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strategies on how to negotiate. The job seeker may negotiate
with employers, or a support person such as an employment specialist or job developer can represent the individual.
When a seasoned job developer or employment specialist is asked if negotiating employment is more of an “art
than science”, the reply most likely will be “it is both an art and a science.” Implementing strategies, such as the
ones presented in this fact sheet, can lead to an employment relationship that mutually benefits both the job seeker
with a disability and the employer who needs an employee.

. hat does negotiation mean?

Some people think that negotiation means persuading other people to accept their point of view. For
A example, when someone haggles with a car salesperson and obtains the best deal, we might say, “Gee,

she’s a great negotiator.” However, negotiation is not about using intimidation, getting your own way, or
giving in. That is what happens when people fail to negotiate. One definition of negotiation is to discuss
with the goal of finding a mutually acceptable agreement. The goal of customized employment negotiations is “real
work” for competitive wages in a community business.

Negotiations with employers to identify a job of choice for an individual with disabilities might include a number of
different approaches. A negotiator, such as the job developer or employment specialist, might work with an em-
ployer to create a new position through job restructuring that matches the job seeker’s interests and abilities.
Another negotiation strategy might involve making changes to various aspects of existing jobs, such as allowing an
employee to work different schedules or change the way a job duty is performed. This also could include discuss-
ing the need for accommodations and other workplace supports. Employment negotiations may require compro-
mise from those involved (i.e. the job seeker and employer) but results in a win-win situation for both.

What are some of the basic skills needed for successful negotiations?

Negotiation is a sophisticated form of communication. Therefore, job seekers or the agency staff
who support them need to be able to speak in a clear and concise manner. Knowing the job
seeker’s abilities as well as the supports that the agency has to offer businesses, anticipating an

employer’s potential needs and questions in advance, and using marketing tools (i.e. brochure,
educational materials, calling card) will be key to successful negotiations.

As soon as two people meet, a relationship begins to develop. Many meanings can come from a sentence
just by emphasizing other words. Changes in your voice can also give clues. If the speaker is trying to
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hide fear or anger, their voice may sound higher or louder, and the rate of talking will be faster than normal.
Sadness will produce the opposite vocal pattern, quieter, low-pitched speech delivered at a slower rate.

Negotiations require good listening skills. When meeting with an employer focus on what the other person
is saying. Turn off that inner voice that may be planning the next question rather than attending to what is
being said. When a person puts his or her whole attention on listening, he or she is less likely to miss
important nonverbal messages such as facial expressions and voice inflections that provide valuable cues.

Checking what has been heard may also prove useful. For example, ask, “l understood you to say...am |
correct in this?” or “I hear you saying...Is that how you feel?” This type of active listening encourages
understanding. It also assures the other person that he or she is heard, accepted, and respected. The
ability to actively listen supports open, ongoing, negotiations.

Verbal messages certainly contribute to the tone of the relationship, but many climate-shaping messages
are non-verbal. Nonverbal communication reveals attitudes and feelings. It consists of messages sent by
the distance between negotiators, touch, body posture and orientation, expressions of the face and eyes,
movement, vocal characteristics, clothing, and physical environment. Interpreting non-verbal messages
plays an important role in reading an employer’s point of view.

Employment specialists should consider the messages that they are sending through their body language.
For example, sitting up straight and leaning slightly toward the person speaking shows confidence and
interest. The eyes communicate another message. When someone glances toward us with the proper
facial expression, a clear message of interest is sent. At the same time, when eye contact is avoided
disinterest may be communicated.

What is the best way to negotiate?

While there is no one “best” way to negotiate, there are some basic steps that can lead toward successful custom-

A ized employment negotiations. Step one is to know the goal and stay focused. Remember, the goal is to come to
an agreement that is mutually beneficial to both parties (job seeker and the employer).

This means beginning with a clear knowledge of the jobseeker’s vocational interests, strengths, expectations, and
support needs. If an employment specialist is representing the person with a disability, he or she must know the jobseeker’s
bottom line. This should include areas in which he or she can or cannot compromise. For instance, the job seeker may
have some flexibility in the number of hours worked during the week but will not work on the weekends. Knowing the job
seeker will ensure that negotiations move in the right direction from the beginning and that a job of choice for the individual is
identified. Compromising on features of a job to satisfy the employer that do not meet the needs of the job seeker will not
result in a mutually beneficial employment relationship.

Step two is to identify the employer's needs. Successful negotiations also require understanding the business and its
operations. Time must be spent building rapport with the employers, before negotiation is attempted for a specific job
seeker. ldentify the company’s needs and suggest possible work solutions that might resolve these needs.

One thing to remember is to not assume that what is important for one person will be the same for another. For example,
one job seeker may be motivated to work for a paycheck while wearing a work uniform motivates another. Or, one employer
may be motivated to negotiate a job to save money, while another may have a job task that current employees are not
completing. Remember, the end result is a mutually agreed upon job. All sides should leave the negotiation feeling satisfied.

How can the employment specialist determine an employer’s needs?

Negotiations require spending time with the employer. During this period, a relationship can be devel-
A oped and needs identified. The employment specialists should encourage an employer to share thoughts

and feelings by asking for feedback on what is discussed. The negotiator’s responsibility is to ask
questions that will uncover the employer’s needs and interests that can then be matched with the needs
and interests of the job seeker. If the employment specialist creates a receptive climate, he or she is more likely to
establish a relationship leading to a negotiated position.




Observing business operations and asking key questions may lead to discovering opportunities for customizing a
job. For example, some of the following questions may be asked. Do employees have duties that take time away
from their main area of expertise? Do you routinely pay overtime or need temporary work services? Are their tasks
that do not get done or that you would like to see done more often?

The employment specialist must also be ready to probe below the surface. For example, consider asking questions
such as the following: “What's your real need here? What values are important to your company? What's the
outcome or result that you want?” The answers to these and other questions can lead to cooperative problem
solving. This in turn may trigger discussions about negotiating a new job.

How does an employment specialist convince an employer that customizing a job is a good
idea?

The employment specialist must be ready to listen to employers! Listen and keep listening! It's
A v. ital to really understand what employers are saying and their points of view. This shows
respect and good intentions, and will make an employer feel valued.

In the process, the employment specialist should learn more about a company’s needs and what
may be holding them back from proceeding with negotiations. “Reading” employers and overcoming
objections will be key to success. Employment specialists should become familiar with typical employer
concerns and be able to address them. For example, the employer may be wondering, “Will this cost my
company money? Will this agency deliver what they are promising? Will the person be able to do the job?”

Pointing out that other businesses have successfully used the service and hired individuals with disabilities
may address these concerns. Ask employers who have worked with the agency if their names can be used
as references. Discuss in advance with the job seeker the accommodations that will be needed and what
information is to be disclosed to the employer. Know how you are going to represent the person’s strengths
and interests so that the employer does not have questions regarding the individual’s ability to do the job
that is being negotiated. Be ready and able to describe how the job seeker will be a valued employee to
the company.

Which employers should be approached to negotiate customized jobs?

Large, medium, or small businesses can be approached or in other words, any company that matches the
A individual's abilities and interests identified during the customized employment process. Some employers will be

receptive to negotiations and others may not, but this is not necessarily dependent on the size of the company.
Those who are not initially receptive may become open if the employment specialist identifies their concerns and is
prepared to address them. Regardless of the size of the company, the employment specialist needs to determine who the
decision maker is in the company. Who does the hiring? Sometimes, this can be easier to determine in a small company vs.
a larger one.

What is an example of an employment negotiation?

.Randall is a 28-year-old man who has never worked. Due to the nature of his support needs, he has an
A employment specialist, Bonita, who will assist him with customizing a job. Bonita began the process by

visiting Randall and his family in their home, and she also went with him to the local One-Stop career
center. Bonita was able to learn about Randall’s abilities, work preferences, and support needs.

For example, Randall has an outgoing, though sometimes boisterous personality; learns new tasks with systematic
instruction, prints first name, prepares a simple meal, enjoys folding towels at home, enjoys wrapping items, likes to
go bowling, and assists with gardening. Bonita also learned about his work preferences. He enjoys being
outdoors, prefers to work between the hours of 9am and 5pm, can work some weekends, dislikes washing and
drying dishes, and has trouble tolerating pressure on his finger tips.



Bonita also learned about Randall’s vocational challenges. For example, Randall gets easily distracted, performs
some manual tasks at a slow rate, may act inappropriate to gain attention, needs forewarning of changes in routine,
becomes frustrated when unable to complete task and has limited transportation options. This information helped
Bonita create a vision of Randall’s abilities and possible support needs.

With insight into Randall's vocational abilities and preferences, his employment specialist set out to customize a job
in the community. She met with numerous employers, before identifying an employer who was interested in
discussing their operations in more detail. Mr. Brady, the general manager of a large home improvement store, was
interested and arranged for Bonita to meet with his department heads to learn more about the overall operations.
During the meeting with the greenhouse manager, Mike Smith, Bonita learned that several hours a day, in the cold
months and more in the summer, were spent watering and repotting plants. Bonita inquired about the possibility of
customizing a job that involved watering and repotting plants.

Mike was interested, because this would allow him and his small staff of two to complete other tasks during these
hours. This included ordering and stocking inventory, fertilizing and treating the plants for disease or parasites, and
waiting on customer. He stated that the person would need to arrive at 7 am and would work until around noon,
weekend work would be required, and the pay would be $6.50 an hour.

With this information in hand, Bonita presented the idea to Randall and his family. Although interested, concerns
were raised about Randall’s ability to lean the job and how his fingertip sensitivity might interfere with potting the
plants. They also hoped that the job could be further negotiated to meet some of his work preferences.

After confirming his interest in pursuing work at the company, Bonita went back to the store to further negotiate
Randall's employment. She explained to Mike that the person she had in mind for the job must rely on specialized
transportation and may not be able to arrive before 9 am each morning. She also stated that the person would like
to have at least a two Sundays off each month to attend family functions.

Mike agreed to one Sunday off a month, with the caveat that the person would work every Saturday. But, he was
reluctant to change the starting time to 9 am, because the plants would get dried out. Bonita then asked if the
person could arrive to work at 9 am in the cool months (September until April) and arrive earlier in the summer
months (April until September). Mike agreed that he was willing to try this schedule. Bonita discussed these
negotiations with Randall and his family who agreed and an interview was arranged.

The interview seemed to go very well, however, Mike expressed concerns about Randall’s ability to get the job
done afterwards. Bonita reiterated the fact that after receiving his new employee training, she would be there to
provide additional on the job skills training as needed. She emphasized that her role was to simply complement
what the business already did well, and that she would be there to provide or facilitate any additional supports that
might needed. Upon remembering this earlier conversation, Mike decided to hire Randall.

This example illustrates a successful employment negotiation that resulted in a customized job for Randall. There
was some give and take from each party with the end result being a mutually agreed upon employment. Of course,
not every employer will be willing to negotiate. If this happens leave a positive impression by ending the
negotiations politely, with a thank you, smile, and firm handshake. Then, follow up with a sincere hand written
thank you note. This may pave the way for further job negotiations at a later date.

For additional information, you may contact: ODEP -- (202) 693-7880 or T-TAP, Dr. Katherine Inge, Project
Director -- kinge@atlas.vcu.edu or (804) 828-5956

For more information on T-TAP, please visit: http://lwww.t-tap.org

T-TAP is funded by the Department of Labor (DOL), Office of Disability Employment Policy (ODEP) cooperative agreement # E 9-4-2-01217. The
contents of this product do not necessarily represent the interpretations or opinions of DOL. Virginia Commonwealth University, is an equal opportunity/
affirmative action institution providing access to education and employment without regard to age, race, color, national origin, gender, religion,
sexual orientation, veteran’s status, political affiliation, or disability. Privacy Policy. If special accommodations or language translation are needed
contact Katherine Inge at: kinge@atlas.vcu.edu or Voice (804) 828 - 1851 | TTY (804) 828 - 2494.
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Responding to Employer Objections: Worksheet

Businesses often have concerns about and possible objections to hiring job seekers with
disabilities. Often, these concerns can be addressed and fears alleviated if we are prepared to
respond to particular issues. The point in preparing responses is not to make you “fast-talker”
but rather to help you feel more confident and establish credibility in discussions with potential
employers. The responses offered here are not comprehensive but provide a starting point for
being responsive and helpful in addressing possible concerns. When dealing with employers,
please keep the following strategies in mind:

Strategies

Draw out employer concerns/previous experiences

Be prepared: address possible concerns if you are doing a presentation
Avoid questions becoming objections: answer honestly and completely
Rephrase concerns/questions assuring understanding, showing empathy
Establish credibility: let your success with other businesses speak for you

vk wnN e

Issues, Questions and Potential Ideas & Responses

“Can’t afford it...”
e Using us as an employee pool can save advertising and/or training dollars.
e Most accommodations are of minimal to no cost. Person has funding for
accommodations.
e Can’t afford not to hire this qualified candidate.
e Tax incentives available.

“Is this a liability?”
e A common myth. Actually, research shows that people with disabilities don’t have any
more accidents on the job than other employees.
e Workers Compensation is more a function of accidents in a workplace not a particular
demographic group.

“Don’t have the time to give extra supervision...”
e Job training (e.g. OJT) and coaching may be provided through our organization.
e We provide ongoing support and resources to you, such as information about hiring
people with disabilities, ADA and tax credits, etc.

“Bad past experiences...”
e [tis soimportant to have a good job match, just as with any employees. | think that (job
seeker) has the skills that you are looking for.
e Maybe we can talk about your experience and what the problem(s) were.

“Why hire them?”

e Qualified, organized, reliable, dedicated.
e We can provide support on the job that you won’t get from traditional hiring.

The Institute for Community Inclusion, SGISD-UMass Boston 1



e Talk about specific skills as identified in job description and how they could match the
job seeker, in the employer’s language.

“Not qualified...”

Identify previous experiences candidate has had for transferable skills.

Restructure job so that candidate can do components for which he/she is qualified.
Clarify specific qualifications for future candidates.

Leave door open in case future opportunities arise for this candidate.

“It is a multi-tasked job...”
e Able to perform complex tasks despite the disability.
e Discuss job re-structure.

Safety issues
e Let’s discuss the specific safety issues to determine if this would be relevant to (job
seeker) doing this work.
e Many of our referrals are able to perform safely in this environment.

“Not safe for wheelchair accessibility ...”
e Candidate does not require a wheelchair on the job.
e Ouragency can assist you with compliance with the ADA to prevent future situations.

“No driver’s license...”
e Job share, para-transit, ride share...
e s driving required to perform essential functions(?)....perhaps there are other positions
or tasks that can be carved (i.e. Job re-structure).
e Has no difficulty getting to and from work without a license.

“The boss hired already...”
e That’s great. Do you anticipate a similar position opening up in the future?
e Are there other positions available for which | may have qualified candidates?
e If I can be of assistance to you re: education about ADA, tax credits, training for
disability awareness etc....

“l don’t make those decisions...”
e Could you please give me the name/number of the person who does?
e I'd like the opportunity to speak to the person who does about (job seeker’s)
experiences and qualifications

“Call me later...”
e Thank you! When would be a good date/time for you?
e Perhaps we can set a time right now so | don’t interrupt you....

“Everyone needs to do everything...”

The Institute for Community Inclusion, SGISD-UMass Boston 2



e We would be happy to do a job analysis, to examine job tasks and help you to write a
job description for a (job seeker) that alleviates some of the incidental tasks that you are
currently paying top employees to perform.

General Obstinacy
e What a shame about , because (job seeker) has proven to be a great employee
with long-term job retention. | hope you find someone as qualified. If you change your
mind, feel free to call. (Bring up your testimonials/ success stories)

“l think we can find someone much more qualified...”
e Sometimes hiring someone overqualified leads to decreased employee satisfaction and
high turnover. It is really all about the match (the skills = the job).
e How about if we stay in contact if other opportunities arise.
e This candidate’s dedication and strong work ethic enhances the likelihood of your
satisfaction with hiring him/her.

They promise the job, but there is no follow through
e Show understanding about employers’ potential fears angst. | appreciate your ability to
see the skills that (job seeker) possesses. Some employers feel too intimidated to hire,
because they don’t understand how (job seeker) communicates.
e You were very open to exploring this opportunity and | am glad you felt comfortable
asking questions. Please keep us in mind if future opportunities arise and I’ll be sure to
stay in touch. | know (job seeker) has a lot to offer in the way of (specific job details).

“What about their productivity?”

e Our agency will assist (job seeker) with learning how to do the job in order to increase
productivity to a level that meets your needs. This will spare you the resources you
typically provide new employees.

e Research has shown that the performance of workers with disabilities is comparable to
others

e | know you will be pleased with (job seeker’s) performance. He is a conscientious
worker, who does not spend excessive time chatting with co-workers or taking extended
lunches.

e There is no reason why (job seeker) cannot perform at the rate of any of his co-workers.

“Upper management said no...”
e | would really like to set up a meeting to speak with management, | am sure we can
address concerns. Could | have his/her name/number?

After much work, no start date
e Follow up with calls to determine the problem
e Alleviate concerns before employer verbalizes them.
o Attempt to identify next steps that would be helpful.

“Not enough work now”

e Job shadowing opportunities in the meantime?
e Start with job training prior to official start date?

The Institute for Community Inclusion, SGISD-UMass Boston 3



e Begin on part-time basis?
e  When will business pick up/do you anticipate an opening?

Reviewing (or lost) applications
e Allow me to identify (Nancy’s) skills that will meet your hiring needs.
e Keep in mind that (job seeker) brings you me as a resource for job training, information
about current legislature, ADA, etc.
e What is your email/fax #, I'll send one right away.

“Too much supervision needed...”
e Our agency will arrange for the supervision needed to help get established in his/her
new position. | will also be available anytime you have questions.
e Actually, friendly reminders from co-workers, other natural supports will suffice.
e We will have regularly scheduled supervisory meetings.

Security
e Pinpoint specific issues and address them

“l don’t know about these job gaps on the resume...”

e Qualified candidates often do have gaps, particularly in today’s economy. Fortunately,
he/she has just the skill set you are looking for.

“How can a person with do this type of work?”
e Let’s allow (job seeker) to demonstrate how he would accomplish that task.
e | would be happy to explore accommodations that will allow him/her to do the job.

Business is waiting for something else to happen before hiring
e This candidate is eager to learn the job and would be happy to begin training in the

interim.
e Let’s get the preliminary paperwork underway so that your productivity needs do not
suffer.
Union Issues
e | can contact the union rep and identify exactly what the issues are so we can address
them.

“Won’t this be disruptive to workplace...?”
e Thatis what the former employer expected, but later identified what an asset (job
seeker) was to the overall dynamic of the team.
e When he/she is focused on work, behaviors subside.
e Working in a quiet environment allows him/her to be more productive.

Payroll issues (Worker’s Compensation, insurance)
e There is no increase in WC claims for people with disabilities than with the general
public.
e There are tax incentives that can actually save you money.

The Institute for Community Inclusion, SGISD-UMass Boston



Image issues - Clothing
e This will be addressed and we will arrange for him/her to assist with dressing according
to the work culture.

e This does not affect his/her job performance, and, his/her, maybe we can work out job
duties would not require working with the public.

High Stress Environments
e Perhaps you will allow me to observe the job to see if the environment would be
suitable, possible restructure or carving, an accommodation could work, etc.
e Stressis not a problem for this particular person. He/she thrives in a busy

Fast Paced Environment
e He/she works well/thrives under pressure and high-pace environment.
e He/she can be very flexible with hours, and may benefit from working during off-peak
hours.

“Can’t hire for a part-time position”
e We'd like to talk about sharing this full-time position amongst two qualified candidates.
This may help your current employee, who will be on maternity leave?

“Co-workers would feel awkward”
e Asyou’ve seen he/she has a nice way of helping people feel relaxed about the disability
e | would be happy to train/ tale with staff to address fears.

Paranoid about people with disabilities in general
e | understand. It can be very intimidating but with deeper awareness, you will realize that
you already support your employees using strategies that will work just a well for people
with disabilities. (Help address fears, angst.)

“No openings at this time”
e | can follow up on (a specific date) to help you maintain your staffing needs.
e When do you anticipate you will have positions opening up?

“Already filled that position”
e That’s great. Do you have any other openings?
e How is that experience working out for you?

“Did that already and it didn’t work”
e There is never a guarantee, is there? Let’s talk about what didn’t work.
e Now | can work with you and assist with job training, retention, etc. to ensure success.

“Already have a person with a disability working here....”
e And how is that working out?
e Yes, there are many qualified people who may have some sort of disability.
e Often employers have a few people with disabilities without realizing it, as disability is
often not related to how a person performs on their job.
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“They may need to take too much time off”
e Research shows attendance rates of people with disabilities are comparable to others
e He/she has a great attendance record. Very reliable and dedicated.
e He/sheis able to work a flexible schedule to adjust for time taken off.

“We can’t have a job coach here...”
e (What is the real issue here?) Help employer feel at ease.
e Many of our referrals won’t need job coaches
e This job trainer is skilled at blending into the environment/non-intrusive.

“They won’t fit in...”
e Employers often underestimate the flexibility of their employees. I've found that in most
cases, my candidates gain credibility as they perform their job well.
Language/communication barrier
e Let me show you how we communicate.
e |understand, | thought it would be a challenge to communicate, too, but there are a
number of strategies....
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