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Employment Services
Competency Area

Level 1:
Employment professionals:

Level 2
Employment professionals:

Level 3
Employment professionals:

Level 4
Employment professionals:

Level 5
Employment professionals:

1. The ability to articulate the
values driving employment
services.
2. The ability to use respectful
language in all phases of support.

Are unfamiliar with values of
employment services.

Have limited understanding of
the application of the values of
employment services.
Use respectful language only in
certain situations.

Influence other people’s beliefs
about employment and people
with disabilities.
Respectfully influence the
language of co-workers and
others.

Facilitate and train other people
regarding employment and people
with disabilities.
Advocate for the use of respectful
language within their own
organizations and the community in
general.

3. The ability to facilitate
meaningful and informed choices.

Dictate to the person what will
happen to and for them.

Honor preferences of the person
on a routine basis.

Advocate to insure informed
choices are honored.

4. The ability to use Person
Centered principles as the
guiding influence in daily
interactions.
5. The ability to utilize personal
networks to facilitate successful
employment.

Have no knowledge of person
centered principles or planning
techniques.

Identify some aspects of the
values and process.

Articulate and apply all values of
employment services on a regular
basis.
Consistently use respectful
language in both written and oral
communication keeping in mind
legal requirements including such
issues as confidentiality.
Promote partnerships by providing
continuous opportunities for
informed choice
Advocate for person centered
services, supports and planning
throughout the individual’s life.

Facilitate, mentor, and teach other
staff on how to facilitate meaningful
and informed choices.
Facilitate, mentor, and train others in
person centered services, supports
and planning.

Are not aware of personal
networks in concept or practice.

Are aware of personal networks,
but usually by-pass them.

Assist the person to become
aware of and further develop
their personal networks.

Support the person to independently
use their own personal networks.

6. The ability to measure
customer satisfaction and use
results to continuously improve
employment services.
7. The ability to build
relationships with business
community, and offer recruitment
assistance to meet their hiring
needs.

Are unaware of an employment
agency’s multiple customers and
their needs.

Are aware of the multiple
customers and their needs, but
address needs in only a limited
way.
Project a business image in their
interactions with different
audiences (i.e., appropriate
dress, language, methods, etc.).

Solicit and use pertinent and helpful
input and involvement from
personal network members to
assist the person in meeting their
employment goals
Are aware of and respond to
various customers and their needs.

Actively seek feedback and
information from all customers
for continuous improvement.

Continuously promote change based
on customer feedback.

Understand the employer’s hiring
practices and needs; and offer
candidates and services that will
meet their needs.

Are involved in organizational
marketing improvement efforts.

8. The ability to successfully job
match.

Make no effort to gather
information for matching.

Understand the importance of
making a job match, but use
limited or incomplete
information.

Are driven by the individual’s career
plan to pro-actively seek
information about both the person
and potential jobs.

9. The ability to utilize a variety of
techniques to assist people to be
socially included at work.

Do not acknowledge a need for
social belonging at a work place
for the person they are
supporting.
Are unable to identify and
supports existing in the work
place.
Are unfamiliar with any teaching
strategies.

Are aware of the need for social
belonging, but have limited
knowledge and skills to
facilitate.
Analyze and use existing
support on a limited basis.

Teach the person the skills for a
reciprocal relationship.

Use the analysis of the job and
the person’s conditions,
preferences and contributions
for employment; seek possible
solutions for any discrepancies.
Influence other’s participation
in socially inclusive
interactions.

Develop relationships in such a
manner that they strengthen the
business image of the organization
(i.e., current relationships are so
positive that they build and nurture
new ones.).
Teach and support the individual to
direct their own on-going career
development.

Use all available supports on a
regular basis.

Influence others to identify and
use available supports.

Utilize a limited number of
supports or instructional
strategies.

12. The ability to pro-actively
problem solve.

Are unfamiliar with problem
solving techniques.

Try solutions but in a haphazard
manner.

Successfully utilize a variety of
supports or instructional strategies
that match the person’s
preferences and learning style.
Use a systematic problem solving
approach.

13. The ability to assist the
person in accessing additional
resources.

Are unaware of existing
community resources.

Have limited awareness of
community resources.

Successfully design supports
or instructional strategies for
complex instructional
situations.
Teach the person to use
systematic problem solving
approaches.
Have developed personal
relationships with staff of
community resources.

10. The ability to identify and
facilitate the use of supports that
are typical in the workplace.
11. The ability to use teaching
strategies to train and facilitate
training.

Unintentionally use
derogatory/demeaning
language.

Use limited or incorrect
marketing techniques (i.e.,
charity, “we need your help,”
etc.).

Provide appropriate/necessary
assistance for the person to access
existing community resources.

Are skilled in implementing and
supporting person centered
series, supports and planning.

Facilitate and train others regarding
strategies to increase social
inclusion.
Facilitate and train others regarding
strategies to increase the use of
available supports.
Teach/consult with others regarding
utilization of supports and
instructional strategies.
Facilitate and teach the use of some
systematic problem solving
approaches with all customers.
Advocate for and develop new
resources to meet unmet needs.

