimes

e Rarely

e Never

2. In a group discussion, do you prefer using visual aids (e.g., slides,
illustrations) to convey your ideas?

e Always
e Often
e Sometimes

e Rarely 63
e Never



Section 2: Auditory Learning

3. Do you remember information better when you hear it spoken out loud?

e Always

e Often

e Sometimes
e Rarely

e Never

4. When faced with a complex problem, do you find it helpful to discuss it
with others or talk through your thoughts?

e Always

e Often

e Sometimes
e Rarely

e Never

Section 3: Reading/Writing Learning

5. Do you prefer reading written instructions rather than having someone
explain them to you?

e Always

e Often

e Sometimes
e Rarely

e Never

6. When learning a new skill, do you benefit from taking written notes or
reading about the topic?

e Always

e Often

e Sometimes

e Rarely

e Never

Section 4: Kinesthetic Learning

/. Do you remember information better when you physically engage with it
(e.g.. hands-on activities, experiments)?

e Always

e Often

e Sometimes

e Rarely

e Never 64



8. In a learning environment, do you prefer activities that involve
movement or physical interaction?

e Always

e Often

e Sometimes

e Rarely

e Never

Section 5: Reflective Questions

9. How do you prefer to receive feedback on your work?
e Verbal feedback
e Written feedback
e In-person discussion
e Practical demonstrations
e Other (please specify)

10. When faced with a challenging task, what is your initial approach to
understanding it?

e Visualizing the steps

e Talking it through with others
e Reading about it

e Trying it out physically

o Other (please specify)

Section 6: Personal Preferences

11. What type of learning environment do you find most conducive to your
understanding?

e Quiet and visually organized

e Collaborative and discussion-oriented

e Structured with written materials

e Dynamic with hands-on activities

e Other (please specify)




Conclusion

Based on your responses, identify your primary learning style(s) and how
you plan to leverage them in your learning journey.

Results

To calculate the results of the learning styles questionnaire, you can assign
scores to each response option and then analyse the dominant learning
style(s) based on the total scores. Here's a simple scoring example:
For each question:

e Always: 5 points

e Often: 4 points

e Sometimes: 3 points

e Rarely: 2 points

e Never: 1 point

After participants complete the questionnaire, calculate the total score for
each learning style category (Visual, Auditory, Reading/Writing,
Kinesthetic). The category with the highest total score represents the
individual's dominant learning style. You can also identify preferences for
secondary learning styles.

Here's a step-by-step guide:

l.Visual Learning Score:
o Add the scores for questions in the Visual Learning section.
2.Auditory Learning Score:
o Add the scores for questions in the Auditory Learning section.
3.Reading/Writing Learning Score:
o Add the scores for questions in the Reading/Writing Learning
section.
4.Kinesthetic Learning Score:
o Add the scores for questions in the Kinesthetic Learning section.
5.ldentify Dominant Learning Style:
o Compare the total scores for each learning style.
o The learning style with the highest total score is the dominant
learning style.

For example:

e Visual: 24 points

e Auditory: 18 points

e Reading/Writing: 20 points
e Kinesthetic: 22 points

In this case, Visual is the dominant learning style.
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Digital competences skills test

Respond to the following statements based on your proficiency and
comfort level with digital skills, using a scale from 1to 5 (1 being strongly
disagree, 5 being strongly agree).

1. Digital Literacy:

- | can effectively use basic computer applications (word processing,
spreadsheets, etc.).

- | am familiar with and can navigate various operating systems (Windows,
macQOS, Linux).

* | understand the importance of online security and practice safe internet
browsing.

2. Communication Skills:

- | am comfortable using various communication tools (email, video
conferencing, messaging apps).

e | can create and edit professional documents and presentations.
- | am adept at using collaboration platforms for teamwork (Google
Workspace, Microsoft Teams).

3. Information Management:

* | can efficiently search for information online using search engines.
* | am skilled in organizing and managing digital files and folders.

* | understand how to evaluate the credibility of online information.

4. Problem-Solving:

e | can troubleshoot basic computer and software issues.

| am comfortable learning and adapting to new digital tools.
* | can independently find solutions to digital challenges.

5. Digital Citizenship:

| am aware of ethical considerations in the digital world.

* | respect intellectual property rights when using digital content.

| understand the implications of online behavior and practice responsible
digital citizenship.
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6. Adaptability:

can quickly adapt to changes in digital technology.
am open to learning and mastering new digital tools.
embrace innovation and technological advancements in my work.

Add up your scores to gauge your level of digital competence:

5-15: Novice

16-25: Intermediate
26-35: Proficient
36-45: Advanced

This self-assessment provides a preliminary overview of your digital
competence skills. Consider areas where you can further develop and
enhance your proficiency based on your scores.

Conflict Resolution Skills Self-Assessment
'\\“v
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Respond to the following statements based on your experiences and
approaches to conflict resolution, using a scale from 1to 5 (1 being strongly
disagree, 5 being strongly agree).

Communication Skills:

l. I can express my thoughts and feelings clearly and assertively.
2. | actively listen to others without interrupting.
3. | use open-ended questions to facilitate effective communication.




Empathy:

1. | can understand and consider others’ perspectives.
am sensitive to the emotions of others in conflict.
3. | express empathy in my communication and actions.

N

Problem-Solving:

1.  approach conflicts with a focus on finding mutually beneficial
solutions.

2. | am skilled at brainstorming and evaluating alternative solutions.

3. | can implement and follow through on agreed-upon resolutions.

S SOl % li
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Emotional Intelligence:

1.  am aware of my own emotions in conflict situations.

2. | can manage my emotions constructively during conflicts.

3. | recognize and understand the emotions of others involved In
conflicts.




Negotiation Skills:

—
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can identify common ground and areas of compromise.
2. | am comfortable negotiating with others to reach agreements.
3. I am skilled at finding win-win solutions in conflicts.

Conflict Prevention:

1. | proactively address potential conflicts before they escalate.
2. | contribute to creating a positive and collaborative work environment.
3. | promote open communication to prevent misunderstandings.

Adaptability:

l. I can adjust my conflict resolution approach based on the situation.
am open to feedback and willing to adjust my views during conflicts.
3. | continuously seek to improve my conflict resolution skills.

N




Calculate your scores for each category and reflect on your overall
proficiency in conflict resolution. Consider areas where you excel and
areas for further growth and development.

Add up your scores to gauge your level of conflict resolution skills:

7-21: Novice

22-35: Intermediate
36-49: Proficient
50-63: Advanced

Transversal Skills Self-Assessment

Instructions: For each statement, rate yourself on a scale from 1to 5, where
1is "Strongly Disagree” and 5 is "Strongly Agree.”

1. | effectively communicate ideas and information to diverse audiences.
2. | am skilled in time management and can prioritize tasks efficiently.

3. | adapt well to change and am open to new ideas.

4.1 work well in a team, contributing positively to group dynamics.

5. | am capable of problem-solving and critical thinking.
6

7/

8
9.

demonstrate creativity and innovation in my work.

am proficient in using technology for various tasks.

handle stress and pressure well, maintaining composure.

am proactive and take initiative in challenging situations.

10. | actively seek opportunities for continuous learning and improvement.

Scoring:

« 41-50: Excellent Transversal Skills

* 31-40: Good Transversal Skills

« 21-30: Moderate Transversal Skills

* 11-20: Limited Transversal Skills

* 1-10: Improvement Needed 71




ldentification of skills and competences to be developed

Within the changing field of career counselling, a basic necessity is the
rigorous identification and planned addressing of critical skills and
competencies required for a successful career change. Adopting a
thorough strategy is essential when creating an individualised and focused
growth plan. The following methodologies intricately map this complicated
process:

e Self-Assessment Tools:

o Utilise self-assessment tools and questionnaires that people can
complete to evaluate their own skills and competences.

o Encourage reflection on strengths, weaknesses, and areas for
Improvement.

e Skills Inventory Interviews:

o Conduct skills inventory interviews to gather insights into the individual's
perceived strengths and weaknesses.

o Explore past experiences and achievements to identify transferable
skills.

 Observational Analysis:

o Incorporate observational analysis during counselling sessions to assess
practical skills and behaviours.

o Observe communication style, problem-solving approaches, and
teamwork dynamics.

* Feedback from Peers and Supervisors:

o Facilitate feedback mechanisms from colleagues, peers, or previous
SUPErviIsors.

o External perspectives can offer valuable insights into areas that may
need improvement.

e Career Aptitude and Personality Tests:

o Implement career aptitude and personality tests to uncover hidden
talents and preferences.

o These tests can provide a structured framework for identifying potential
areas of growth.

* Goal Setting and Action Plans:

o Collaboratively set career goals with the individual, aligning them with
their aspirations.

o Develop action plans outlining specific steps for skills enhancement.

e Continuous Monitoring and Evaluation:

o Establish a system for continuous monitoring and evaluation of skill
development.

o Regularly reassess progress and adjust strategies as needed.
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* Professional Development Workshops:

o Recommend participation in workshops and training programs focused
on relevant skills.

o Networking events and industry-specific seminars can also contribute to
skill refinement.

* Industry Research and Trends:
o Stay informed about industry trends and emerging skill requirements.
o Align skill development plans with the evolving needs of the job market.

 Mentoring and Coaching:

o Encourage people to seek mentoring or coaching from experienced
professionals.

o Mentors can provide valuable guidance on skill enhancement based on
their own experiences as well as can support personal development and
self-confidence.

o Coaches can offer specialised training for skills enhancement by asking
specific questions, thus prompting the person to look for optimal solutions
related to the occupational tasks and activities.

By using a combination of these approaches, as a career consultant you
can develop a holistic view of an individual's skills, identify areas for
Improvement and design targeted skills development strategies. This
process contributes to a more effective and tailored career development
plan.

Monitoring progress through skill quests and follow up support

Follow-up support involves the implementation of a targeted strategy or set
of strategies after a professional training session to reinforce and strengthen
new concepts or skills. This ongoing support is adaptable over time,
adjusting to changes in participants’ skills and needs. The optimal
effectiveness of Follow-up support is achieved through proactive planning
before the training session, and its integration should be a deliberate
component during the design phase of professional development activities.
Follow-up support became a deliberate and integral aspect of successful
professional development. Unfortunately, it often gets overlooked in the
professional development process. Yet, its Importance cannot be
overstated, especially when the goal is the transfer of knowledge and skills.
By solidifying learned concepts, prompting the practice of new skills, and
providing a platform for inquiries, Follow-up support becomes a crucial step
In ensuring the success of the professional development. It is important to
note that during the follow-up support process, no new content,
requirements, or learning objectives should be introduced. Introducing new
Information can overwhelm participants, making it less likely that they will be
able to retain and apply the initial skill(s) taught.
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A careful follow-up support plan is crucial to ensure long-term success in
the ongoing pursuit of sustainable employment for people with acquired
disabillities. This plan is tailor-made on the basis of a thorough analysis of
the individual's needs and the challenges of managing their employment.
Regular monitoring, a key pillar of this plan, includes on-site assessments
at least twice a month, unless special circumstances warrant off-site
monitoring. In such cases, a minimum of two meetings with the person and
one contact with the employer each month is recommended. Maintaining
employment poses challenges, and a well-elaborated support plan
provides valuable advice to both employers and employees. Some key
recommendations include allowing time for adjustment, fostering a
positive atmosphere, acknowledging the learning curve, and demonstrating
dedication and willingness to learn. Additionally, staying current in one's
field, being open to overtime when necessary, and actively participating in
conflict resolution contribute to sustained job performance. The focus
remains on proactive strategies that benefit both the employee and the
employer, securing a collaborative and supportive work environment.

Career counselling for person with acquired disability in practice

The centre for information and career counselling within Zgura-M is
functioning as independent unit which offers individualised career support,
mentoring and job coaching to people with different types of disabillities.
Essential part of our approach lies on the personal-centered planning
which outlines the full pathway to be followed by the career counsellor and
the client to achieve sustainable and paid employment. The development
of the personal — centred plan usually starts with careful examination of
client’'s strengths, weaknesses and aspirations. These thorough
examination results in detailed client’s profile which include description of:
Person’s emotional, psychological and physical health status; their
previous experience; completed education; current level of knowledge and
skills; degree of personnel autonomy in daily life as well as at the work
place; current career aspirations and professional goals and the support
network available to assist the personal and the professional development
of the client. The profile is developed based on semi-structured interview
with the client, professional assessment of their knowledge and skills, using
specially designed tests/questionnaires as well as observations by the
career counsellor which are recorded in the observation and monitoring
sheet.
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Table 1: Observation and monitoring sheet

Areas of observation Notes by the career counsellor
1. Overall appearance
2. Body posture
3. Verbal language
4. Non-verbal language
5. Self-perception
6. Cultural and socioeconomic context

7. Degree of socialising

8. Scope and influence by the close
network

9. Goals clarity

10. Type of mindset towards learning
(fixed or growth mindset)

11. Commitment to career

12. Overall perception about the career
development

13. Ability to make informed decisions

14. Feedback receptivity

All this information is collected during the first two/three meetings with the
client. In the next one/two meetings the career counsellor together with
the person with disability develop the personal-centred plan itself which
iIncludes:

« Aims of the plan

* Activities to be implemented within the year to achieve these aims

* Deadlines

* Resources needed

* Desired outcomes
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After the plan has been mutually agreed on, the work continuous with
setting up realistic goals and expectations and following the outlined in the
plan activities. In some cases the plan may need to be revisit after certain
period of time if new circumstances appear or the client's progress is
slower of faster.

If needed the career counsellor initiates multidisciplinary support by
different professionals to ensure that the final outcomes will be achieved
and the client will feel supported by the multi-disciplinary team. This team
may Iinvolve professionals with various backgrounds depending on the
personal needs of the client. In the most frequent cases it involves
psychologist who supports the client to deal with the traumatic
experience due to the acquired disability and develop their own coping
strategies for independent living and work. Vet trainer/educator who trains
the client and help them to acquire the relevant knowledge and skills
needed for the career development. Supported employment consultant
who guides the client not throughout the job searching process, but also
supports them during the first months at work, thus ensuring that the
client will be able to retain the job.

The career counselling process is considered completed when the
personal-centred plan is accomplished and during the last meetings the
career-counsellor provides feedback about its implementation and
prepare the client for the next steps as well as for the transfer to the
“professional life”.
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Module 5

Pre-employment
program for disabled
adults




Preparation for job application (CV and cover letter)

Navigating the job application process presents distinct challenges for
people with acquired disabilities, including managing the necessary
paperwork. In today's competitive job market, creating a unique and
compelling CV and cover letter is essential for candidates looking to
secure employment.

Clients with disabillities face unique challenges in the job-seeking process,
particularly when it comes to handling the essential paperwork required for
applications. To equip them for competitive interviews, it is imperative for
counsellors to provide guidance based on successful job acquisition
experiences and researched strategies utilised by others. This section
aims to empower counsellors by offering ideas and techniques to enhance
their clients’ CVs and cover letters, thereby increasing their
competitiveness in the job market.

Creating a CV

In our days, CVs have undergone a transformation to meet the demands of
the digital era. As career counsellors, it's essential to guide clients in
adopting modern strategies to enhance their CVs effectively.

Drafting and maintaining a CV serves as a valuable tool in the job search
process, aiding people with acquired disabilities in organising their skills
and experience into a single document. Writing a CV also prompts
reflection on past employment, education, and leisure pursuits. Below are
guidelines to assist in the collaborative preparation of a CV.

Key recommendations:

e Prioritise privacy: Clients are not obligated to disclose disabilities in
their resumes. Encourage them to focus on highlighting their strengths
during the initial job search. Reserve discussions about any concerns
related to the disability for the interview stage, where they can provide
more information and discuss potential accommodations.

e Address employment gaps: Assist clients in explaining employment
gaps thoughtfully without explicitly mentioning disabilities. Encourage
phrases such as ‘illness and recovery next to employment dates or
descriptions of personal development activities during the gap.

e Example: 09/2015 - 03/2017: Recovered from a back injury, completed
online courses on SEO.

e Optimise format for accessibility: Emphasise the importance of
effective formatting to capture recruiters attention. Recommend
Mmaintaining a one-page, well-formatted resume in PDF format for easy
readability. Ensure it includes contact information, a concise summary
about work experience, education, and skills sections, categorised into
soft and hard skills. Emphasise keeping the CV concise, limiting it to a
maximum of two pages. 78



e Utilise online platforms: Guide clients to utilise professional networking
platforms like Linkedln to create comprehensive online profiles,
facilitating easy sharing and networking within the professional
community.

e Highlight achievements: Shift the focus from duties to
accomplishments, quantifying achievements and highlighting their
positive impact on previous roles. Align qualifications with the job
description and Iincorporate them into the skills section, work
experience descriptions, and the resume summary.

e Include relevant keywords: Advice clients to optimise their CVs for
Applicant Tracking Systems (ATS) by incorporating relevant keywords
from the job description, increasing the likelihood of passing through
automated screening processes.

e Personalise for each job offer: Stress the importance of tailoring each
CV for each job applications to emphasise the most relevant skills and
experiences, demonstrating genuine interest in the role.

e Include References: Encourage jobseekers with past experience to
provide references from previous employers, which should be available
upon request.

Preparing a Cover Letter
Consider the following guidelines:

e Storytelling Approach: Adopt a storytelling approach to narrate
professional experiences and connect them to the job at hand. This
helps create a memorable and engaging narrative.

Addressing Employer Needs: Research the employer's needs and address
how your skills

A comprehensive application package for your clients should always
Include a well-prepared covering letter, whether they are submitting a CV
or returning a completed application form. The purpose of the covering
letter is twofold: to attract the employer's interest and to motivate them to
find out more about your client's qualifications and experience.

Emphasise to your clients the importance of tailoring each covering letter
to the specific company and position they are applying for. Encourage
them to research the organisation thoroughly and highlight relevant skills,
experiences, and accomplishments that align with the company's values
and the requirements of the role.
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Additionally, stress the significance of maintaining a professional discourse
and structure throughout the covering letter. Advise your clients to open
with a strong introduction, clearly stating the purpose of the letter and
expressing enthusiasm for the opportunity. In the body paragraphs, they
should provide evidence of their qualifications and explain how their skills
and experiences make them an ideal candidate for the position. Finally,
encourage them to close the letter with a strong call to action, expressing
their eagerness for further discussion or an interview.

e align with their requirements. Showcase a clear understanding of the
organization and its goals.

e Conciseness and Impact: Keep the cover letter concise while ensuring
It leaves a lasting impact. Focus on quality over quantity, expressing
key points succinctly.

e Digital Signatures: Consider adding a digital signature to vyour
electronic cover letter for a personalised touch. This can contribute to
making your application memorable.

Table 2: Example of an effective covering letter

Effective Covering Letter Structure
Introduction:
Briefly introduce yourself and specify the position you're applying for.
Mention where you found the job vacancy to provide context.
Why You're Applying:
Explain your interest in the position and why you're excited about the
opportunity.
Showcase your enthusiasm for the role and demonstrate any research
you've done about the company or position.
Key Points Summary._ _ __ __ _ _ ___ __ _ _
Summarise the most relevant skills and experiences highlighted in your CV or
application form.
Emphasise two or three key reasons why you're a strong candidate for the
position.
Additional Information
(Optional):__ _ _ _ _ _ _
Use this paragraph to address any career gaps or unique circumstances,
such as disabilities or accommodation needs.
Provide context or explanations as needed to strengthen your application.
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Accessing Templates

Counsellors must provide their clients with access to well-designed
templates in order to facilitate the creation of CVs and cover letters. These
are recommended sources:

e Online template libraries: Encourage clients to explore reputable
online platforms such as Canva, Microsoft Office, and Adobe Spark.
These platforms offer a variety of customisable templates suitable for
different industries.

e Professional organisations: Direct clients to professional organizations
and career development websites that provide Iindustry-specific
templates. These templates adhere to the latest trends and standards
In CV writing, ensuring relevance and professionalism.

e Accessibility considerations: Remind clients to prioritize accessibility
when selecting templates. Opt for designs with clear fonts, appropriate
colour contrasts, and features compatible with screen readers. This
ensures inclusivity and accommodates diverse needs.

The incorporation of these strategies and the use of readily accessible
templates enables counsellors to empower individuals with acquired
disabilities to create compelling CVs and cover letters, thereby enhancing
their competitiveness in the job market.




Guidelines for job searching process

Embarking in a job search process requires a strategic approach, especially
for people with acquired disabilities. Here are essential guidelines to navigate
the job searching process effectively:

l. Define Clear Career Goals: Encourage clients to identify their career
aspirations, preferred industries, and job roles. Clarity in goals streamlines
the job search process and helps tailor applications to specific roles.

2. Utilise European Professional Networks: Stress the significance of
networking, both online and offline. Platforms like Linkedin provide
opportunities to connect with professionals in the European job market.
Networking enhances visibility and opens doors to potential opportunities.

3. Beware of Online Job Scams: Individuals should be cautioned about the
potential risks associated with online job searches, including scams. It is
advisable to use reputable job portals, conduct thorough research on
companies, and be cautious of requests for personal or financial information.
4. Explore Government Job Portals: Direct individuals to explore
government-funded job portals and resources. These platforms often
provide reliable and up-to-date job listings, ensuring access to opportunities
that align with their skills and preferences.

5. Stay Informed About Labour Market Trends: Stress the importance of
staying informed about current labour market trends. Encourage regular
updates on industry news, skill requirements, and emerging job sectors to
make informed decisions during the job search.

6. Seek Support from Supported Employment Providers: Remind
individuals to leverage the support of Supported Employment Providers.
These professionals can offer guidance, resources, and assistance tailored to
the unique needs of individuals with acquired disabillities.

/. Accessibility Considerations: Highlight the significance of accessibility in
both job search platforms and application processes. Recommend using
platforms that prioritize accessibility and advise individuals to inquire about
accommodation options during the application process.

8. Exploring trade publications: Encourage clients to explore trade
publications and websites relevant to their desired industry. These
specialized resources often list job opportunities tailored to their interests
and qualifications.

9. Attending career fairs: Recommend attending careers fairs as a valuable
networking opportunity. These events allow individuals to connect with
multiple employers in one place, gaining insights into various job vacancies
and recruitment processes.

A well-informed and tailored job search approach increases the likelihood of
finding fulfilling employment opportunities. By following these guidelines,
people with acquired disabilities can explore the job market with confidence
and purpose.
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Resources

Resource Website

EURES (EURopean Employment Services)

europass.europa.eu europass
EuroJobs: A leading job board that y
features job vacancies across various eurojobs.com jObs com

industries and countries in Europe.
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ETF:
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Learning for life

. .. L
European Association of Career eacg.eu EESE
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{ ) ey
B | ceperFop

European Centre for the Development of
Vocational Training (Cedefop)

European Centre
for the Development
of Vocational Training

cedefop.europa.eu

European Job Days europeanjobdays.eu

Eurofound: Offers research and analysis
on employment and working conditions eurofound.europa.eu
in Europe

European Commission - Bulgaria

Bulgaria - P | ith Disabiliti
LUl LR T U L IEC LIS - People with Disabilities

Equal Treatment e-Government EGOV.BG
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e
_—

o\ ©
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https://eures.europa.eu/index_bg
https://europass.europa.eu/select-language?destination=/node/1
https://eurojobs.com/
https://www.etf.europa.eu/en
http://eacg.eu/
http://eacg.eu/
https://www.cedefop.europa.eu/en
https://europeanjobdays.eu/en
https://www.eurofound.europa.eu/en/home
https://www.eurofound.europa.eu/en/home
https://ec.europa.eu/social/main.jsp?catId=1103&langId=bg&intPageId=4434
https://ec.europa.eu/social/main.jsp?catId=1103&langId=bg&intPageId=4434
https://egov.bg/wps/portal/egov/nachalo
https://egov.bg/wps/portal/egov/nachalo
https://ahu.mlsp.government.bg/portal/page/6
https://ahu.mlsp.government.bg/portal/page/6
https://rabotosposobni.bg/?mod=article&id=2
https://osha.europa.eu/bg/themes/disability-and-work
https://osha.europa.eu/bg/themes/disability-and-work
https://osha.europa.eu/bg/thttps:/social-plovdiv.eu/hemes/disability-and-work
https://osha.europa.eu/bg/thttps:/social-plovdiv.eu/hemes/disability-and-work

Preparation for job interview

The subsequent phase in securing employment entails preparing for a job
Interview. A well-executed job interview functions not only as a platform for
candidates to articulate their proficiencies and experiences but also as a
means to substantiate their suitability for the intended position.

Professional Demeanour:

e Counsellors should advise candidates to choose clothing that conforms
to the company's dress code and instils a sense of comfort. Dressing
professionally contributes significantly to making a positive first
Impression.

e Emphasise the importance of ensuring the seating arrangement
accommodates any mobility aids or assistive devices the candidate may
use.

e Encourage candidates to cultivate a professional demeanour by
prioritizing positive non-verbal cues, such as maintaining eye contact
and displaying confident posture.

e Advocate for proactive communication with interviewers regarding
flexible timing arrangements, demonstrating adeptness In time
management.

e Guide candidates In employing strategic planning, considering
accessibility features and providing an accurate estimate of the time
required to reach the interview location.

Communication Skills:

e Accessible Communication Tools: Recommend utilising accessible
communication tools, adapting communication approaches to align with
the candidate's specific needs, such as speech-to-text applications or
alternative communication devices.

e Active Listening: Encourage candidates to demonstrate active listening
skills, facilitating meaningful interactions during the interview process. If
applicable advise them to communicate any preferences or
requirements related to heard considerations.
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Tips for successful job interview preparation:

Research the Company: Counsellors should emphasise the importance
of gaining a comprehensive understanding of the prospective employer,
including exploring the company's values, mission, and recent
achievements.

Understand the Job Requirements: Counsellors should guide candidates
In analysing the job description to identify key skills and competencies
required, facilitating tailored responses during the interview.

Practice Frequently Asked Questions During the Interview: Counsellors
should encourage candidates to prepare for standard interview
questions, including articulating achievements, strengths, and
experiences, as well as formulating positive responses to potential
questions related to their disabillity.

Highlight Accomplishments and Skills: Counsellors should advise
candidates to showcase their achievements and relevant skills, providing
concrete examples of how their abilities align with the job requirements.

Address Potential Accommodations: Counsellors should prepare
candidates to discuss any accommodations they may require
professionally, emphasising how they contribute to overall effectiveness.
Practice with Mock Interviews: Counsellors should facilitate mock
Interviews with a friend, family member, or colleague to enhance
candidates confidence and refine their communication skills.

Prepare Questions for the Interviewer: Counsellors should assist
candidates in formulating thoughtful questions about the company
culture, team dynamics, or the role itself, demonstrating genuine interest
In the organisation.

Additional Considerations:

Disclosure of Disability: Guide candidates in deciding the appropriate
time to discuss their disability during the interview, focusing on their
abilities and how they align with the job requirements.

Follow-Up Plan: Help candidates prepare a brief follow-up plan
expressing gratitude for the interview opportunity and reiterating
enthusiasm for the position.
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Interview Do's and Don'ts:

e Do: Gain in-depth understanding of the company's values and mission.

e Do: Analyse the job description and align your skills with the
requirements.

e Do: Conduct mock interviews to enhance your confidence and
communication skills.

e Do: Showcase your achievements and relate them to the job.

e Do: Pay attention to body language, eye contact, and tone of voice.

e Don't: Share unnecessary personal details. Keep the focus on your
professional qualifications.

e Don't: Use negative language. Stay positive and focus on solutions.

e Don't: Interrupt the interviewer. Wait for them to finish before responding.

e Don't: Memorise responses. Be genuine and adaptable in your answers.

e Don't: Speak negatively about past employers. Keep responses
professional.

Navigating a job interview can be challenging, but effective preparation and
adherence to best practices can greatly enhance your success. People with
acquired disablilities can present themselves confidently in interviews by
understanding common questions, practicing responses and following
interview do’'s and don'ts.
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Frequently asked question

Despite that each interview should be approached with specific attention
and preparation, still there are some commonly used questions or matter of
concerns which clients can preliminary work on in order to be well-prepared,
hence less stressed during the job interview itself. Therefore, in the next
paragraph we discuss some possible doubts, open questions and specific
matters of concern which could be a subject of discussion during the
preparation for the job interview:

« Should my client disclose their disability during the job interview?

o Advice: The decision to disclose a disability is personal. Clients may
choose to discuss it during or after securing the position, focusing on their
abilities aligning with job requirements.

* How can clients handle questions about their disability during an interview?
o Advice: Clients should be prepared to address questions positively,
emphasising their skills, successful overcoming challenges in the past as well
as their ways to compensate functional limitations.

« What attire is suitable for the interview?

o Advice: Clients should dress professionally, considering the company's
dress code. Their attire should reflect an understanding of the organisation’s
culture/sector.

« How can clients effectively communicate their strengths during the
Interview?

o Advice: Clients should practice articulating strengths and
accomplishments, using specific examples to showcase how their skills align
with the job requirements.

* Is It necessary for clients to mention accommodations during the
Interview?

o Advice: It's not mandatory to discuss accommodations during the
Interview. Clients should focus on their qualifications and address
accommodations after receiving a job offer if needed.

 How should clients handle gaps in their employment history during an
Interview?

o Advice: Clients should address employment gaps honestly, briefly
explaining the reason for the gap and emphasising any skills or experiences
gained during that time.

* When should clients bring up salary expectations during the interview?
o Advice: It's advisable for clients to delay discussing salary until the
employer brings it up or after a concrete job offer is made.
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 How can clients effectively communicate their strengths during the
Interview?

o Advice: Clients should practice articulating strengths and
accomplishments, using specific examples to showcase how their skills align
with the job requirements.

* |Is it necessary for clients to mention accommodations during the
Interview?

o Advice: It's not mandatory to discuss accommodations during the
interview. Clients should focus on their qualifications and address
accommodations after receiving a job offer if needed.

 How should clients handle gaps in their employment history during an
Interview?

o Advice: Clients should address employment gaps honestly, briefly
explaining the reason for the gap and emphasising any skills or experiences
gained during that time.

* When should clients bring up salary expectations during the interview?
o Advice: It's advisable for clients to delay discussing salary until the
employer brings it up or after a concrete job offer is made.

« How can clients express enthusiasm for the position without appearing
overly eager?

o Advice: Clients should strike a balance by expressing authentic interest in
the role and company. They should avoid appearing desperate and focus on
the value they can bring.

« What questions should clients ask the interviewer during the interview?

o Advice: Clients should prepare thoughtful questions about the company
culture, team dynamics, or expectations for the role to show serious interest
In the position.

* How can clients handle a panel interview effectively?

o Advice: During a panel interview, clients should address each interviewer
individually while maintaining eye contact. They should be prepared to
engage with a diverse group of professionals.




Verbal and non-verbal communication during the interview

Effective communication is crucial in professional settings. This section looks
at verbal and non-verbal communication in the job interview process, with a
particular focus on people with acquired disabilities. It offers detailed
overview and practical advice to improve communication strategies,
resulting in a more refined and impactful interview presence. Below you can
find some tips and guidelines which you can provide directly to your client
to ensure better readiness for the job interview, especially when it comes to
the communication which is the key channel to achieve the desired
outcomes:

1. Verbal Communication:

* Articulate Clearly:

o Speak clearly and at a moderate pace.

o Practice articulating responses to common interview questions.
 Emphasise Strengths:

o Clearly highlight your strengths, skills, and relevant experiences.

o Use concrete examples to illustrate your achievements.

* Address Disability Positively:

o Be prepared to discuss your disability positively.

o Emphasise how you've successfully navigated challenges in the past.

2. Non-verbal communication:

* Maintain Eye Contact:

o Establish and maintain eye contact to convey confidence.

o Be mindful of cultural norms regarding eye contact.

* Positive Body Language:

o Cultivate positive non-verbal cues, such as a firm handshake and an open
posture.

o Avoid nervous gestures; practice maintaining composure.

- Adapt to Virtual Settings:

o For virtual interviews, ensure appropriate lighting and camera positioning.
o Utilize accessible communication tools if needed.
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3. Individual Considerations:
« Accommodations Discussion:

o Be ready to discuss any accommodations you may require during the
Interview.

o Frame accommodation needs positively, focusing on enhancing your
effectiveness.
* Timing and Pacing:

o Be mindful of the pacing of the conversation.

o If needed, request breaks or adjustments to accommodate pacing
preferences.

4. Preparation Tips:
 Mock Interviews:

o Conduct mock interviews to refine both verbal and nonverbal
communication.
o Seek feedback from peers, mentors, or career counsellors.
 Record Practice Sessions:

o Record vyourself during practice sessions to identify areas for
Improvement.

o Review the recordings to enhance your verbal and nonverbal
communication.
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‘APPENDIX

Test “What is your body language saying?”

Research led by psychologist Prof. Albert Mehrabian reveals that initial
Impressions are largely influenced by:

e 55% based on appearance

e 38% based on non-verbal communication

e Only 7% based on spoken words.

Appearance encompasses various factors such as height, weight, color,
hairstyle, accessories, and clothing, all of which contribute to one's image.
This image, In turn, Influences self-confidence and esteem, playing a
significant role in the cycle of success.

Encourage your recipient to respond to the following questions by
selecting options a, b, or c. This exercise is both enjoyable and informative,
helping individuals understand the messages conveyed and received in
Interactions. The answers provided for each question are based on
majority opinions and insights from body language experts.
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Questions:

. What message is conveyed by crossed arms?

a.
o.
C.

2. W

D

3. W
a.
o.
C.

am closed off or defensive
am receptive and engaged
am expressing disagreement or scepticism.

nat does a tilted head indicate?
am showing interest or attentiveness
am confused or unsure

am experiencing discomfort or physical strain.

nat does resting the head on a hand signify?

am attentive and eager to hear more

am feeling disengaged or bored

am experiencing discomfort or fatigue in my chin or jaw.

4. What does a screwed-up face suggest?

a.
o.
C.

am expressing concern or displeasure
am preparing to cry or showing distress
am exercising facial muscles or experiencing discomfort.

5. What message is conveyed by holding open palms out?

a.
o.
C.

am receptive to ideas or suggestions
am expressing hunger or a need for food
am offering support or indicating a desire for physical contact.

6. What does a clenched hand indicate?
a. | am feeling tense or anxious
b. | am preparing for physical action or confrontation

c. |

am holding onto something or experiencing discomfort.

/. What might rubbing or poking your eyes suggest?

a.
o.
C.

am experiencing eye strain or fatigue
am feeling tired or sleepy
am trying to clear my vision or relieve discomfort.

8. What does rubbing the back of your neck signify?

a.
o.

C.

am feeling frustrated or stressed
am experiencing physical discomfort or tension
am engaging in a nervous habit or fidgeting.
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9. What message is conveyed by holding your hand to your chest?
a. | am expressing sincerity or deep emotion
b. | am experiencing chest pain or discomfort
c. | am indicating affection or passion for what | am saying.

10. What does rocking back and forth in your seat suggest?
a. | am feeling restless or anxious
b. | am seeking comfort or relief
c. | am displaying enthusiasm or energy
11. What impression is given by putting your feet up on something?
a. | am feeling relaxed and at ease
b. | am disregarding norms or rules
c. | am being disrespectful or overly casual.

Answers:
l.borc
2.aorb
3.aorb
4.aorb
5.borc
6.borc
/.aorborc
8.aorborc
O.borc
10.aorb
1.a or b or

In professional contexts such as interviews, business meetings, or networking
events, gestures are interpreted differently than in casual settings. While
behaviours like fidgeting or rubbing your eyes might be acceptable among
friends, they can convey a lack of focus or professionalism in formal
situations.

For instance, rubbing your eyes may signal fatigue or distraction, which is not
the impression you want to give. Additionally, certain gestures, such as tilting
your head, can have different meanings depending on the context. While a
slight head tilt coupled with nodding may indicate interest, tilting your head
alone might be perceived as boredom.

Understanding the nuances of gestures is crucial in effective communication.
By being mindful of your body language, you can convey professionalism and
engagement in professional settings.
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Worksheet for clients “Non-verbal communication”

Hosting a session on the importance of non-verbal communication, titled
‘Decoding Body Language,” would be highly beneficial for your clients. You
can use the provided insights as a foundation, culminating In five
actionable strategies tailored for successful job interviews:

* Posture:

o A confident posture exudes assurance and boosts self-confidence.

o Sitting upright and leaning forward in a chair signifies engagement and
active interest in the dialogue.

o Positioning towards the front of the chair reflects alertness and
encourages fluid movement.

o Conversely, slouching indicates low spirits, lack of vigour, and
disengagement.

o Emphasise that good posture not only enhances presence but also
contributes to physical well-being.

o Encourage walking purposefully and standing tall to project confidence,
irrespective of nerves or stature. Encourage them to experience the
difference first hand.

* Gestures:

o Gestures often convey emotions and thoughts, adding depth to
conversations and presentations.

o However, gestures may occasionally be misinterpreted, potentially
conveying unintended sentiments.

o For instance, crossing arms may mistakenly convey coldness, aloofness,
or irritation.

o Recommend seeking professional assistance, such as image consultants,
to identify and replace unconscious gestures like crossed arms with more
suitable alternatives.

e Facial Expressions:
o Basic emotions such as happiness, sadness, surprise, fear, anger, disgust,
and embarrassment are universally recognized and expressed similarly
across cultures.
o While individuals may conceal some emotions to maintain social
harmony or privacy, certain facial expressions are challenging to conceal.
o For example, jaw and lip tightening often signify anxiety or anger, while
furrowed eyebrows suggest confusion or surprise.
o Stress the importance of mastering control over facial expressions to
create positive impressions.
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o Above all, emphasize the power of a genuine smile, which enhances
rapport and conveys warmth and enjoyment in both professional and
personal interactions.

* Eye Contact:

o Establishing eye contact is vital for building rapport and trust, particularly
In job interviews.

o Encourage clients to maintain good eye contact, as it demonstrates
confidence for speakers and signifies respect and interest for listeners.

o Caution against excessive eye contact, as it can be perceived as
Intimidating.

o Even individuals with visual impairments can create the impression of eye
contact by directing their gaze toward the speaker's voice and adjusting
based on their position.

o Reiterate that with practice, their ability to maintain accurate eye contact
will improve over time.

As a counsellor, consider recommending the following non-verbal
communication tips for job interviews. Non-verbal communication plays a
vital role in face-to-face interactions, particularly during interviews. Here are
key tips to enhance non-verbal communication during interviews:

1. Start with a confident smile to make a positive first impression.

2. Maintain eye contact as you approach the interviewer.

3. Confidently introduce yourself and inquire about the interviewer's name
to take control of the conversation.

4. Consider initiating a firm handshake upon arrival and departure to convey
professionalism.

5. Offer a firm handshake, matching the other person's firmness, regardless
of gender or status.

Worksheet for clients “Verbal communication”

This worksheet serves as a valuable resource for jobseekers seeking to
enhance their vocal skills.

1. As a counsellor point out the significance of voice improvement for the
recipient, highlighting the following key points:

« Emphasise that one's voice plays a crucial role in creating a strong initial
Impression and boosting confidence.

« Discuss the fundamental understanding of how the voice operates: It
converts electrical energy in the brain into acoustic energy as it travels to
the listener's ear.
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2. Present useful tips for effective voice production:
« Stress the importance of staying hydrated with water to maintain vocal

health.
« Advocate for proper breath support to optimise vocal performance.

3. Encourage the practice of breathing exercises:

 Place a hand on the stomach, exhale fully, and then inhale deeply.

* Repeat this process until it becomes second nature.

 Recommend regular singing sessions to strengthen the vocal cords.

» Suggest chanting poems or songs slowly, with a focus on each sound.

* Propose alternating between chanting and speaking to infuse energy into
speech.

 Advocate for practicing tone and pitch variation by engaging In
conversations without using actual words.

Disclosing disability

Managing the job search process with a disability involves addressing
various challenges, including what information to disclose, the appropriate
timing for disclosure, and how to frame disability related constraints
positively. It's crucial to respond to potential concerns employers may have
about task performance with adjustments or modifications. This session
creates a safe environment for job seekers with disabilities to decide how
they will handle these issues. By creating and practicing a disclosure
statement, people with disabilities can assess its effectiveness and make
adjustments based on the impact it may have.

In the recruitment process, employers increasingly use diverse methods like
virtual interviews, assessments, and group activities. It's important for
people to reflect on their disabilities and anticipate needs for each stage.
For instance, requesting an accessible room for in-person interviews,
enabling captions for virtual interviews, or seeking extra time for online
assessments. These considerations are not exhaustive and apply to various
disabilities, emphasising the importance of planning for a successful
recruitment experience.
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Finalising the interview

The interview concludes by summarising its key elements, including
objectives, analysis components, discussed or chosen solutions, and stages
of implementation. Additionally, commitments are made regarding tasks to
be completed post-interview, and any necessary information for future
coaching sessions is identified.

In situations where a solution cannot be immediately reached, the interview
may conclude with a more complete analysis of the situation, marking
progress. Assigning tasks to interviewees empowers them to take an active
role and Iincreases their engagement in finding solutions. This may involve
testing new approaches or validating analysis components to initiate change
and move towards resolution.

References:

How to tell Employers about your Disability - A Guide to Disclosure :
https://www.ahead.ie/userfiles/files/shop/free/AHEAD DisclosureGuide2023
-digital.pdf

Disclosing disability to an employer: https://www.scope.org.uk/advice-and-
support/disclosing-disability-to-an-employer/
https://hiring.monster.com/resources/recruiting-strategies/interviewing-
candidates/interview-body-language/
https://thekeep.eiu.edu/cgi/viewcontent.cgi?article=2765&context=theses
https://www.thebalancemoney.com/how-to-use-nonverbal-
communication-at-an-interview-2061345
https://www.malone.edu/alumni/resources/alumni-career-
services/interview-preparation/communication-during-interview/
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