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THE WORKS Agenda

. Introduction to what we do
Il. Getting to know you

Ill. Employment tips

IV. Connect with us Thank you for being here today!

V. Questions & Answers
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Prepare the workplace

Empower job candidates

Our Programs: What We Do

Promote Neurodiversity

Business Development
Business Consulting
Corporate Education

9o
s
Prepare Job Candidates

Strategic Sourcing

Talent Intake & Assessments
Corporate Employment Readiness
Training & Coaching
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Identify Jobs Match talent to jobs

¢ Job and Team Identification
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= Match Talent to Jobs Grow Careers

JE— * Job Matching e Onboarding Support
s ? * Job Development e Job Sustainment and Growth
10X * Hiring Process Review e Corporate Program

e Talent Acquisition Sustainment

Empower Self-Advocacy

Workplace Readiness and Self-
Advocacy Training
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Attend our training and
build your business
professional skills

Complete our online
intake form

Coming soon!
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Our Talent Intake Process
How to connect with us

Match to a job with one
of our corporate partners

=)

Access additional resources
to help you find a job and
grow your career

Visit our website: www.TheSpectrumWorks.org/For-Autism-Community
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o Career Discovery

- What job is the right fit for me?
- What jobs should | apply to?

QJob Interviews

Why am | not getting any jobs that |
interview for?

How do | prepare for an interview?
How can | improve my interview and
networking skills?

Getting to know you
The Career Journey

Q

Q Job Search

- Where do | find a job?
- How do | find a job?
- How do | narrow my job search?

9 Hiring and Onboarding

Should | disclose about my
disability? If so, how do | do so?
How do | ask for accommodations?
What do | need to do to do well in
my job?

?x

€) Job Applications

Why am | not getting a response to
my applications?

How do | make myself more
marketable?

¥

@ Career Growth

How do | advance my career?
What skills do | need to build to
advance in my job?



THESPECTRUMWORKS Gettlng to knOW yOU

Virtual Poll:
e Go to: Sift.ly in a web browser
e Enter code: AASCEND
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Employment Tips

What we observe and hear from HR Recruiters & Hiring Managers
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* Business Professional Emails and Interactions

e When you are emailing with HR recruiters or hiring teams
like ours, we notice and gauge your business professional
demeanor and writing skills— especially because email is a
standard communication tool in the workplace

e Phone calls: Proper etiquette answering the phone
e |f you’re anxious, pause and take a breath

* Be dressed professionally — it changes how you speak over the
phone

e Virtual calls: Be prepared for a video call
e Test the technology in advance of the call
* Sit at a table or desk with a clean background

General Tips




Resume Tips

e Your resume objective statement matters: make it specific to the job
and company you are applying for

* Be mindful of context. Example: Your resume says you want a managerial role
but you are applying to an entry-level position

* Impact-driven writing
* Use power verbs
e Share what impact you made. Example:
e “Generated weekly reports for the project manager”

* Better: “Generated weekl\é cost forecasting reports to ensure the project was
completed within the set budget”

* Highlight your strengths and the skills you demonstrated

* Create and strategically utilize your LinkedIn profile
e Use key words
e Upload a profile photo and a banner photo

* Seek endorsements of your skills
e Create a powerful “About” section
* Look at other professionals’ profiles as examples

10
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Resume: Look and Feel

Sample Student Resume
For Collage Applications and Teacher Recommendations
Jane Smith

12 Huttlesion Avenue
Fasicharven, WA 02719

Acsdomic Recard

GPA: 303 en 040 Seais
Honers and Distinctions:

Natiurysl Horor Society 11, 12
John and Abigail Adams MCAS Scholarship
Book Awad

Perfect Misrdonco 5. 11
School Activiths and Leadership:

Urnass Dartmouth Leadership Conference 11
Giet's Tonris Team 6,10,11,12

Ce-Captain 12

Cross Country Team 11, 12

Class Trogsurer 10, 11, 12

FHS Drama Cub 9, 10, 11, 12

Yearbook 12

Commisnity Servies

Inlaeact Chus 10,1112
Peer Pal 10

CCO teacher for the last 4 years

Geod Shepord's Food Pantey far the past 2 years
Amencan Cancer Socity Retay for Lile foe the past 5
yoars. Taam Co-Caplain last 7 yanr

Employment:

Baby sitior 2002-prosont
Cashior Wal-Greons Pharmacy 2004-prosent

Cther Inforosta/Activition:

Tranvel Mexico and Canada
Guitar lessons since 1999
Swimming, ployieg music, weiting, rading, rurvieg,
vacaBionny with my lamity

Lacks enough details

Tools to use:
- Canva
- EnhanCV

- Microsoft Word Templates

Jea C s
4105, Maan 3¢, Columbos, Obia 43301

EBUCATION
* Bachelor of Accossong, XV Usiversiy
* Maser of Aceousmcy, University of XVZ, {in progreash
* CPCU Designation

IFICATIONS
Froficient in spplying GAAP asd 5 -
o Evceb i develiping d

» Fupeise in smalyring. desgming, s implementing cou-sedection s

Supervises mon-mnd chosngs and pocpirstion of bk GAAP sd STAT sistements.
Eenpommibic tor all g o sxtuicey nquEics
o ily budge reparss and PP ——

Propares the wackbed firsncial sstanents for wrven comolidated sampanie.
bt e cakoulations pasies are peoperly capitalized

Asistnt Uontredier. {Trsmrance 4 ompan )

Sy 1947 Simwary
*  Stauery reporting io the Flocids Department of lisurance, NAK:, md A M. Bhrst

Mismagee] the smorsal wostspary o ide balgoting process.

oordmabed 3l eviomal awhes with the ectomal Big 4 awbeors.

[ye—— [y P—

S, Mg Aveosnsamt, N¥E Bank
Semuary 1O09-Nivewber 1998
N badgetw fed

‘sccunts payable sppraval. asd varsous teraal reperts o uppes manaprrre
 Responaibie for the y ofthe
o Oversaw the sudited s snd coerd year-cend auditer s e

COMPUTER AND OTHER SKILL

. and Quick Books
md EFE)
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(Fiaed Asst Softwars)
Latin sverioa Mminess e persmie
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Las Fogera

Strong content
Impact-focused writing

DESIGNER RESUME

By Resume Genius

Craathon and solf-drivan dosign profissional with 5+ yoars of
RArENCE CHIUNG and Jelvaning Blagant. Innovate dessgn
solutions that excite consumers and grow iorkc brards. Skiled n
leading reatiple peojeats fram cancept theoug o camplenon.

attractive, Fuman.censersd detigns.

£ contact
Lmail:
yorarmaigral cem
P

B 555 555

Apteess
57 W
Marratug, &

Linkedin:
e A A

[ exrerence [ sofTstaus
Art DirectonSenion Designer Comoepn 5 design
GRAPHIE.TEES, South Bend IN / Moy 3016 - resent e
« Leadthe pment of 247 i
RN for dver 21H) chverse Indrtiry CIBAEE AN lIne With e prined masead design
unique needs
« Parmar wm e P “ anchys
the company's pitchs ard presentatice Cher relaions
« Maintan n
e projects imutanesesly =] naroskLs

\Werk cieanbywith the deectir, compmriers, ard other mermbers
o the marketing team to.contnuusty levt up the brand and

Adcba Craative Sute

drvelop new produsts M5 ©fMce Sule
Designer HTMLE 55
uc:x»:awr:-l:.atp»n.u n:ayam o e e
dasign, lang docemens prodLETion, design updaees, and project Freworis
raragaeany
* Destgred all rinted materials, Including prict and barmer ads. Lightraam CC
wall ing, rowspaptr 3, Myars. and hasdouts
= Leddmig  Laaesde d 3 evucanion
‘asthetics, induding.a rew color schama and typography
= Generated i g for S0+
g earnpaign Aet and Dasign
Wbwaiikee, Wi
Bactreior of Five Aty

Gratuated May 2011

Distinguished Look & Feel
Strong content
Impact-focused writing
Key attributes of the job
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 Demonstrate that you researched and have a general understanding
of the company and industry of the job (culture, product, services,
etc.)

Why do you want to work at this company?
What interests you specifically about this job?
Say that you read the website and/or how you conducted research

Ask informed questions

* Mention that you read and understand the job description — affirm
your understanding of it

* “I' noticed in the job description that organization and prioritization are
important parts of the job. In the past, my Manager mentioned...”

e “It sounds like X is very important for this job... | have done X and Y and
am eager to learn more”

Interview Tips
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* Be prepared for behavioral questions (“Tell me about a time when...”)

e Brainstorm and write down a few stories from your work, school
and/or volunteer experiences that can be used for these types of
questions

* Examples when you demonstrated leadership or skills required
for the job

e Examples of when you overcame challenges — describe decision-
making and solutions

e Addressing career gaps
e Share what skills you are/were developing during that time

e Other experience that may be professional and relevant that
demonstrate your skills

e Ex. Moderator of Wikipedia

Interview Tips

13
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Interview Tips

e Always have at least 3 questions prepared for your interviewer

e Pro tip: Tailor your question to the interviewer — What would they be
best positioned to answer, and looking for in a candidate?

e At the end of the interview: Ask for your interviewer(s) business
card or contact information and write a thank you email to each
interviewer

e Share why you enjoyed interviewing with them and/or what you
learned or enjoyed about them or the company (Be specific)

* Briefly restate what you hope to contribute to the company
(reiterate a strength related to the job)

e Send it within 1-2 days of the interview

Confidential & Proprietary of The Spectrum Works, Inc. - Unauthorized for reproduction or distribution




. Resources to share

THE WORKS

Webinar: Breaking Down the Interview
- Location: Our website and our YouTube channel

The Muse
- Great articles, tips and templates for the hiring process (resume, cover letter, interviews, etc.)

Disability:IN
- List of CEQ’s committed to disability inclusion — companies to apply to

Job Accommodations Network (JAN)
- Navigating interview and job accommodations
- Call and speak to a consultant

YouTube
- Simon Sinek — Start with Why
- Virgin Media Pioneers— The Networker: The Elevator Pitch



. Similar organizations to connect with

THE WORKS

Other similar organizations building neurodiversity hiring programs with employers:
e Neurodiversity in the Workplace (ARC Philadelphia)
e NEXT for Autism
e Integrate Advisors
e Specialisterne USA
e Stanford Neurodiversity Project
* Daivergent
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Questions?
Thank you!

_—
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Connect with us!

Email: info@thespectrumworks.org

Social Media: @thespectrumworks O © 0 Website: www.thespectrumworks.org

18
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Appendix



. Self-ldentification and Disclosure

THESPECTRUMWORKS

Self-Advocacy & Disclosure

* A personal choice, not required

¢ Disclose for accommodations and
advocating for how you do your

best work

* Legal protection through the
Americans with Disabilities Act

(ADA)

Promote a culture of acceptance and belonging

Responding to Self-Disclosure

Create a workplace where
individuals feel safe to self-
identify/disclose beyond HR

Be mindful of time-off and
appointments

(Ex. COVID - life adjustments)
Offer accommodations

Stay curious

20
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Promote
Neurodiversity &

|dentify Jobs
o /
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.‘ Why it Matters

THESPECTRUMWORKS

“We can’t afford to waste a
brain. To meet the
unforeseeable challenges racing
towards us in the 215 century,
we will need many kinds of
minds working together.”

- Steve Silberman

22
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