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About This Instructor’s Manual 
This instructor’s manual supports the Job Smarts, Third Edition student workbook. It was 
designed to help people with special needs to find a job and keep it. 

Since the first edition of this book, the economy has taken a downward turn. There are issues 
today that were not as important at that time. It is much more difficult to get a job now, 
especially for people with special needs. Because of unemployment and downsizing, many more 
job searchers apply for each opening. People who have a history of longevity on the job are 
standing in line to fill out applications. People are graduating from college with no job offers. 

One of the key factors for people with special needs is the fact that companies in many different 
areas have cut staff and are requiring multitasking for every job. Many people with special needs 
cannot multitask on the job. Therefore, jobs that were available when employers needed help 
with finding good employees have been eliminated because they require many more skills. 

For these reasons, we need to do a better job up front in job education. It has been said that 
knowledge is power. We need to educate people with special needs strongly, clearly, and simply. 
They must learn how to find and keep a job in these changing times. We need to strengthen the 
communication between educators and students. 

The method by which we teach information to people with special needs is as important as the 
information we are passing on. I also believe that people with special needs must take ownership 
of their special needs. This manual includes methods of teaching people with special needs so 
that they are on even playing ground in this competitive game of finding and keeping a job. 

Getting a job is an important step to independent living. But it is only the first step: Keeping the 
job is just as important. And the number one reason for job termination is the inability to adjust 
to the workplace. If we are to help people with disabilities make a successful transition from 
school to work, we have to prepare them for the working environment. 

Our job as instructors is to help students understand how the workplace differs from school, how 
it operates, why each job is important, why employers must maintain rules, and what the word 
profit means in the workplace. Most people who lose their jobs do so not because they cannot do 
the work, but because they cannot adjust to the work environment. The best measure of our 
success is our students’ job retention. 
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