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Skills & Tasks Matched with Potential Employers
INSTRUCTIONS:  From the information you gathered during your research of the employer, O*Net Job Descriptions of 
potential jobs, and informational interviews with potential employers, fill out the following table.  Skills: Performance 
activity that the individual can currently perform.  Tasks: Performance activity that an individual should be able to learn in a 
reasonable timeframe, based on skills that they currently can do.  Some employers may have specific departments that the 
tasks will be as(orman686.4002 Tm
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Job Proposal Preparation
INSTRUCTIONS:   Once you have compared all of the employers above, consult with your student to determine which 
employer they would most like to work with, 2nd most like to work with etc, until all of the employers are prioritized.  

During your conversation with your student, discuss the different characteristics of each employer in relation to the 
information on the first page of this plan (what works/what doesn’t, conditions/preferences).  

Determine for each employer whether you will either create a new position or carve a job out of an existing job and what 
contact you should use to set the date for the Job Proposal Presentation.

Prioritized List of 
Employers

Department Carve or New? Contact person Date for Job Proposal 
Presentation

Notes:

_____________             
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Job Proposal Letter
INSTRUCTIONS:  Create a job proposal letter using the guidelines on the Grab & Go: Job Development Planning 
document.  When you are done, record the following information:

Employer:

Date Sent:

Employer needs the student will fill:

How student will be supported if given the position:

Follow-up date requested:
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