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GOALS

The goal of any presentation is to find out more about that employer. You’re also trying to educate them about supported employment in general, about your agency, and about a particular job seeker. You’re building rapport and, hopefully, a lasting relationship. 

While the long-term goal is to get a job for a job seeker, this should never be the stated goal of a first (or possibly even second) presentation.

OVERVIEW OF PRESENTATIONS

Many variables will determine your approach (e.g., size of employer, industry, level of formality), and no two presentations will look the same, but here are some general guidelines.

FOR A FIRST MEETING

· Do your research ahead of time. Conduct an online search about the business and note any specific issues that might be helpful when meeting with them.
· If you’re walking in off the street to approach an employer, first ask if they have time to talk. If they don’t, schedule a firm date and time to come back. Also mention the person who referred you, if applicable. This usually makes an employer more likely to clear some time for you.
· If this is a planned meeting, thank them for their time and confirm the length of your meeting.
· Start by building rapport through small talk. Look for ways to make a personal connection. Is there a picture on the person’s desk? An award plaque? Comment on it, ask questions. Launching right into a hard sell will feel too impersonal.
· Rather than doing a lot of talking about yourself and the agency, lead with questions for the employer:
“This looks like a really busy place. How do you keep up with everything?”
“I noticed an employee doing ____________ on my way in. Tell me a little bit about that.”
These questions will help you identify some opportunities for job seekers without putting any pressure on the employer.
· Don’t directly ask for a job the first time you meet with an employer (or maybe even the second time). Doing this will put them on the defensive, and they may either refuse or say that they’ll think about it (and then you’ll never hear from them again). Instead, keep the focus on them and the needs of their business. This is relationship building. Also, you owe it to yourself and the job seeker to get as much information as possible about the employer before deciding whether that environment would be a good fit. At the same time, if the business says they have openings they need filling, act on it.
· If the employer asks about your agency, focus on placements the agency has made. Talk about the types of jobs, the businesses, and the length of time of some of your more successful placements. Bring a photo album or share a link to pictures or videos of some of the individuals you support working at their jobs. 
· When talking about disability, focus on the abilities, skills, and interests of the people you are working to place. Emphasize that your agency gets to know job seekers and strives to make quality job matches. (And if the job seekers you represent don’t want you to disclose that they have a disability, you shouldn’t mention it.)
· Give examples of the types of support available from your agency. This could include assistance with the interview, job coaching, job try-outs, help with accommodations, and training for staff on disability awareness. Let the employer know that all services are negotiable and flexible, and can be customized as needed.
· Get a commitment for future action. This might be a time when you can bring the job seeker in for a tour or job shadow, or another information-gathering meeting, or a referral to another employer. Don’t just leave it at “Let’s talk again in the future.”

INFORMATION GATHERING

Ask about the following to get a feel for the employer and whether they would be a good fit for a particular job seeker:
· What they do (service/product)
· Company history, particularly recent growth and challenges
· Size of the company, number of employees and locations
· Busiest times/seasons
· Future plans and hopes for the company
· Qualities they look for in an employee
· What makes a good employee?
· What’s the biggest personnel challenge you have?
· Hours of the business
· Current job openings
· Frequency of openings/amount of turnover
· Typical hiring and training procedures
· Description of the work culture (formal/informal, people work in teams/independently, etc.)
· Biggest challenge with the business
· Tasks that employees never seem to get to
· Experience with workers with disabilities
· Experience with other supported employment/placement agencies




AFTER THE FIRST MEETING

· Follow up with a note or email. Thank the employer for their time, refer to something that you talked about, and restate your future plans. If something didn’t go well in the meeting, use this opportunity to smooth it over.
· Get a tour of the company. This will allow you a behind-the-scenes look, and may help you uncover opportunities for job carving.
· If you support job seekers who are interested in working for this employer and for whom it would be a good fit, put together a proposal. Present it at your next meeting.
· If you don’t have any job seekers to recommend, but you’re still interested in job developing with this employer in the future, keep in touch. Put it on a monthly calendar to check in with them, or ask if you can put them on your agency’s mailing list (or sign up for the company’s email list if they have one). Keep your relationship active so you’re at the top of their mind if an opening comes up.


Hints for Effective Job Development and Employer Relations

· Include job development time in your weekly schedule, and stick to it.

· Track the time you spend on job development, the number of contacts you make, and the number of meetings you set up each week.

· Track your outcomes (how many contacts result in interviews, and how many interviews result in jobs).

· Put future actions in your weekly planner (follow-up phone calls, appointments, etc.).

· Follow up consistently with all your contacts.

· If contacts are not resulting in positive outcomes, examine your strategies and procedures, re-work them, and try again.

· Have fun! You’re doing good work and building strong relationships in your business community.
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