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INTRODUCTION
Caitlyn Bosco, a high school senior with the YouthACT Thundercats team, understands the
importance of work. Caitlyn has a Fetal Alcohol Spectrum Disorder (FASD) and works two jobs
while balancing school: one at her local Arby’s and another at the Minnesota Renaissance
School.
“Nearly all young people—98.6 percent—hold at least one job between the ages of 18 and 25”
(www.youth.gov/youth-topics/youth-employment ). These early work experiences help youth
to prepare for and understand their path to lifelong careers. For youth with disabilities who
face barriers to graduating from high school, attending college, and becoming employed, the
knowledge and skills gained from early work experiences are extremely important.
If you’re a young person and want to know more about finding and keeping the right job, the
information in this brief can help. It is important to consider what makes a job right for you,
where to look, and how to write a resume and interview. If you have a disability, you will also
need to consider disclosure and how to ask for accommodations if you need them to do your
work. After accepting a job offer, you can take advantage of opportunities for mentoring and
continuing to build your skills.
This brief covers each of these topics and provides information on supports like vocational
rehabilitation and transportation. It was created by youth and adult partners involved in the
National Youth Action Council on Transition (YouthACT) to give youth tips on employment.
You can use this brief and other resources like it to help you as you work toward your employ
ment goal.

“I

love workIng at the

renaIssance school

because

I

get to help the

kIds wIth fun thIngs lIke crafts, recess, lunch, and other actIvItIes.

they

are toddlers to pre-kIndergarten, so they’re busy.
experIence beIng wIth feIsty kIds!”

but I

–caItlyn bosco

have
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FINDING THE RIGHT JOB
Depending on your current employment goal(s), you may be interested in finding a job that
piques your interests or will help you gain more skills. On the other hand, you may have ex
penses and may be more concerned with how much the job will pay and whether or not your
current skills are enough for you to qualify. If you have a disability, you may be concerned
about your future employer’s willingness to pro
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vide accommodations. You should think about

Finding the Right Job Checklist

whether or not you are looking for a job that is
⃣

Think about and research “dream
jobs” that match your interests.
⃣

Search for jobs in your area that
will help you work towards your
“dream job.”
⃣

Be clear about your current and
long-term employment goals.
⃣

Know your skills, what you’re
looking for, and what you’re
unwilling to do for work.
⃣

If you have a disability, think
about what accommodations
you may need to do the jobs you
want.
⃣

Visit potential employers in the
community and look for jobs
online using job finder websites.

temporary (like a summer job) or permanent. You
should also think about whether or not you want
to work part-time or full-time. Whatever your sit
uation, knowing your skills and what matters the
most to you are important considerations when
completing job applications, targeting employ
ers, and searching for a job that is the right fit for
you.

Resources
● O*Net OnLine
www.onetonline.org
● My Next Move
www.mynextmove.org
● Kickstart Your ILP Toolkit
www.dol.gov/odep/ilp/Kickstart.htm

PREPARING A RESUME
As you’re looking for a job that is right for you, it’s important to become comfortable sharing
what makes you a good fit for the position. Developing a resume (a short summary of your
skills and experiences) for potential employers is one way to prepare. When you’re developing
your resume, think of ways to make yourself stand out. List your educational background, your
work and volunteer history, and any skills and experiences you have that separate you from
other applicants.
Try to always adjust your resume to the job that you’re applying for. If you have just a standard
resume that you send out for any and all jobs, that resume may not highlight the right qualifi
cations for each one. If your resume focuses on your having a retail job, and you are applying
for an office job, most of what you have listed may not be relevant. However, you can change
the way your resume is worded to make many of the skills and experiences you gained from
working in retail fit a resume for an office job.
When possible, try to have a cover letter in addition to your resume, even if it is not required.
Employers receive a ton of applications and resumes for job postings. Providing a cover letter
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gives you an opportunity to explain to the employer why you are so interested in the position,
and it allows the employer to learn a little bit more about you quickly
If you are applying for a creative job that may include writing, drawing, or painting, it can be
helpful to include work samples that you have done in the past in a portfolio. Having a port
folio will allow you to highlight your past accomplishments and can give an employer more
insight into your skill level.
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Resources
● 44 Resume Writing Tips
www.dailywritingtips.com/resume-writing-tips
● 6 Tips for Writing an Effective Resume
www.asme.org/career-education-retired/articles/job-hunting/6-tips-for-writing-aneffective-resume
● How to Write a Cover Letter
www.career.vt.edu/JobSearchGuide/CoverLetterSamples.html

Preparing a Resume Checklist
⃣

Make sure you have everything on your resume, including schooling, past and
current jobs/internships, skills, job responsibilities, accomplishments, volunteer
and extracurricular activities, leadership roles, and contact info.
⃣

Develop a cover letter, even if it is not required.
⃣

Consider submitting a portfolio including artwork or writing samples when
submitting your resume to help demonstrate your skills level.

ACING AN INTERVIEW
Just as it’s important to prepare for a job by developing a resume, it’s also important to prepare
by getting ready for the interview. Interviews are conversations used by employers to learn
more about the candidates they are most interested in hiring. When prepping for an interview,
start by researching the company interviewing you. Whether they are big corporations or small
“mom & pop” businesses, doing research on the organization can go a long way if and when
you are asked what you know about the company. Understanding what the company does and
communicating this knowledge during the job interview will show that you are
really interested in the position.

“three

thIngs

I

belIeve someone has to do to get ready

for employment:

1) buIld

your confIdence; thIs can

determIne your fIrst ImpressIon by your future employer;
your appearance;

3) thInk

2) prepare

before you speak or act; practIce and

prepare for your IntervIew.”

– blake ayers, youthact guIdIng

lIghts team
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In addition to learning about the companies you are interested in working for, it is important to
practice being interviewed. Have a friend or family member ask you mock interview questions
to help you feel more comfortable with responding to questions that could be asked during an
actual interview. Although some questions asked during a mock interview may not be the same
questions asked during an actual interview, participating in mock interviews can help you gain
confidence. Employers often expect you to make eye contact during interviews, so remember
to practice this skill along with reviewing other interview tips located in the resources below.
At the end of the interview, employers often ask if you have any questions for them, so make
sure you have at least one question in mind. Examples of questions you can ask future em
ployers during interviews are, “Is there an opportunity to grow with the company?” and “What
originally drew you into the business?”
When prepping for an interview, make sure you have, or can borrow or purchase, proper cloth
ing so that you are “dressed to impress,” no matter what job you are applying for. Dressing ap
propriately for an interview shows professionalism, demonstrates your character, and gives the
employer an idea of how your character may translate into the workplace. If you’re male, your
interview outfit may consist of a button up shirt, a tie, slacks, and dress shoes. If you’re female,
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you may choose to wear a nice top with dress pants or a nice dress with nice shoes. Depending
on the type of job you are applying for, you may also decide to wear a blazer or an actual suit.

Resources
Acing the Interview Checklist

Interview Tips for Youth
www.teenforce.org/uploads/interview_tips.pdf

Do your research! Know
about the company you are
interviewing with.
⃣

Practice as much as possible
for your interview. Become
comfortable talking about the
information on your resume.
⃣

Think of questions you will ask
the employer.
⃣

Gather appropriate clothing for
the interview and brush up on
interview etiquette.

20 Tips for Great Job Interviews

⃣

www.experisjobs.us/exp_us/en/CareerResources/Career-Center/20-Tips-for-GreatJob-Interviews.htm
Dress for Success
www.dressforsuccess.org

DISABILITY DISCLOSURE &
ACCOMMODATIONS
After getting a job, you may realize you need supports to be successful in the workplace. If you
have a disability, it’s important to know that the accommodations or additional supports you
received in high school do not automatically apply once you enter the world of work. In order
to avoid discrimination through protections under the Americans with Disabilities Act (ADA),
you will need to inform your employer that you have a disability. You will not need to disclose
your specific diagnosis or the medical terms used to describe it, but if you require accommoda
tions to perform the job, it’s your responsibility to disclose so that you get your accommoda
tions.
When disclosing, your employer will need to know how your disability affects your
ability to do your work and the types of supports you feel are needed to do

“at

the end of a great IntervIew,

I

told my future boss

about my dIsabIlItIes and the accommodatIons
need.

she

shook my hand;

to say, but she saId,

I

them.”

I

would

was very scared of what she was goIng

‘sounds

lIke you know what you need.

you came to me and dIsclosed everythIng.’
my accommodatIons

I

needed because

I

I

I’m

glad

got the job and receIved

was brave enough to ask for

–bethany boucher, youthact rI dream team
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the job successfully. For example, if you have attention deficit disorder (ADD), you can tell your
employer you have a condition that affects your concentration, and you need support dividing
large tasks into smaller steps. Disability disclosure is an individual decision, but if you choose
to disclose, be positive and show you have a strong understanding of what you need. List your
strengths and experiences and how they will positively affect your work performance.
In addition to obtaining protection under the ADA, disclosing your disability may relieve stress
that can be experienced behind hiding a disability. Disclosing your disability is your choice, and
there are pros and cons either way. If you choose to disclose, you can decide when to disclose
by determining what, if any, accommodations are needed during the different stages of the hir
ing process. See the chart below for examples of pros and cons that you MAY experience when
disclosing at different levels of the hiring process.

Pros and Cons of Disclosure
Stage of Hiring

Pros

Process
Cover Letter

Shows that you are not ashamed

Cons
Opens you up to potential pre

and are confident in your ability to conceived opinions or stereotyping by
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Before

do the job
Provides you the opportunity to

employer
Leads to the possibility of being

Interview

request accommodations during

judged before meeting employer

interview

because of stigma connected with

During

Allows opportunity to address

disability
Leaves the employer with the wrong

Interview

needs and demonstrate and

impression if you did not disclose

discuss strengths

before and need accommodations to

Immediately

Activates protection from

have a successful interview
May affect job assignments and

After Being

discrimination under ADA and

duties without having the chance to

Hired

begins process of securing

demonstrate skill level

Further Along

accommodations
Gives you time to get a better idea Results in poor performance due to

After Being

of accommodations needed, such

lack of accommodations and may

Hired

as sick days or assistive devices,

affect relationships with co-workers

to perform job and establish a

and promotion opportunities

relationship with employer

Resources
● Job Accommodation Network

Disclosure & Accomodations Checklist
⃣

Decide if you need to disclose a
disability or other things and when and
how you will do it.
⃣

Be able to describe how your disability
affects your work performance and the
supports you need to succeed at work.
⃣

Understand your rights and
responsibilities under the ADA.
⃣

If you do not want to disclose your
disability, check your privacy settings
on social media sites, as employers may
see information posted online related
to a disability.

(JAN)
www.askjan.org
● The 411 on Disability Disclosure:
A Workbook for Youth with
Disabilities
www.ncwd-youth.info/411-ondisability-disclosure
● Cyber Disclosure for Youth with
Disabilities
www.ncwd-youth.info/cyberdisclosure
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KEEPING A JOB
10
After you get hired, you’ll need to work in a way that allows you to keep your job and grow in
it. All jobs have certain rules, guidelines, and expectations. It’s important to know what these
are from the beginning and to follow them. Timeliness and strong communication skills are
essential. You must communicate with your supervisors and coworkers so you know what work
needs to be done, when it needs to be completed, and how you will complete it. Remember
that doing your job well will help you build a positive work history and professional contacts to
support you throughout your career.
Strong communication skills can help you to succeed on the job in many ways, including
talking to your supervisor about expectations. Getting to know your coworkers and interact
ing with them is also great for building communication skills, which are soft skills that help
you work effectively with others. When practicing communication, it’s important to know that
communication is not just about talking. Communication also involves listening so that you
can provide an appropriate response. Communicating with your coworkers can help you get to
know them better personally or learn more about the type of work they do.

Resources

Keeping a Job Checklist

● 10 Ways to Communicate Better at
⃣

Make sure you understand when you
must report to work. You may want
to arrive earlier than your scheduled
time so that you are prepared to start
on time.
⃣

Communicate clearly with your
supervisor and coworkers and ask
questions if you need help.
⃣

Allow your coworkers and supervisor
to finish talking before you respond.
⃣

Take initiative and be proactive. If you
complete a task, ask a coworker if he
or she needs help, or ask if there are
additional tasks for you to do.
⃣

Build relationships with your
coworkers so that you have a strong
support network at work.
⃣

Learn about important soft skills that
help you succeed on the job.

Work
http://money.usnews.com/
money/blogs/outside-voicescareers/2012/08/14/10-ways-tocommunicate-better-at-work● Soft Skills to Pay the Bills:
Mastering Soft Skills for
Workplace Success
www.dol.gov/odep/topics/youth/
softskills

“I
of

am currently employed at the

fame

and

museum

In

country musIc hall

nashvIlle, tennessee. I

really

enjoy my job and my co-workers are really nIce to me.

sometImes I

have customers that are angry and get mad at me sometImes, but

just stand there and keep smIlIng.

[are]
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my

I

tIps for you for keepIng a job

do not quIt on your fIrst week and gIve It some tIme.

a

lot of

thIngs happen In your job that you may not lIke, but that Is ok.

my

fInal suggestIon In keepIng a job Is to speak wIth a supervIsor If you
have a problem.

they

are always wIllIng to lIsten to you.”

manheIn, youthact tn next steps team

–hardIn

VOCATIONAL REHABILITATION,
INDEPENDENT LIVING CENTERS,
AND OTHER SUPPORTS
As you move forward with your job search, and even after you are hired, you may realize you
need services or supports. For example, you may need help managing your schedule or figur
ing out your local transportation system. If you have a disability, you may need help figuring
out what assistive devices or other forms of accommodations might be best for you.

Vocational Rehabilitation
12

Each state has a vocational rehabilitation (VR) agency, and it is the agency’s job to provide eli
gible individuals with disabilities the supports and services they need in order to get, keep, and
be successful in employment. If you have a disability and are in need of supports and services,
ask a teacher or family member to help you apply to your state’s VR program while you are still
in high school. Once you apply, you will meet with a VR counselor to discuss your employment
interests and needs. The counselor will determine if you are eligible. If you are eligible, you will
work with a VR counselor to come up with an individual plan for employment, which includes
your employment goal and the services and supports you need to reach this
goal. Examples of services and supports include job coaching, professional
clothing, assistive technology, and transportation.

“It

Is Important to apply for

vr

servIces so that you

can have the support you need to push you to do a
good job.

dc rehabIlItatIon servIces admInIstratIon

technology, whIch

got me assIstIve

helps me complete my assIgnments for busIness and

computer classes that wIll help me reach my employment goal.”

—terIana cox, youthact dc team

Vocational Rehabilitation Resources
● Explore the World of Work…Discover Your Career Youth in Transition Toolkit
www.dctransition.org/rsa
● Rehabilitation Services Administration
https://rsa.ed.gov

Vocational Rehabilitation Checklist
⃣

Reach out to people who will support you in working towards employment goals.
⃣

Reach out to your family or teachers who can help you with applications and for
advocating with VR for the supports you need to do your job well.
⃣

Research the job you are interested in first and figure out what it’s all about so
that you can identify the supports you need to do this job.

Independent Living Centers
If you have a disability, Independent Living Centers (ILCs) may also be a helpful resource before
or after you find employment. Your local ILC can provide services such as independent living
skills training, information and referral services, and peer support. The ILC in your community
can offer advocacy services as well.

Independent Living Center Resources
● National Council on Independent Living
www.ncil.org
● Virtual CIL
www.virtualcil.net/cils
● Independent Living Research Utilization Program (ILRU)
www.ilru.org/projects/cil-net/cil-center-and-association-directory

Vocational Rehabilitation Checklist
⃣

Locate the ILC near you.
⃣

Visit your local ILC and learn about the services offered.
⃣

Participate in independent living and budgeting skills training, if needed.
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MENTORS
Whether you’re looking for a job or already working, it’s often helpful to have someone you can
talk with who is doing the things you want to do. A mentor will listen to you, give advice, and
show you new ways to be successful in reaching your employment goal. They have already ac
complished the things you want to do. Most importantly, a mentor believes in you. Mentors are
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community members who may have worked at their job for a long time. They can teach you
what they know and introduce you to other people who are experts. They can help you meet
new people who live in your community. It could be helpful to have a mentor at work, in your
community, or both.

Resources
● Mentoring: Mind Tools
www.mindtools.com/pages/article/newCDV_72.htm

Mentors Checklist
⃣

Identify a person in your community or at work who you think might make a good
mentor.
⃣

Tell the person what you would like to learn and ask him or her to be your mentor.
⃣

Once you have a mentor, make time to meet so that you can tell your mentor
about yourself and update him or her on your progress and goals.
⃣

Ask your mentor to provide advice on how you can do your job well.

CONCLUSION
Finding employment can be challenging. So much is involved: résumés, interviews, and accom
modations, not to mention doing the job itself. Knowing your interests and options and pre
paring in advance can help you make a smooth transition into the working world. Remember to
also explore options for support, including friends and family, to help you along the way.

“you’ve

got to change people’s mInds about what they

thInk sometImes.

once

to work together.
old.

the

I

I

they know you they wIll want

got my fIrst job when

wanted to work.

goodwIll

I

me learn about employment.

I

was focused.

I

customers

embrace It.

It

Is who

matters Is what

I

gIve you problems.

passIon

I

goodwIll. my

was

‘employee

I

I

I

went to

I

was the

school dId not help

of the

month’

for two

bIpolar

In fourth grade and

can’t afford to be afraId and shy away.

am.

thInk.

I

15

yrs

apprecIated my wIllIngness to help out.

was dIagnosed wIth

autIsm In tenth grade.
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on my own and got the job.

youngest person workIng at the
dIfferent months.

was

wanted to make my own money.

brownsburg

In

I

I’ve

I

must

had people talk me down, but all that

overthInkIng

want the ways

I

what you could have been can

thInk about my lIfe to be posItIve.

and compassIon are two traIts

I

help other people fInd theIr Inner passIon.
see.”

lIke about myself.

I

I

lIke to

want people to see what

–blake ayers, youthact shInIng lIghts team
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