Customized Employment Personal Sales Skills

Excerpted from:  Cary Griffin, Dave Hammis, and Tammara Geary (2007). The Job Developer’s Handbook: Practical Tactics for Customized Employment. Baltimore: Brookes Publishing.

Every employer, job seeker, and circumstance is unique; therefore job development approaches must be customized to compliment the facilitation of the employer/employee relationship. Customized employment is focused on creating relationships, and some general guidelines for sales conduct are important. 

1. Preparation is crucial. Anyone developing jobs must know the job seeker’s personal characteristics and be able to synchronize these with the employment marketplace.  

2. Selling is personal. Customers want to know you care. This is not about intimacy, but rather about listening before helping the customer solve a problem.

3. Listening is more important than talking. Unless the employment specialist is hearing what the customers need, the wrong placement scenario is liable to be offered, thereby injuring the opportunity for lasting relationship.

4. Prospecting is an on-going process. Building a network of friends, suppliers, and business associates is crucial to finding new employers. 

5. Initial contacts can make or break a customer relationship. Job developers should be aware of interfering. “Cold calls” or job development calls made without prior contact are seldom appreciated. Instead a “warm call” approach is generally greeted more favorably. A call is warmed up by sending out a letter of introduction; meeting a prospect at a professional or social gathering, and following up with a phone call later.

6. Use Leave Behinds. Each individual served should have representative materials such as portfolios or resumes, and each job developer should use business cards or other items that illustrate credibility. 

7. Be prepared to handle objections. Employers new to hiring people with disabilities may doubt the viability of such an effort. Listen respectfully, but anticipate concerns and respond professionally.

8. Allow the employer to say no. Sometimes a business just does not need or want a new employee. Be respectful and polite. By walking away promising to be in touch later, the customer is relieved from making a decision they wish to avoid, and they may remember the job developer’s graciousness later.

9. Stay in touch. Job development and even hiring is never final. Show customers, employers, and job seekers alike, their satisfaction is important.

10. Follow up. If an employer or job seeker asks questions the job developer does not know the answers to, make certain to find out and get back in touch with that customer. Maintain the relationship.

11. Be a Gracious Guest. Job development calls are typically on someone else’s turf. Act like a good guest. Arrive promptly, be sociable but businesslike.

12. Be concise. Friendly talk is important to loosen up the situation. Comment on a picture in the office or ask about the employer’s family, but keep it short and sweet. People are busy, and employment specialists should respect that.

13. Personal Behavior. Employment specialists dress respectfully and appropriately. When developing a job at a bank; dress as the bankers; when developing employment in the auto parts trade, dress like those behind the counter at NAPA or a little better, but certainly not in a 3 piece suit. Be neat and clean; do not smoke, drink alcohol, or tell dirty jokes; do not overstay the set meeting time unless the employer makes it clear they want to hear more; do not talk politics or religion.

14. Ask for a referral. Whether an employment situation is secured or not, ask the employer for the name of someone else in a similar business or someone they believe might be interested in knowing about the individual job seeker. 

15. Be kind. Do not attempt to develop employment by complaining about, slandering, or attacking another competing service agency or employer. Resorting to attacks in an effort to secure a particular employer offends and frightens. Focus on the qualities of the individual seeking employment and the match to this specific business.

16. Personal Management. Keep appointments; write up job analyses immediately; manage time, and do not miss deadlines.

17. Customer service. Make certain promises are kept; appointments are honored; training occurs as negotiated; and support is conveniently accessed by employer and job seeker alike. Make certain people answering the phones at agency headquarters are informed and courteous; make certain promises are honored with a minimum of customer frustration. Do not promise what the agency cannot deliver. 

18. Get busy. Job prospecting is hard and demanding work. Design an individualized job development plan with each consumer, outline the employers to be contacted, target broadening personal networks to expand employment possibilities, document the efforts, and work with a team to provide support and advice.

