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Art & Science
Helping People Find Good Jobs (Part 1)
Job development is a process that takes time and preparation. It is not
something that is “done” to someone, nor is it a one-time occurrence.
The job search process is an “art” because it calls for creativity, ener-
gy, and enthusiasm; and a “science” because it requires careful plan-
ning, information gathering, and analysis. 

The goal of job development is to bring the job seeker and the employ-
er together to achieve a mutually beneficial outcome. For the job seek-
er, the goal of course is a satisfying job. What the employer hopes to
get is a talented worker who helps the organization meet its goal(s).

There are a number of variables that can affect this outcome (see fig-
ure on next page.) For example, every job seeker has a unique set of
characteristics, such as abilities, previous experiences, interests, per-
sonality, goals, barriers, and support systems. The career specialist
must be able to identify these characteristics (with the job seeker’s
input, of course) and determine how these will relate to the job search.

Likewise, every employer has a number of variables, such as people
(with diverse characteristics and roles); processes (the way they get
work done); and policies (the rules and regulations of the workplace).
Both the job seeker and his/her advocate must learn how to identify
and navigate through these variables in order for successful employ-
ment to occur. 

Since the goal of the job search is to match a job seeker’s talents with
an employer’s workplace needs – two important considerations are:  

1. Does the job seeker have the required characteristics for specific
job openings? (and)

2. Can he/she secure a job independently? 

If the answer is “yes” then the job seeker should ultimately take the
initiative and conduct his/her own job search. For people with signifi-
cant barriers to employment, the answer is most often “no” to both
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questions. The job seeker will most
likely need the assistance of an inter-
mediary, such as a career specialist, to
assist with this process.

Job Development 
for Customized Employment

Customized employment is one strat-
egy available to a job seeker with sig-
nificant barriers to employment. The
job seeker, with the assistance of a
career specialist, can follow a series of
steps to achieve job search goals.

Step 1

Complete a Positive Personal Profile.
The career specialist can help the job
seeker by spending time with him/her,
talking to the people who know the
job seeker best, and collecting infor-
mation from other sources familiar
with the individual. In addition to the
obvious (finding out about paid,
unpaid, and volunteer work experi-
ences), consider the activities the per-
son enjoys, the environments where
he/she is has been successful, and the
accommodations and supports that
will be necessary for the job seeker to
be successful in a work environment.
Also important is to find out what the
person dislikes – or particular situa-
tions to avoid. 

For more information on creating a

Positive Personal Profile, or questions
about facilitating its development,
visit the MCEP website 
(www.marylandcep.org) and click on
Tools. 

Step 2

Create an initial list of tasks, or spe-
cific jobs or assignments that the per-
son is capable of and would enjoy
performing in a potential work envi-
ronment. This list should be based on
the information derived from the
Positive Personal Profile. When the
career specialist is ready to meet with
employers to present a job candidate
(see Step 5), this initial task list will be
modified to merge the person’s skills
with the specific needs of the poten-
tial employer. 

Examples of an initial list of tasks for
an individual interested in clerical
activities might include:  collating
materials, alphabetical filing, numeri-
cal filing, greeting customers, photo-
copying, faxing, shredding, opening,
sorting and/or delivering mail, data
entry, organizing materials, answer-
ing multi-line telephones, taking mes-
sages, folding and stuffing envelopes,
stocking and restocking supplies, and
running miscellaneous errands. It is
important to note that such a list is
only an initial and preliminary list of

potential job tasks. Also important to
stress is that each list is unique to each
job seeker.

Step 3

Complete a job search plan. The job
search plan is used as a means to
review, clarify, and highlight the
information gathered through the
Positive Personal Profile and the ini-
tial task list. It is also a time to dis-
cuss, usually with a team of people
who know the job seeker well, infor-
mation that may not have been gath-
ered previously, such as geographical
preferences, preferred schedule, and
transportation resources or needs.
Also important to gather is a list of
potential employers to contact for
informational interviews (see STEP
4). The entire team (including the job
seeker and his/her family) should be
tapped for potential ideas and con-
tacts. It is from this plan and planning
meeting that job development efforts
will begin. For more information on
the job development plan, please see
Tools of the Trade on page 7, or visit
the MCEP Website at www.mary-
landcep.org and click on Tools. 
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Step 4

Conduct informational interviews
with employers. The informational
interview is an effective way to get to
know employers, how they operate,
and what challenges they face, with-
out the pressure of trying to convince
them to hire somebody. It is also a
way to begin building employer rela-
tionships that are necessary in order
to create customized employment
opportunities. Some sample questions
to ask during an informational inter-
view include:

• Do employees perform duties
that take time away from their
main area of expertise?

• Are there busy times of the day
or week when you could use extra
help?

• Are there tasks you would like to
see done more often or more effi-
ciently?

If there are particular challenges or if
there are interesting aspects to work

assignments within the com-
pany, then a subsequent
tour of the worksite is
a good way to clari-
fy operational
procedures and
to pinpoint
opportunities
to customized
a position.

Step 5

Refine your task
list. The refined
task list is created
after the career special-
ist’s visit with an employer –
it targets and identifies the specific
job tasks in a particular company that
can be performed by the job seeker.
Creating a task list is also a way of
identifying negotiation points for a
potential employer to consider.
Examples of a refined task list are
showcased in the table below.

The next series of steps in the cus-
tomized employment job develop-

Initial Task List

Greeting customers/customer service

Collating materials

Folding and stuffing envelopes

Running errands

Shredding

Refined Task List

Escorting patients from waiting area to
appropriate room

Collating new hire information packets

Folding, stuffing and distributing pay-
checks

Making bank deposits

Shredding credit card receipts and old
personnel records

ment process includes negotiating
with a potential employer for posi-
tions that are not necessarily adver-
tised - those that may involve restruc-
turing, creating, or carving tasks that
ultimately benefit the employer’s
operation. This series of steps will be
highlighted in the next issue of
Workforce Development…stay tuned!
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Online Resources

Benefits Planning, Assistance and Outreach (BPAO)
www.ssa.gov/work/ServiceProviders/bpaofactsheet.html
The Social Security Administration (SSA) funds an outreach program to help
people with disabilities and who receive Social Security Disability Insurance
(SSDI) or Supplemental Security Income (SSI). Trained Benefits Specialists work
in all counties of Maryland. They are available to provide informed choice con-
cerning work and explain all about the SSA work incentives. They do not work
for SSA but under a grant from SSA and their service is free. Benefits Specialists
are also available for Technical Assistance to agencies/institutions that serve the
disability community, including those serving Transition-Aged youth. 

When recipients of SSI and SSDI go to work, they risk losing their benefits – an
obvious disincentive to working. To ensure that work leads to a net result of
more income, albeit less SSI benefits, BPAO representatives are available to
meet with individuals help them understand and take advantage of potential
work incentives. In almost all cases BPAO reps can assist beneficiaries who go
to work manage these benefits so that they net more money without loosing
core benefits.

For more information about the BPAO projects in Maryland, contact:
Benefits INfoSource
Independence Now, Inc.
1400 Spring Street, Suite 400
Silver Spring, MD 20910
(301) 587-4137 (Montgomery County Office/Base)
(888) 838-1776 (toll free) 

Benefits Assistance Resource Center
www.vcu-barc.org
The Benefits Assistance Resource Center (BARC) of Virginia Commonwealth
University is one of 3 regional training and technical assistance centers funded
by the Social Security Administration (SSA) under the Ticket to Work and Work
Incentives Improvement Act of 1999 to provide training and technical support
to Benefits Planning, Assistance and Outreach (BPAO) projects and Protection
and Advocacy for Beneficiaries of Social Security (PABSS) projects on the opera-
tions of the Social Security disability benefit programs (SSI and SSDI) and all
associated work incentives.

Spotlight on MCEP Partner
Independence Now is one of Maryland’s six Centers for
Independent Living (CIL). Centers are funded in part by the
Department of Education, Rehabilitation Services Administration,
Independent Living Branch, to provide several core services: advo-
cacy, independent living skills training, information and referral,
and peer counseling. Independence Now provides MCEP jobseekers
with Benefits Planning, Assistance and Outreach services.

For more information on Independence Now, please contact 
1400 Spring Street, Suite 400, Silver Spring, MD 20910
301-587-4137
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There are many systems working together at the One Stop
Career Center to assist people with disabilities enter or
return to employment. The United States Social Security
Administration and the United States Department of
Labor are jointly sponsoring Disability Program
Navigators to better inform individuals with disabilities
about work support programs now available at One-Stop
Career Centers. 

The Disability Program Navigator project began in
Maryland in 2003 and is designed to assist people with

disabilities who are seeking employment and training serv-
ices through Maryland’s One Stop Career Center system.
In addition to ensuring programmatic and physical acces-
sibility at the One-Stop Career Centers, Navigators assist
customers with disabilities to access and navigate the com-
plex provisions of various programs that impact their abil-
ity to gain, return to, or retain employment. Twelve
Navigators are currently working at One-Stop Career
Centers across Maryland.

Spotlight on
ONE-STOP RESOURCES - Disability Program Navigator

Maryland’s Lead Navigator
Maggie Leedy 
mleedy@montgomeryworks.com
MontgomeryWorks
11160 Veirs Mill Road, Suite 100
Wheaton, MD  20902
phone (240) 283-1564
fax (301) 933-4424

Anne Arundel
Sara Muempfer smuempfer@msn.com
A.A. Workforce Development Corporation
401 Headquarters Drive, Suite 205
Millersville, MD 21108 
phone (410) 440-0585 (temporary)
fax (410) 987-3896

Baltimore City
Clifton Hill chill@oedworks.com
Eastside Career Center
3001 E. Madison Street
Baltimore, MD  21205
phone (410) 396-9030
fax (410) 361-9648

Baltimore County
Fledia L. Powell fpowell@co.ba.md.us
B.C. Office of Employment & Training
Dulaney Valley Center
901 Dulaney Valley Road, Suite 126
Towson, MD 21204 
phone (410) 887-4484
fax (410) 887-5673 or (410) 836-4640

Frederick/Mid Maryland
Brenda Dinkle-Wright BDW61@aol.com
Frederick County Job Training Agency
5340 Spectrum Drive, Suite A
Frederick, MD  21703
phone (240) 285-0664
fax (301) 696-2906

Lower Shore
William Weeks wweeks@lswa.org
One Stop Job Market
917 Mount Herman Rd., Suite 10
Salisbury, MD 21804 
phone (410) 341-3835
cell (443) 614-9900
fax (410) 341-3735

Montgomery County
Linda Marsh
lmarsh@montgomeryworks.com
MontgomeryWorks
11160 Veirs Mill Road, Suite 100
Wheaton, MD  20902 
phone (301) 946-1806
fax (301) 279-8230

Prince George’s County 
Diana Jackson 
dvjackson@pgworkforce.org
P.G.’s Workforce Services Corporation
1802 Brightseat Road
Landover, MD  20785
phone (301) 583-2088
fax (301) 583- 2096

Southern Maryland
Durward Womack 
dwomack@somdworks.org
Southern Maryland Works, Inc.
175 Post Office Road
Waldorf, MD 20602
phone (301) 645-8712 ext 318
cell (301) 752-9168
fax (301) 645-8713

Susquehanna
Joyce Young jynavigator1@yahoo.com
Susquehanna Workforce Network 
2 South Bond Street 
Bel Air, MD 21014
phone (410) 410-836-4608
fax (410) 836-4640

Upper Shore 
Ellen Mousin jaronson@bluecrab.org
Talbot County Chamber of Commerce
PO Box 1366
Easton Plaza, Suite 53
Easton, MD 21601
phone (410) 822-8014
phone (410) 822 4653 (Chamber)
fax (410) 822-1488    
resourcecenter@talbotchamber.org

Western Maryland
Ron Shives rshives@dllr.state.md.us
Maryland Job Service
14 N. Potomac Street, Suite 100
Hagerstown, MD 21740
phone (301) 791-3164 (Western MD
Consortium)
phone (301) 393-8227(MD Job Service)
fax 301-791-4673 (MD Job Service)

Western Maryland Consortium
rshives@westernmaryland.org
33 W. Washington Street, 4th Floor
P.O. Box 98 
Hagerstown, MD 2174
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The Montgomery County Department of Economic
Development held its 10th Annual Workforce and
Economic Development Awards Ceremony on November
18, 2004 at the new North Bethesda Marriott Hotel and
Conference Center. Each year business and individual
awardees are recognized for leadership, workforce deter-
mination, and creative hiring practices, among others. At
this year’s ceremony, two employers were recognized for
their customized employment efforts. Dr. Robert
Morgenstein received the Disability Hiring Award – and
was recognized for creatively crafting a job within his
practice for someone with a significant disability (read
more about Dr. Morgenstein on page 7.)

Also recognized at the event was The Behnke Nurseries
Company. Behnke received the County’s Agricultural
Award and was recognized for its long-standing positive
relationship with the disability community. For years
Behnke has provided work experiences and opportunities
to high school students with disabilities, in addition to
working in partnership with local disability employment
service providers. 

The reason for this recent award was Behnke’s efforts hir-
ing an individual with multiple barriers to employment,
including using a wheelchair, very limited communication,
the need for a personal care attendant on the job, and
never holding a paying job. Behnke worked with a career
specialist at the MontgomeryWorks One Stop Career
Center to create a position pruning plants, a constant need
and a task that other employees perform if and when they
are not working with customers. 

Behnke was honored for its recognition of the value of
customizing work assignments that result in jobs for indi-
viduals with employment barriers as well as enhanced
company operations.

Recognizing MCEP Employers
10th Annual Workforce & Economic Development Awards Program

Ramón DePaula talking about his experience working with Dr. Morgenstein.

Behnke Nurseries representatives receiving their award.

“ “

Customized employment offers two distinct advantages to
our One Stop operation. First, it represents model
collaboration between partners. Second, and more
importantly, is that this collaboration leads to real jobs for
people with disabilities and other barriers to employment.

Eric Seleznow
Director, Montgomery County Workforce Services



Planning for a customized employment job
search is quite different from the traditional job
search process. Prior to making contact with
prospective employers, there is a great deal of
information the career specialist should be sure
to have on hand. In addition to the initial task
list and a summary of the jobseeker’s interests,
preferences, and dislikes or situations to avoid,
it is helpful for the career specialist to have a
thorough understanding all of the circum-
stances that might influence the job search.

It is most effective to utilize a customized
employment planning team for identifying pos-
sible employment scenarios. In addition to the
job seeker and his/her family and friends, the
career specialist might consider representatives
from the following categories, as appropriate:
vocational rehabilitation, One Stop personnel
and/or partners, community rehabilitation
providers, BPAO representation, assistive tech-
nology services, teachers, etc.

The outcome of the team’s input is a plan that
guides the job search. The plan will include:

•a summary of the individual’s interests and
preferences

•a summary of situations to avoid 

•preferred geographical locations of work 

•preferred schedule (e.g. part time, morn-
ings, evenings, etc.)

•transportation resources

•potential accommodations needed

•potential supports available

•a list of employers to begin contacting.

Armed with this information career specialists
are ready to assist the job seeker begin looking
for job prospects. The plan also serves as a way
of identifying negotiation points that be impor-
tant on selling a customized employment
arrangement to an employer.

Tools of the Trade 
The Job Search Plan

Dr. Robert Morgenstein has an estab-
lished dental practice in the Rockville
area. At the suggestion of an acquain-
tance who is a patient of Dr.
Morgenstein, a career specialist from
the MontgomeryWorks One Stop
Career Center contacted Dr.
Morgenstein to find out more about
his practice, and how the flow of
work occurred within his office. Dr.
Morgenstein and his staff welcomed
the opportunity to discuss their work

and the internal operational needs the
office was currently experiencing.

Upon meeting Dr. Morgenstein at his
office, the career specialist found that
Dr. Morgenstein and his office man-
ager were proactive in identifying
tasks that might be appropriately re-
assigned for a better work flow. Some
of the identified needs in the office
included: ushering patients from the
waiting area to the appropriate room,
pulling and re-filing patient’s charts,
running errands to the post office,
making bank deposits, and additional
light clerical tasks. 

Ramón DePaula is an individual who
was seeking employment and desiring
a clerical position where he could also
interact with people. Ramón is able to
perform some typical office functions,

including those identified by Dr.
Morgenstein and his staff, but not all
of the tasks usually performed by an
office clerk. 

After negotiating with the career spe-
cialist, Dr. Morgenstein was willing
to give Ramon the opportunity to
perform different job tasks in order
to assess whether he was a good fit
for the practice, and whether the
tasks would help to streamline his
operation. After a volunteer work
trial, Ramón was offered a job as a
clerical assistant. He works in a posi-
tion that was created to fill specific
needs in the busy dental office and
matched to his interests and skills.
According to Dr. Morgenstein
“Ramón’s new position allows the
front office staff to spend more qual-
ity time updating patient charts.”

customized employment in action
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MontgomeryWorks One Stop Career Center
11160 Veirs Mill Road, #100
Wheaton, MD 20902
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