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Introduction
Author: Virginia E. (Ginger) Robertson, with acknowledgements to others in my networking circle.

The following tips are hard for any of us to read or hear from others. However, in the end, they keep you accountable and make you appreciate the job you do have. You want to do things to keep your skills marketable. So, hang in there during the tough times (taking leave when necessary). If there is an issue of job insecurity, try to look at various options to resolve this issue and present these to the proper authorities. Not having a job of any kind leads only to debt and financial hardship. This reference guide will help to insure security for you. In addition, you might be surprised as you read and reflect on the words of this document. Though it is not extremely formal in writing style, there are a lot of great tips in here as well that you can use and share. Many thanks to those who gave me input over the years, even when it may not have always been welcomed.
Thoughts on Communication and Anxiety
Author:  Dr. Jody Hagen, Clinical Psychologist

“All of the following ideas were from my own head based upon what I've

learned/applied over the years.”
· When feeling nervous in a situation that “feels” like a confrontation, try to remember that feedback and constructive criticism are normal processes in employment. Try to focus on truly listening and “find the truth” in whatever is being said. If you notice that you are becoming stressed internally and are being asked for a response, don’t be afraid to just politely ask to be excused for a moment and then go to the ladies room, or where-ever to “regroup”. 
· Try to be mindful of boundaries with regard to work versus personal. While you may develop some friendships at the workplace, essentially, we don’t look to our places of employment to meet our social needs, as this can lead to problems. 
· See if you can find the book: “Difficult Conversations” written by Douglas Stone on audio

· Reframe the meaning of “counseling statement” from something horrible to a mechanism for feedback and an opportunity to make a correction and move forward. Hopefully avoiding the same pitfall again.

· Be mindful of your thoughts. Just because you think something, does not make it true. Hopefully, this can help slow down the process of any reaction based upon “internal” triggers versus the reality of what is happening in the present moment, externally.

· Also, be mindful of “preaching” or offering unsolicited spiritual correction, as this tends to be more accepted between 2 people who have agreed to be accountability partners, etc. or who have an ongoing, reciprocal relationship with one another…… not between a supervisor and his/her subordinate. (Our bosses don’t usually take well to this)….

· Don’t ever be afraid to just say, “You know, that’s a great question. I’m going to need to get back with you on that.”   You can respond in this way to almost anything (within reason) when you are afraid you might say something you don’t really need, are feeling anxious, etc. There are very few situations where we absolutely HAVE to give an immediate response…. Thus, buy yourself some time and delay the response so you have time to really think about it, seek counsel, or whatever you may need to do to ensure that you aren’t responding impulsively, in anger, in defensiveness, etc.

· Guilt and condemnation are not from God. Yes, He will convict us of sin, and He always provides a way out by pointing us toward the grace of Jesus. So, when you are feeling a sense of condemnation or guilt, use the weapon of your faith, which is the Word of God, just like Jesus did when being tempted in the desert. Recognize that it is the enemy, or man, bringing this against you and do what James tells us, “Submit to God, resist the devil, and he will flee.”

Landing A Job
Author: Virginia E. (Ginger) Robertson, with acknowledgements to others in my networking circle, including my parents, friends, my own researching, and agencies that work with the visually impaired community.

(The following list is by no means n exhaustive one—rather it gets you on the road to getting and retaining a job).
· Network, network, network with family, friends, co-workers, acquaintances, and using the Internet (if you have computer access). If no computer access, seek assistance from schools, libraries, family, friends, career centers, etc).

· Read books and other literature and/or listen to information or watch DVD/videos on getting and retaining a job.

· Don’t, absolutely do not, wear your “grubbiest grubs” to an interview or on the job itself. Instead, dress appropriately for the job and for the interview.

· Remember that first impressions are everything to an employer.

· If you have a disability, seek assistance in locating employment from those people and organizations that can educate and advocate for you working in society.

· Be on time for interviews, your job, and trainings.

· Do not overdo your makeup and jewelry on an interview or job itself.

· When answering questions, always stay positive in your approach—even when dealing with a challenge.
· Pursue future employment and life goals quietly.

· If there are differences in people listed on your application than what is currently ttrue for a supervisor, be prepared to explain why there is the discrepancy. As a  for instance, you might cordially tell interviewer that your current supervisor is new to you and not as familiar to you; thus, why he/she is not listed on your application. Furthermore, those people listed as references have a better sense of your capabilities performing job tasks associated with a particular position.
· Create a good resume, cover-Letter, Why Hire Notice and have references ready for the interview. (Tips on this can be found from the Internet, in books, friends, colleagues, and, last but not least, your family).
· Create a portfolio of work samples to illustrate your skills and abilities to a prospective employer. Remember, though, to not share information in documents that is confidential in nature.
· If there are gaps in your career or education, be prepared to explain these. As a for instance, I had to leave school for a time to care for an aging family member; or, I was relocating to pursue better career opportunities.
· Research thoroughly the company you are wanting to work for and indicate to the prospective employer that you have done this.

· Get to the interview at least 10 minutes early and collect your thoughts.

· Do not overkill on your disability issues with the prospective employer.

· Send a nice but concise Thank-You letter immediately following the interview. (Follow-up in two-three weeks if you have not heard anything. This keeps your name in front of the prospective employer and shows them you are still interested in the job).
· When or if you do land a new job, show respect to employer you are leaving by giving two weeks notice in writing. No matter how you may feel, be professional in your letter of resignation—not belittling current employer you are leaving. The same rule holds true when you have tried various strategies for making a job work; however, due to unforeseen illness or other factors, you have to voluntarily leave your job.

Tips For Retaining A Job
Author: Virginia E. (Ginger) Robertson, with acknowledgements to others in my life networking circle. Items in this section dealing with stress related issues came from my sessions through church and various therapists. Other advice came from friends, family, supervisors, my own experience, and through On The Job Training (OJT) sessions. 

(The following list is by no means n exhaustive one—rather it gets you on the road to getting and retaining a job, and handling life’s issues.).
· Always follow proper protocol. No matter how you feel or what you may think,  It is the right thing to do. Your supervisor is always the one you go to for any and all work related issues—no matter what they are and how big or small. Put issues in their hands to handle or to give you further instruction.
· Do not display emotions of upset to those in authority.

· From time to time, review your agency policy and procedure.
· Utilize your agency’s/company’s course trainings on computer skills, and managing in a work/life setting to enhance your future career goals and job performance. Most agencies/companies have an Office of Development and Training (ODT), which offers various courses through live seminars, online, and/or Interactive Video Training (IVT).
· Even if others may use their phone or have lengthy personal conversations with co-workers, it is wrong and disrespectful  to your supervisors and other workers.

· Ways to help co-workers assist you on the job when you have a disability include:  seeking assistance from the local Disability Rights Center (DRC); organizations/individuals that deal regularly with your specific disability; make notes of various accommodations from previous jobs and illustrate these (show an example of how a time sheet looked, or how you cross stacked papers to be stuffed in envelopes for a mass mailing); find ways to save your employer money, if you can, when equipment purchasing must happen; and much more. (all with disabilities have various techniques they have learned over the years to do their job effectively).

· When you have a disability, as bad as it may sound, you have to prove yourself. The way to do this is to follow rules to the letter. When you make a mistake, admit to it and apologize. 
· If stresses, no matter what they are, get overwhelming, plan in advance to take a mental day for R&R. Bringing, feeling, and showing stresses at work can be bad.

· Don’t think you are being watch?  Surprise, you are. Thus, you must do all you can to keep conversations and noise of any type to a minimum.

· Absolutely do not solicit for anything—religious issues, campaigning, and the like.

· Always secure your workstation before leaving it, as well as adhere to other agency policies concerning security.

· Never ever do anything of a questionable sort—drugs and the like. To be safe, you can let your supervisor know if your physician makes adjustments to prescribed medicines you take, in case you have some adverse reaction.
· If you need help dealing with the challenges of work, seek help from your agency Employee Assistance Program (EAP), agency training classes, or a counselor of your choice. You want to do all you possibly can to avoid the ultimate action taken against you—being let go. Remember to utilize information gained from therapy and workplace trainings on behavior, personality, and conflict resolution each day in order to minimize your stress level.
· Read these work tips daily and study agency policies, if necessary, to keep you in check with what is expected/required of you. Think of agency policies and your special work reminders  like your “Work Bible” that must be adhered to.
· As crazy as a phone job might get, still take a moment to get an idea of what the caller is wanting. As hard as it is, have a smile to your voice on the phone, and in face-to-face and written communication. Do not assume you know what a caller wants, even if you think you do. It is not for you to be judgmental about how many times someone calls in a day; thus, treat recurring and new callers respectfully. Do not assume you know who is calling in, because you never know who your next caller really is; they could have a new issue from the last time they called. How would your ““higher power”” feel if you did not take his/her messages of kindness and consideration to heart. The ““higher power”” would not be pleased at all with your negativity. While you may not be able to openly discuss religion in the workplace, you can freely display it in your kind attitudes toward all—even phone callers and those you may be annoyed with. Nicely and calmly, with an emphasis on nicely and calmly, take control of the phone conversation and do not do not let the caller control the conversation. Instead, you, the receptionist, take the necessary control and appropriately direct the caller. Now, honestly consider the following scenario, considering the just mentioned tips in handling phones and the stresses they can bring—especially when you allow frustrations to control you rather than you controlling them in a nice manner… Imagine, imagine, imagine, imagine:  You can’t pay your bills because your employer did not process pay checks, and no one can help you. Your mother/grandmother needs help and you don’t know where to turn. Would you not resent it very much if the person on the phone did not care at all? The answer is a resounding yes, yes; you would not like for someone to have an attitude with you, just because they dislike their job and answering phones. When you answer the phones, you are the engine that makes the agency function. So, you must do things correctly. Not doing so will cause you to misdirect calls,  co-workers to resent this, and  horrible consequences for you—immediate termination and write-ups in your file. Additionally, you may have a difficult time locating future employment, due to negative actions on your previous job. Always remember “Do unto others as you would have done unto you”. Thus, if you want patience and kindness shown to you, you must also be patient and kind—even taking this rule a step further and being patient and kind to those who are not patient and kind to you. This last step is bold and shows you are willing to step out of your comfort zone when dealing with others around you. Not being afraid is part of your walk with your ““higher power””.
· If you get a bunch of nasty calls or are having a horrible day in general, absolutely do not ever, get angry back with the callers; just hold your piece. Then, when a call is done, try to excuse yourself, (getting help with the phones), and retreat to a quiet place for 15 minutes or so. You might also immerse yourself in fun work related activities such as a mass mailing or typing a memo and merging it. Hey, you could even do something silly for a few minutes like play with one of those stress squeeze computers or balls. (Just do something to take away the sting of a phone call(s), or for that matter, the sting of a horrible day.
· Never, ever assume anything. In work as in life, this brings nothing but trouble. Thus, ask for clarification to be sure you are doing things the way supervisory staff want—even if it does not make sense to you. Just do as you are told and document document document everything when necessary.
· In dealing with management on assignments/performance evaluations, all you can do is your best. Document your efforts and think positively when you turn over items for them to assist in shaping your job fate. Remember we all are human and we cannot control someone else; we can only control us and our actions. While we cannot control another’s reactions, we can control their perception of us by how we convey our thoughts through tone of voice and body language. On the job, just try to relax and do your best each day and know you do have support if needed.
· It is not fun having debt. It is good if you can save some for the future. Unfortunately, though, ugly debt happens to a lot of us and for various reasons. While we all don’t have the same resources, we can all work hard not to be in nasty debt. If you are going to have a credit card, make sure you can pay it all when it comes due; otherwise, you risk horrible interest, possible bankrupsy, and lowering of your credit score to name a few consequences. Do not neglect your obligation to creditors, rather work with them if the need arises and stay true to the commitment you made to pay your bills timely. Your job can be stressful; so, have just a little fun out of your check, but pay the bills too. There are various ways to save for that day of retirement, but still enjoy “the fruits of your labors”. Seek assistance on this from your employer, financial advisors, and companies, (like Tea Roe Price), that deal with financial and retirement planning. There are a wide range of financial counselors, like Suze Orman and Dave Ramsey, as well as family and friends to help you stay on track. Once you get out of debt, try never ever to go back again. Force yourself to use a debit card, cash, or checkbook. When you don’t have debt, you do have more freedom. Use a checking program or create an Excel spreadsheet to help you create a budget. Here are some examples of wise planning  for entertainment costs that might be considered in a budget as follows… If you have spent your $20.00 for eating out, there is no more of this for the month. Similarly, if you are at home all the time and NatGeo Wild is your favorite TV channel, you should get the lowest package that has that channel in it to enjoy at the end of a stressful day. If, though, you have Sirius and XM, which are now one anyway, give up one of the subscriptions, and just keep one service. Shop around for the best deals for your entertainment dollars, as companies, (like DirecTV and ATT), want to keep happy customers and add new people as well with promotions. These examples illustrate items to factor in when planning a budget. Other items, like car payments, can be considered and included in your budget in a similar manner. As previously said, planning is crucial in achieving what you want from life.
· At the end of a hard day and you have not planned for the mental day off, do the following:  Go home and just relax by venting with a good friend or family member, listening to nature sounds, having a favorite food or beverage of choice, taking a nice hot bubble bath, immersing yourself in fun activities of your choosing, and lathering yourself in a scent you enjoy—like Lavender. Additionally, just forget totally forget everything for the day you just had; you cannot change what happened or did not happen at work. Remember these upcoming things while you unwind and prepare for the next day… You cannot control other people, but you can control yourself and your emotions. Mature adults don’t, absolutely do not sit around and sulk or blow up at every little thing that comes up; they quickly move on from project to project or call to call. Yes, we all learn ways of coping with life when growing up. We have various role models to help us. If a behavior learned is no longer desired, fsuch as quick temper or sulky attitude, again, please don’t be afraid to seek assistance from EAP, a counselor, rabbi or pastor to get the bad behavior curbed quickly. These people are here for you, as well as friends and family members that do not mold bad behaviors. For purposes of keeping your job intact, you can let your supervisor know that you are seeking help for dealing with undesired behaviors. You do not want work and personal issues to intertwine. Keep them separate, which is why you want to seek necessary help from your support network. In seeking help, realize that different members of the network may be more or less available to and for you at different times. Hopefully, one day everything will be harmonious for all personally and professionally.

· Tomorrow, the day after the ugliness you suffered, start a new and ask for Him Above’s (your “higher power”’s) help. It is good to just sit and let God (or “higher power”) speak to us with out interuptions.  This can be hard to do sometimes but definitely worth it. Just listen to what God (your “higher power”) is saying, not what your head is throwing at you. Use devotionals, scriptures—from the Bible, Koran, Torah, etcetera, meditations, and other important books and support systems of your faith/denomination to assist you. Also, try rereading this entire set of tips; or, just read the parts you need the most to start the day on a positive note.
· In starting the new day, spend time thinking and reading about “what He above would do”. He cares and truly understands us all. One way you can be more understanding is to show  your “tender or softer side”. While you don’t want to cry for every caller that phones in, you can at least convey a sense of understanding by using words like “I hear what you are saying, or you seem upset; I would be too.”There are four core feelings which are scared, sad, mad, and glad. Within these areas there are deeper feelings, of rage, guilt, depression, anxiety, and giddiness. You want to be able to imagine the pain the person must bee feeling (empathize). While you may not know a person’t stress in caring for a person with a disability, you do know what it is like to face challenges personally—like having a hard time meeting bills or everyone always yelling at or rejecting you. Think of a stressful issue you have experienced, then, relate that situation to the callers situation in your mind—thus words of feeling coming naturally to you and diffusion of the caller’s misdirected anger, as a for instance. Note that the term “empathy” is more of the emotional awareness because you have also been through the situation. Unfortunately, if you had to put a family member in the nursing home,you can empathize with a friend, phone caller, or co-worker who is doing likewise. Empathy and sympathy are not not one in the same. They are different. Use the just mentioned information as you remember and consider the following:  The caller is not mad at you; you are just the first person that answered the phone. The caller is currently experiencing various situations and handling the only way they know how—take things out on the one who answers the phone. The problem is with the caller and not you. Keep this in mind when caller phones in.
· The following information will help you understand differences between empathy, and sympathy…
It is fair to state that both sympathy and empathy are acts of feelings. With sympathy though, you feel for the person. You pity or feel sorry for them but you do not necessarily understand what they are actually feeling. As a result of this you tend to have no choice but feel sympathetic for the person because you do not understand the problem or predicament that they are presently having. Empathy on the other hand takes a little more imagination, work, or even similar situations to gain empathy for someone. It is most often referred to as higher order in the overall complexity of the human emotions.

You can describe empathy as sharing a feeling with someone. So do you notice the difference between the two so far? With empathy to an extent you are placing yourself in the persons place, you have a good sense of how they feel, and you also understand their feelings to some degree. Sometimes it may seem impossible for someone to feel empathetic to a person’s feelings because of their reactions. These reactions involve their thoughts and feelings towards the issue, which are going to be unique to each and every individual. The idea of empathy though implies a much more active process than sympathy does.

It is hard for you to be empathetic to a person’s feelings but it can be easy for you to feel sympathy. It is easy for you to feel sympathy for someone who has lost a loved one, has undergone some certain kind of trauma, or have faced some very difficult times.

When sympathy is expressed to a person that is experiencing grief, it suggests to you that that person is alone in their grief. Empathy on the other hand suggests to the person that you are right by their side through the whole issue that they are dealing with, at the moment. You have the ability to imagine how it is to be in their shoes, and you are with them during their time of stress and turmoil.

The difference between sympathy and empathy is often misunderstood but when you understand the differences you will be able to use the terms in a better manner. (The just mentioned information was taken from http://www.differencebetween.net/language/difference-between-sympathy-and-empathy/.)
· Do things for you, personally, to keep yourself creating a positive image with positive feelings and thought processes. Thus, this will help you show a little more of your “soft side”. You can create positive experiences by thinking about what feelings and thoughts those around you are conveying as you engage in conversation and hang around others.
· Show initiative in the work environment. (Employers like this). As a part of this, consider it an honor when your supervisor says “the design and information in an assignment are up to you.” Thus, be happy and grateful that your supervisor trust you enough to allow you some freedom. Do not take comments as criticism or smartiness. The comments are an honor to be worn proudly by you from your supervisor.
· Create an assignment log, and make note of what tools you used and were given  to do the assignment and instruction  for the assignment’s completion. Then, if there is a misunderstanding between you and the person that gave you the project, nicely and considerately tell the person, who assigned you the project, what you understood the steps to be. Document this part of the assignment too, just in case there might be a misunderstanding at yearly evaluation time. You don’t want unfair criticism leveraged against you; so document, document, document, document.
· Remember to approach extremely large and not so large tasks in small chunks. Not doing so will bring unpleasant consequences for you. These include unnecessary stress and the inability to logically reason. You want to have a clear sound mind always every day on your job.

· When corresponding in a letter or email, be sure your subject and details of the issue at hand are clear—so clear there is no room to question.  Begin and end correspondence cordially. Don’t (do not) be in such a hurry to get your response out—take a little while and carefully and thoughtfully consider every word of your correspondence—no matter your emotional state. This tip cannot be stressed enough.  Again, if you need help, seek counsel and read articles so you can always be professional.
· Create yourself a desk manual (collection of cheat notes) that is based on information you have researched and gathered from your fellow co-workers. Keep this reference manual updated, since there are changes in office policy and staff.

· While it is all right to brainstorm (share ideas among each other in the workplace, it is not permissible or acceptable for one person to do another’s job. Make note on the ideas gained from brainstorming, and use these to complete necessary assignments.

· In working with others, both individually and on a team, remember to respect the time of others. You can do this by sending an email; then, wait 3-5 business days (non-urgent), or the beginning of next business day (more urgent), to do a friendly email/phone call follow-up. You do not want to bombard people. Keep track of phone calls, letters, and emails; so you can follow-up appropriately. With written correspondence, give the recipient 10-30 business days for a response—due to the mail. If needing a more urgent Regular mail response, send the correspondence Certified or Priority mail.

· It is important on the job and life as well to minimize errors. Ways to do this include studying agency policies, utilizing tools to assist you with spelling and grammar checks, seeking assistance with the editing of large and sometimes not so large documents to be sure you are making the point you want in a presentation/report/speech. Furthermore, you can assist yourself  with the lowering of error percentages by reading and using books on writing or speaking, and creating your own speeches/writings that you can study and practice refining. Doing these things will increase your skills and abilities, thus making you more marketable. Your goal should be to strive for no more than three errors—with the ultimate gol of zero or no errors in a document/presentation.
· Always, always, be courteous and never, ever, rude. This is so important because not doing so can result in an unfavorable outcome for you. 
· While none of us are perfect and do have an occasional time when an urgent situation comes up to be handled, this cannot and must not be a constant event. 
· Make calls and limit emails and/or Internet use (of a personal nature) to lunch or breaks. If need be take some time off to get personal issues resolved.
· Do not become overzealous in expressing your thoughts and feelings.

· All policies have a reason—even those you do not necessarily agree with. For instance, you may think the agency policy on inclement weather is unfair because you must take leave even when you don’t have the ability to get to work or your area is unsafe temporarily due to ice and snow. Additionally, those who risk their lives get rewarded if they make it in by a certain time and the office, then, closes. Businesses, whether public or private, have an obligation all the time and in all situations to provide the services they do. This is why they enact the policies and standards they do. So, to deal with such issues as inclement weather policies and your opinions, you can nicely express your feeling of how the policy could change for the betterment of all. After this, though, you must realize you have done all you can and understand  that policies have a reason. In the end you must do what is safest for you in a difficult weather situation and feel good in your decision. Another such example of dealing with policy, that you may not agree with, is being asked to work during a holiday. You may not like or agree with doing this, but it is what your current job requires, due to your state/national legislative body being in session, serving the public requires you to be open—President’s Day/Christmas Eve for instance, and the company/agency does not observe a particular holiday—Good Friday for instance. You must accept the situation and realize you will be compensated in some way for working a holiday, or get other employee benefits instead of getting Columbus Day off, as an example. Remember that all policies have a reason
· Should the time arise and those above you decide to either take the company/agency through a merge or reconstruct how business is done, use your home as your sanctuary and vent in private not publicly with your support network. Be glad to have a job, because others do not. In your mind and with your support network only vent about your different feelings. When you are informed of changes, use a nice enthusiastic tone to ask questions and get answers to issues that will be affecting you. Perhaps, those in charge might have bigger positive plans for you down the road, but you must cross this transition and new way of doing things hurtle first. While grievances are an option if an unfair situation presents, they absolutely cannot be used every time you don’t agree with some new change. Grievances are used for sireius workplace violations, not for something you don’t necessarily feel is fair. So, go into meetings with your new supervisor with positivity and with an open mind to what they have to say—asking questions and expressing any concern in a calm tone after you thoroughly listen to what is said to you. You may not like all that is being said, but listen and speak kindly. Absolutely do not go around with a sullen sulky attitude when you hear about workplace changes you do not agree with; instead, eagerly meet changes—remembering that your current and new supervisors are just messengers for those above wanting things done differently. Work hard for that new supervisor, just as you enthusiastically worked hard for the old supervisor; as they and you bring unique perspectives to the table. If one of your favorite responsibilities is being taken away, see if you can be creative and come up with a new favorite aspect of your new given set of responsibilities to counteract the parts of your job that are not your favorite. Utilize, these just mentioned tips as well, if you or your current supervisor moves on to a new job opportunity.

· It is very unfortunate and sad, but sometimes new work relations, no matter how hard you try, just do not work out. Under normal circumstances, the chain of command is the rule and not not the exception. However, when you have tried to make job situations with other staff work and still no success, seek advice from articles on “chain of command”, and your support network in private to assist you in this scenario of unfortunately having to do the exception rather than the normal chain of command rule. Do learn your agency’s proper chain of command and policies for utilizing this and other resolutions for solving staff issues. If you do go straight to the head of the agency, your documentation must be factual, not emotional, when presenting to the director/agency head. You must be ready to thoroughly explain why you were not able to follow the normal protocol for issue resolution. When asking the agency head for a meeting, do something like this….. Send a message from your home phone or email/orcontact very discretely at work. Ask for a strictly confidential meeting and you need to address a matter without fear of retaliation. Present the documentation at the meeting; then,do a brief discrete email or phone call follow-up in two to three weeks, if you have not heard anything. Depending on what the follow-up response is like, either pursue other options for a positive work environment or accept the information provided you—try coming up with more strategies to deal with current challenge.
· If you can in an extremely challenging work situation, try seeing each day as a new opportunity for change. When you know you have exhausted all efforts to let upper management know about a situation, and you don’t get the results you desire, all yu can do is to explore other options—looking for anew work environment, and come into current environment and just quietly do what you must do each day. As a part of doing what you must do each day, while still in a less than desirable situation, do things exactly as supervisors want--even if it does not make sense to you. As an example, do not do not be rude to callers, but apologize to them and explain that the options you are able to do, as the Receptionist, are either transfer a call or send an email to office staff. However, sometimes, as in all cases, there are exceptions—caller is threatening to call the head of the entire agency or get cell phones for staff, then, you can locate someone to help the person. You, the person stuck in a tense situation, can take comfort and feel good in knowing you have truly done all you can to get an intense challenge solved, as the one just outlined. Now, just realize  you have done all you can to resolve an issue; any problems are on those people making you miserable. In other words, the good news for you is that you are not the one with the problem; it is those creating the drama that have the problem. Remember, they have the problem and the “monkey on their back”; it is not you. If someone wants to question you about handling a situation in a particular way, you can nicely explain that sometimes we all have to put judgment first in handling a situation. I know you, (person hassling you), do not agree with what I did, but it was what had to be done for the situation. If the person hassling you is not anyone over you directly, nicely tell them that you are doing your job/handling a life issue to the best of your ability. If the person wants to discuss why you handled something a certain way, advise them that they can talk to your supervisor; however, with outside work issues, you (person being questioned), have the right to live your life safely without discussion on everything you do. Remember about the fact that we all have and need boundaries in all aspects of life. If it’s your supervisor upset with you, you  can nicely explain your reasons for handling a situation a certain way. If the hassling continues from immediate supervisor, advise them you are going to utilize chain of command. If it is someone outside of work, you can nicely tell them you will not continue to discuss said issue, why you have plant pictures in your email for instance. If none of these strategies work, talk with your support network about your next steps to follow.

· Go make it a great day, as each day is new. Be calm and relaxed. Hey, at least you are getting money for bills. You have to pay your bills and live your own life, right? Since you are not a millionaire, you can’t quit over some misunderstanding. However, if you need some time off to get refreshed, then take it and do not do not feel bad for doing so. You have to do what you must do for you and take care of your needs. Remember that home is your sanctuary—a place to be quiet and reflect, as well as consult with members of your support network, and spend time getting your problems off your mind.
· Again, and as mentioned before, when you have done all you can, personally, to deal with an issue using positive communications, the issue is yours no more—you do not have the problem—emphasize that you do not have the problem. The issue rest with someone else above you. As another example, when you have put an event on the calendar, been approved by management, and submitted necessary forms beforehand, do not worry about taking time off/participating in an agency function. It is for other staff’s concern now; they will deal with the phones or other issues that must be handled. Let your worries go and enjoy the activities you asked for approval in advance to participate in.
· We all have problems, are not perfect, and make mistakes; so,how to know if you, personally, do have a problem? Ask yourself if you notice some change in you, or if others have noticed and have nicely pointed this out to you. Usually concerns will be pointed out by several people, not just one person. If all these things you anser yes too, then, you do indeed have a problem; so seek help from your support network.
· If a conflict/disagreement arises between you and a co-worker, family member, friend, or creditor, try resolving the issue yourselves with diplomatic and civil dialogue. If this does not work, get a meaiator involved—counselor, manager, other family member, attorney, etcetera. All involved should uphold their end of the agreement made.

· In documenting information, try just putting the main points together in a weekly journal. Sometimes doing the daily log can make you more stressed about a situation, because you never let it go—it’s with you in setting A and continues with you in setting B.  Remember home is your sanctuary or your palace of escape.
· You want to be responsive and not reactive to situations. Reactive approach is more emotional in nature, while responsive is more a careful thinking of details before communicating them to someone.
· Know yourself and the things at work and life that trigger your defenses. Stop the defense mode by self-talks and realize, always, you don’t owe anyone an explanation for why you completed a task a certain way unless the person assigning and/or needing your help asks you to explain yourself. While you may be detail oriented, others are not—thus, show respect continuously in emails phone calls and face-to-face conversations; otherwise, people that aren’t as detailed oriented will be highly agitated with your lengthy detail. Save your details for when it is really really nnecessary—job’s on the line or why presentation has inaccuracies beyond your control. Keep your explanations simple but pointed… To clarify, you would like the first paragraph deleted from the manual; or, you would like to have 25 dozen doughnuts ordered from Krispy Cream, correct?
· If needing help dealing with a new and differing management style, read articles online, in magazines, books, the newspaper, and seek assistance from your support system. Finally, remember that nothing stays the same forever—things do and will change. Transition is hard for us all, but utilizing the right coping strategies, as mentioned here, can assist you in making the change easier. Just keep doing what you must do to approach work daily with a happy attitude, and do things personally and professionally to enrich your life to meet your future desired goals.
· When you receive commendations/recognition for your work you do, be grateful and thank those who gave you the honor. Take a few moments to realize you are more valuable than you may think to an employer. In realizing this, perhaps you can better enjoy each day. Remember that in work as in life, every day presents good and challenge in it. You will have good and not so good days too.
· In doing self-talk, be positive… Say:  Ge, I messed this assignment up, but I understand and will  be less detailed when reporting about a project/other issue in the future, unless asked for necessary information. Take ownership if you did make a mistake. Another approach to mistake admission might be… If you can stop yourself immediately when you know a mistake is happening and admit to it. If someone else finds a mistake/error you made, then, thank them for letting you know about the action in question. Tel the person, if you truly feel you might have made a mistake, that you sensed you were not doing the project right, and explain the steps you took so the issue won’t happen again. Realize also that once the mistake has been prayed for forgiveness, and fixed the mistake is a mistake no more. The mistake is gone, erased, history, to not be repeated. If, on the other hand,a person presents you with some wrong/allegation/rumor they heard, and you honestly know you did not do the bad deed, then, clearly state this by saying… I did not commit this allegation brought against me. Furthermore, it’s really sad that people have so much time for telling untruths about others that they cannot adequately focus on their own life. (note, though, if several people mention the same allegation again and again, perhaps you should examine you and seek immediate help from your support network to get the issue addressed and your best corse of action to take.) Remember that when a mistake is made and you are communicating about it to start off admitting the mistake; then, end the situation positively, as shown in the assignment example earlier in this paragraph.
· We all have three parts in dealing with our attitudes and ideas—The Child (displays feelings of wide range), The Parent (criticizes, gives rules, shows authority over us), and The Adult (carefully considers both the parent and the child when making a decision).

· When not at work, spend time with family and friends, at church and church functions, watching TV, exercising, listening to music, work on your computer (if you have one), and enjoy whatever hobbies and activities make you happy and free of stress. Also re-read old books and read new one’s for the first time on topics of your choosing. If you are dealing with a particular challenge or life is not going your way, read and/or re-read self-help books dealing with your challenge. Revisiting books, including the Bible, Torah,and Koran, as well, assist you in reminding you of useful information. Revisiting books and articles also helps you gain new information that maybe you missed on the first reading.
· Remember about privacy and confidentiality. This means keep issues about consumers/clients in the office and not, not outside in the community. 
· Be careful not to ask too much in assistance from your co-workers. Make needed notes when they give you information the first time; so you do not interrupt their workday with your issues. Doing so quite frequently might scare them away and create an isolationist work environment for you—the person needing assistance.

· When you feel complacency coming on in your job, reread your work tips,  pray and examine if this really is the job for you and act accordingly, as well as  take that all important r&r time to get you back in the right frame of mind.

· Remember that every job you accept has good and some challenge in it. There is no escaping this fact of life.

· When responding to others during a challenge situation, no matter how you may feel about the person, choose and think very hard about the words you use so as not to be misconstrued.

· Documentation can be your best friend—so document document document issues that occur. In this way, if an adverse action is attempted on you, you can have proof of what was said  and done—thus being able to adequately make the argument against adversity. It may seem like effort, but you will feel better doing it and it helps keep you and others accountable.

· In dealing with issues of clarity on a subject and whether written or spoken, do not be afraid to ask for clarification by using a phrase like “I think I hear you saying”  blank (blank meaning for you to fill in whatever you are hearing. Also, remember to read or think about what is being said for a little while first; then, see if you don’t figure out what is being said—at that point, ask your clarification statement. This all assumes you have a little time to think about an issue, and it is not a critical situation that must be responded to ASAP. If you do need a quick response, then kindly remember about tone of voice and tone of expression being nice and not being abrupt—no matter how you feel in the moment. If necessary, keep your special “Workplace/life Bible,” of these tips, handy to refer to in a heated moment—reading and pondering quickly before a response in critical situations.
· Keep a journal of your thoughts and ideas. It makes you feel better. Later, upon re-reading, you may find yourself laughing at some of the statements you wrote, but other statements not so much.

· Your objective in reading self-help books and seeking therapy is to utilize the ideas, learned in sessions,  constantly in your life; thus, there will be the need for non-dependence on a therapist for an issue the rest of your life. For instance, if you are having problems in the workplace or family, learn and use daily the ideas gained to truly make your life better. This cannot be stressed enough. 
· While it is not always easy and our personality can get in the way, always always be professional . Part of this definitely entails not not ever taking anything personally. Do not even assume negative thoughts—only assume positive thoughts when anything is said or requested of you. This is because everyone is needed to make an agency/personal relationships work. Do not misinterpret everything said or asked of you, as this brings and borrows  unwanted, unwarranted and unnecessary stress to you and others before you even know what the full scope of a situation is. For instance, if you are told of an unexpected meeting, do not do not assume the meeting is bad; there could be exciting new things to do and try. Another illustration of this point is when you know that without a doubt you have pondered these notes and sought council before having a written, phone, or face-to-face conversation with someone and done your best, but the person comes back with a quick snippy response, understand and realize you are not the problem at all. It is the person giving the snippy response with the problem. It’s easy to be hurt by these two examples, but realize those people are having a bad day. Furthermore, that person that snipped at you is showing there bad negative energy at this moment; so just overlook and ignore the negative energy. Say something like… “This is just the way they are, I can’t control or change their personality on my own; this change has to come from the one who was short with you”. Doing all these things can and will help you to not become unnecessarily stressed; then, needing to resort to your coping mechanisms to deal with the unnecessary stress. Assume happy thoughts no matter what. If you need help, again, seek assistance from your EAP, a therapist of your choice, family, friends, your family physician, and others in your networking circle; so that undesirable aspects of your personality do not turn into job and/or life negativity.
· If you are just so into taking things personally, not only seek help from your support system, as previously stated in the above paragraph, but have a time each day that is totally free of noise. Reflect on worries concerns people that you agree and may not agree with, the world at large, and anything else on your mind; take these concerns to your “higher power” too. After this time period, you are not allowed to think about worries and negativity in your life anymore until the next day’s worry period. You can read an article from http://helpguide.org/mental/anxiety_self_help.htm. Another great book is THE MINDFULNESS AND ACCEPTANCE WORKBOOK FOR ANZIETY: A GUIDE TO BREAKING FREE FROM ANXIETY, PHOBIAS, AND WORRY USING ACCEPTANCE AND COMMITMENT THERAPY by John P. Forsyth and George H. Eifert. This special time of day, whether in the morning afternoon or night, might also be that period to spend time in and with Him Above—whether its with God, jesus, Buddha, Allah, or to whomever you’re your denomination supports as a ““higher power””. If you are really heated with someone or some issue, get cooled down from that issue first, so you can concentrate on what your “higher power” is saying through sacred books, routines of your faith, and meditation. Remember that we all are human and have various strengths and weaknesses we bring to the life and job table. We are all unique too. In having your “quiet time” daily, you might also find a special place for this time each day—maybe in your bedroom, outside on a deck or patio, in the kitchen to name a few places for this time with no interruptions. Allow your “higher power” to speak to you and you to him/her and to look at Acknowledging the One Above with Acknowledgement, nfessing, Thanksgiving, and Supplication (making requests or lifting of concerns). (These just four words of Acknowledgement, Confessing, Thanks Giving, and Supplication stand for (ACTS). You want your job day and/or fun/errand  day to be full of kindness to others, open-mindedness, no issues taking personally, and professionalism always when resolving issues.
· Remember that old saying “Better Safe than Sorry” when dealing with people and situations. Even if you think something is okay (like sharing about an event that could benefit all of a segment of society, like people with disabilities), just ask if you can share with those in that community. The presenters may only want certain people in that community to come and may get upset with you. Furthermore, while it is all right, in many circumstances to send a word of apology for a wrong, in some cases, you should go on after that person indicates a wrong done. Just pray to your “higher power” and journal entry in private about your sorrow for any mis-intended consequences resulting from you intentionally trying to do well—which unfortunately, backfired for you.
· In dealing with wrongs, we have all done them, whether we choose to admit them or not. While some time and space is good, you don’t want grudges and lack of communication forever. Pray to your ““higher power”” , asking for forgiveness for your part in a wrong commited. Also, seek advice from mutual friends, counselors, people outside the situation, read books and articles on apology and how to do so effectively, and spend time in deep reflection about your actions and ways to improve your part in the relationship. Hopefully, all parties desire  the relationship to have a positive outcome, rather than letting wounds continue to hurt. Perhaps a good strategy might be rekindling a relationship around a holiday or some common issue that all parties are passionate about. While those with disability can face more hurt sometimes, due to our lack of mobility, we must learn from our wrongs too and do things like always having backup plans; thus, we will not feel so panic stricken when our preferred friend/family members are not as available to us. In addition to always having a plan B ready when plan A fails, grab a tape recorder to journal your thoughts, get a spa treatment, talk with a reall close friend, go out to eat or something wonderful to help take the sting of multiple stresses away. There was a popular song several years ago that talks about “Starting All Over Again” by Hall and Oats. The song is like an anthem for broken relationships of most any kind, though it is mainly a love song. Maybe when sending the word of apology, you could also send this song “Starting All Over Again” by Hall and Oates as an attachment as well. Be prepared for whatever the other party’s response is, realizing after sending this note or calling the person, that you, (the one trying to have communication), have truly and honestly done all you can possibly do to make a relationship work. Here is a sample of an apology, when dealing with other parties who may feel overwhelmed by your initial warranted/unwarranted frustration with them… “I hate it that I acted so upset, angry, desperate—saying hurtful things I shouldn’t have, while under so much stress.  You did not deserve any  of this .  Time away from our friendship allowed me some time to reflect and I can now see better ways of channeling multiple layers of frustration.
 

In addition, I sure miss having you to talk to when you fix my computer (or whatever fun things you shared together).  Can this broken friendship be mended?   I want to sincerely apologize and am asking you to please excuse my uncalled for outbursts and know this won’t happen again.

 

Regretful” If the person you are apologizing too is not much of a communicator, you want to give them space and time, a little more space and time than for a person who is more of an  open communicator. When you try that one last time, after space has been given, realize you have done all you can do. The fate of the relationship with a co-worker/friend/family member/lover is now in the hands of the party failing to make a reconciliation. While you can keep the door of hope open for the person holding a grudge and/or choosing not to devote positive energy to a relationship, you, (the party asking forgiveness and trying to make things right), must devote your positive energy to those people who are still in your life.
· It is easy, and we all do this in our own way, we for get all these things mentioned here when moments are heated. We can and do blame someone in some way for some harm caused. Instead of acknowledging a person’s feelings, many of us become defensive—giving our thoughts in a nonconstructive way. Doing this, can and does cause further harm. Perhaps what you can do when you come home, after a hard day of dealing with difficult co-workers is heavily engage yourself in a movie or some program and talking with friends about more than your problem. This will get you in the “Here and Now,”—rather than just staying in the day’s events or something that happened two days ago. Think of home like your sanctuary, your escape, your palace, and a place to forget work, where those that upset you today are nowhere in sight now (tonight), because you are in your safe escape. Treat yourself nice in your castle. Do constructive self-talks to yourself and try to just breathe when your stress level is starting to rise. Keep in mind as well that supervisors you have will come and go, as will you, so things won’t be the same forever. If you should get an evaluation you feel is not fair, you, (the employee), do have rights—just have all your documentation ready. If you need help with this, seek assistance from your support network. We are all human; so your stress level and your coping mechanisms, as well as strengths and weaknesses, may not be the same as someone elses. Yes, all the things to deal with stress that were mentioned before, are great, but these other avenues are good when those mechanisms do not appear to be working. Remember that all you can control is you alone.
· Whether you choose to accept it or not, all of us are apart of God’s big family. As a result, it’s important, in normal life as in your job, to work with the family to achieve peace and harmony in dealing with issues. You may not feel close with everyone in the “family,” but God and Christ call for us to love and accept each other. Again, follow the teachings of your ““higher power”,” whomever that is.

Accomplishing Job Tasks With Visual Disability
Author: Virginia E. (Ginger) Robertson, with acknowledgements to others in my networking circle. Items in this section dealing with stress related issues came from my sessions with Employee Assistance Programs (EAPS). Technical aspects of doing a job with visual disability came from local organizations for the blind, supervisors, friends, and my own personal experience throughout the years.

The following list is by no means n exhaustive one—rather it gets you on the road to getting and retaining a job as a person with a visual disability).
· Keep blank copies of forms used for time and leave forms—able to show a future employer how forms were made accessible.

· When you have a mailing project, where one letter, one application/brochure, and one return envelope must be sent together, have the person overseeing the project to place the sets of items in different stacks and tell you how many of each item to send to each person. As an example, renewal packets for one of your agency’s programs would be done like this… Place renewal applications in a stack, letters for recipient in another stack, and return envelopes in yet another stack. You will need to be told how many of each stacked item a recipient gets.
· Besides the utilization of a speech package or magnification software, some with visual disability may require the use of a Reader Assistant, Braille Display, or Electronic Video Magnifyers (EVMS). Again, consult with agencies that work with visual disability.
· Make Braille labels, (using special labeling paper), for mail slots and special folders for mail distribution.

· Create several desk guides, (one for each job you have been in), to assist in handling situations that come up.

· In the community of people with visual disability, various means of getting around the workplace and town can vary—some prefer the cane, others a dog, and still others to go sighted guide. The person with the visual disability should know the basic techniques for the method of getting around that they use. However, if there is challenge with the person with visual disability and how they maneuver, seek assistance from an Orientation & Mobility (O & M) Instructor and/or from the dog guide school the person with visual disability attended. Utilizing the just mentioned sources can help to dismantle any preconceptions those not use to the person with visual disability may have regarding walking around the workplace and/or to and from daily life activities. It is helpful if employers are understanding if such an employee is late due to the public transit service. Ways to deal with this issue are to communicate with the supervisor when you (the employee using public transit) is going to be just a few minutes late; give employee a 10 minute grace period before charging leave, and have the employee call only if they will be over 10 minutes late. Perhaps and  instead of charging leave the employee utilizing public transit could make up lost time on mornings that he/she arrives before their regularly scheduled start time. Those with other disabilities have ways they must maneuver too. People with questions should not be afraid to talk to the one with a disability, as well as seek assistance from agencies specializing in disability issues—Division of Services for the Blind (DSB), as an example. Businesses are to be commended for making accommodations for all.
· Making a paper gage (out of sleeves for brochures) to use for telling you where a blank spot on brochure was so labels could be placed. In addition, create a straight edge out of cardboard for insuring labels are placed straight as possible on large and not so large envelopes. Do this by cutting straight two pieces of cardboard that span the length of the envelope and about eight fingers wide for large envelopes and four fingers wide for smaller envelopes. Place masking tape around the cardboard pieces. (Note that differing widths and lengths are used depending on envelope size.) Now, use this straight edge to help you align labels straight as possible on envelopes. For small brochures requiring a sticker to hold the brochure shut, create a template out of two pieces of cardboard and put pieces together with masking tape. The cardboard should have a big enough notch cut out for the sticky for the brochure closure and a notch cut for where the recipient label must go as well.

· Create and utilize a specialized workplace manual, like this one, listing pertinent information that anyone can do to keep themselves in check with general workplace protocol. We all can slip from time to time; this type manual keeps you always in check. (Note that those with a disability do not always get the chance to work while growing up; thus, they may not know what work environment norms are. A manual,  like this one, can help with the workplace norms challenge and other challenges too).
· Filing information (created file folders with labels, made a desk file showing the files in the cabinet and shared with supervisor, organized information in the folders (placing any handwritten or hard to read information on top so supervisor would see what the scanner would not scan), and purged when appropriate necessary information from files.

· Using an AIO (All In One) Printer to read materials, instead of a more expensive special scanner that is tailored for the visually impaired. (Note more expensive scanner, cost employer more to meet accessible accommodation and did not really do much better at reading the scanned material, than less expensive AIO Printer/fax/Scanner/Copier would do). (Note that if materials were hard to read or handwritten, items are given to your supervisor to assist you with unreadable material.

· Since many agencies utilizing a large network to link offices and divisions together do not always comprehend how those with disability must use assistive technology, do what you can to educate them about how network settings can interfere with assistive technology, (like JAWS). This may entail contacting the network staff, your immediate IT Specialist for your office/division, and the tech staff at the assistive technology company, (like Freedom Scientific Inc.), and have a conference call and troubleshoot issues. If the network staff will not make consessions, see if the assistive technology company can come up with possible work arounds for you to do your job effectively. After all attempts have been thoroughly tried, it may be time to start a job search in earnest.
· One difference from working on your home computer and work computer is that at work, you are not free to surf the Internet all day; you must do job related tasks. All information in the work setting needs proper securing. Thus, you the person with visual disability, may also have limitations as to what you can do with/without administrative rights to the company network. It is for this reason that when updates are needed for your speech package, network staff must do this. They will download the update to their system then remotely push the update to you. By contrast at home, you, the person utilizing speech, can download updates and update your speech settings by yourself. Remember work computers and other office equipment are monitored, and security must always be maintained and respected by all in the workplace. If for some reason you need more acces to your agency network, check with your supervisor on agency protocol for granting more access. All companies have special rules governing office equipment and networks.
· Yes, we all have stress in all aspects of life; thus the importance of getting necessary help and coping mechanisms for dealing with issues constructively. Having therapy and using mechanisms over time can help you better understand why you are the way you are and make desired changes. This point is mentioned because when you have a disability, you have a little more challenge to overcome. Remember to seek help in your job and living life independently as possible from special agencies trained to deal with your specific disability. So, when you think you have had a bad day on the job, just remember to be very grateful that you have a job. Others in the disability and non-disability community would love to be where you are and have a job. Those without work have an even harder time than you in making ends meet financially each day. It truly is easier to get a new job when you have one. Thus, keep your life as stable as you can, work hard at the job you do have, and explore your future goals. Additionally, reach out to your fellow friends/family members with and without disabilities to help them, as much as possible, to explore their career options.
· If you are on disability benefits or are applying for them, follow all the rules. Fill out all necessary paper work accurately and thoroughly. Provide all necessary documentation. Submit all paper work, whether for a new application or a renewal application, in a timely manner. Do as much as you can online as well. This information, just mentioned for applying for disability benefits, is true if applying for anything—public assistance, college scholarship, driver’s license, public transportation services, or disability Identification cards/car/van decals, and anything requiring appropriate paper work with proper documentation.
· When you have issues where editing a Word document in SharePoint, try the following:  Go into SharePoint and your  Phone Directory, as an example of a document. Where you hear JAWS say “DAAS Phone Directory”, (or whatever your document is named),  then, tab once and arrow down once to hear “Edit document graphic.  Next, shift-enter twice quickly; or, if the button is a mouseover, press the JAWS key (insert on number pad)-CTRL-Enter together to move forward. Then, use the command  control-left mouse key at the Edit In Word Option, where JAWS, then says, “Mouse Click” when keystroke was performed once. The document opens for you to edit.  These steps were tested a few times to be sure the accessibility approach for document editing  truly worked, at least for this author at time of writing this manual. Furthermore, these just mentioned steps  are less risky than rerouting cursors and then having to guess where you are to get to “Edit Server Document button on SharePoint.” If, such steps just mentioned fail, however, you may have to resort to the routing cursors, and/or contacting the web programmer to redesign the application for more guaranteed results. This is because applications can change and a resolution for today may need to be changed for tomorrow.
· On your job, make notes for copying documents, as every copier is different. Labeled the main parts of the copier, using special labeling paper.

· Share special resources, American Printing House For The Blind (APH), with your supervisor in case special supplies were needed.

· If you are asked to work on a mail-out and the envelopes do not have an adhesive strip, use tape to seal the envelope. To assist you, the person with visual disability with this task, it might be helpful to seal the envelope in sections; thus, seal the left section of the flap with a medium strip of tape; then, seal the right half of envelope the same way. Be sure to smooth the tape down good to prevent easy unsealing in the sending process. Envelopes will be face-up with the flap at the top farthest from you.—toward a wall for instance.

· Stack multi-copied documents in a cross looking style on desk so you will know when each set ends. (Then, you would place individual copies of work in folders).

· Use paper clips and or clamps to group different sets of labels together. (Groups of return labels for the same company held together with a metal clamp, while groups of all the recipient addressees grouped using a large paper clip)  This made it possible to do massive mailings.
· In situations where you are asked to send so many brochures or books to this group and so many to that group, make Braille/large print labels and clip them using clip binders to the set of or portions of envelope sets. This is because a stack of 100 envelopes, with  stack of five books per envelope, would have to be sub divided first; then, put Braille/large print label on smaller subset of envelopes, as indicated previously. As you complete a section or subsection of envelopes, place the special section Braille/large print label aside for future use. For example, if you have two different sets of envelopes to do, (a large set of 5 brochures, and a smaller set of  1 brochure per envelope), place label on a subsection of the large 5 set after pulling a book and envelope to be mailed; finish that set and place label on second set; then, put aside when done with all subsets. For the smaller set, complete the set and place label aside. For such a project, keep other indicated sets separated—set of five brochures on desk by printer and smaller set to be completed by the telephone; thus, not running the risk of set mixing.
· Know the rules and to whom, at the Social Socurity Administration (SSA), you can address necessary questions regarding SSDI/SSI issues while working. The  personnel office, where you are employed,  may require you to write a letter/memo explaining why you need to freeze,  decrease, or accept your salary increase for purposes of SSDI/SSI.
· If you and your supervisor are working on a project that is web based and your JAWS speech package is not showing you certain aspects of the page, try tethering the JAWS to pc cursors and/or routing the JAWS to pc cursors, then arrowing down and see if you can’t read the needed text. If you can, use the right arrow to find the choice needed and reroute the cursors then hit the left mouse button to take you where you want to go. When tethering the cursors, make sure when done to untether the cursors. Use for tethering/untethering cursors the following:  CTL plus Insert plus Minus on Num pad). Just like in documents, web pages might also need refreshing to make your speech package behave right—so do Insert plus Esc. If you still need accessibility help because form or web site is just not user friendly, let your supervisor know so this issue can be taken up the proper chain of command at work, or contact a technical computer specialist of your own at home to assist you. In doing so, you may find a great JAWS scripting tool, that is if using JAWS for your speech package, is the Hot Spot Clicker program. This program and a guide for using it can be found at http://www.hotspotclicker.org.

· If you find, when updating your speech package, that certain aspects of documents do not work as they once did, keep your current version of your speech package installed for the areas that do work. However, also try reinstalling the former version of your speech package and create a different hotkey for the older version. When needing to access the problematic documents and one version of speech package gives you problems, close newer version and open older version with your different hotkey. Only have one version of your speech package open at a time, and only have one version automatically start when your computer is restarted.
· Here are some more special JAWS Tips for working with Windows 2007 and Office 2010. First, if you notice that when you log in that JAWS shuts off, do the following:  Go into Basics Menu choose for JAWS to Automatically start, Start JAWS Automatic….; press spacebar and choose the options dealing with log on and log All users” by checking the respective boxes; then hit okay. Second, where things are located is a little different. You will want to explore the new menus, both for Windows 2007 and for Office 2010 or for any future versions of both the Microsoft operating system and the office suite. If you have spreadsheets or documents, created in earlier versions of Microsoft Office, be aware that when you open these documents, you won’t be able to maneuver them. This is until you route JAWS to pc cursor first. Then , you will need to use your CTRL-right arrow keys and listen for JAWS to say something about a document coming from the Internet and the document being protected. You will need to keep going until you hear JAWS say “Enable”. You will, then, reroute cursor and hit your left mouse button and save change. Now your documents are accessible and useable again.
· Work with your supervisor to create necessary forms to do your job independently --PR (purchase Requisition ) form and/or an I&R (Information Referral) form. (Before these were created, they either were not done via the computer or were not done with accessibility for screen reading software in mind).
· If you had to create a new form in word and base it on the former form, like an I&R form, maybe do the following:  Type the main information you wanted and allow a space after the : to insert Edit Boxes, drop down boxes (where information you plug in will now go), or check edit boxes. You would have to decide the length of each field--unlimited or a specific number. When protected JAWS would need to tell you where you are when you tab--DOB, for instance where to plug in the Date of Birth.) It would be good to have sighted assistance on this--preferably you (person needing form) and the computer tech person and/or someone in your agency experienced with forms to assist in creating your job form. The reasoning for the possible new creation is each new version of Word adds support for new features, and drops support for old features replaced by updated features. To even try editing the older document (the sample I&R form done in 2003), you would  have to rename it to end in .docx to support the new developer features. Also, the check boxes and form fields in that older document were not truly interactive, they were really holdovers from the very first implementation of Word. In the newer versions you can insert ActiveX controls which are truly interactive. In the properties field of each control, you can specify the text that appears beside it, what happens when it is clicked on, what state is in by default (checked or not checked) etc. On form fields you can specify what default text appears, such as "click here to edit" or whatever. These controls are off of the developer menu under Controls. See the following link to further assist http://office.microsoft.com/en-us/word-help/create-forms-that-.
· Create memos and letters and sent these per supervisor approval in various jobs held.

· When needing to print an item, like a Leave Balance Worksheet, do the following to use less paper:  Go to your Page Setup menu, and choose landscape and print at 80% instead of the default of 100% and portrait. Other workbooks/worksheets, though, may require different specifications—monthly phone log prints on 4 pages, because there is so much data that is needed; cramming everything on one page will not make good reading to the sighted person. Thus, you will need to use, for the Monthly Phone Log at least, a landscape page and print to 52%. If creating a phone tracking form when you need backup assistance, try these specifications of selecting your print area of cells with data, center vertically and left horizontally. Consider your data and use good row, column and cell height and width. Finally, print at 100% and in landscape. When sighted assistance is given you on a particular worksheet, write down the specs so you can attempt the process next time. Never be afraid to get sighted help from someone you trust and who understands your disability issues—whether the person assisting you is in or outside the worksetting. If a document is very confidential in nature, see if you can come up with a similar document in your home files, if you must go outside the workplace and utilize your support system to get sighted assistance on an issue. A sighted person would need to give you some guidance on the printing of workbooks/worksheets, as some aspects of print quality are visual in nature.

· When you need to sign a form, like a time sheet, on a specific line, you the person with visual disability can do this by first getting assistance in creating a template that covers the entire page except where the signature line goes. The sighted person will need to use some carbon paper and trace the pattern of the time sheet or whatever the form needing templatized is. Then, the hole where signature goes will need to be cut out. The template itself can be made using Braille paper or poster type board.

· Save blank copies of Label sheets to insure right label size used the right one for the right labeling job. (From these, make labels for various companies we send mail to). As a part of this, seek assistance from a co-worker or supervisor in understanding how regular paper and labels come out of a printer. Make notes on these things. Then, after doing a label for a company for mailing, make a note for your records as to the next label you will use when reinserting label sheet into the printer.
· In completing mailing assignments, where you must use a stamp device, (like address/day stamp), and the person using this has a visual disability, you could use your cardboard template for label placement and stamp above where template is. You could also try just placing stamp device on envelope where stamping is needed. A sighted co-worker will need to let you know if the stamp device runs out of ink, where they want stamping to occur, watch for ink smearing, and assist you with refilling stamp—thus insuring blank envelope does not leave the office. Put a piece of masking tape on the front side of labeler, (facing you), and this will let you know you have the address printing in the right direction.
· Copiers with touch screens have LCD screens—thus, you cannot put labels on the screen itself. Microwaves, on the other hand, have a numeric keypad with indentations on the panel where the buttons are located. If your job requires you to make copies, you will have to have sighted assistance with this, or your agency will have to purchase a copier more user friendly to the person with visual limitation. In many instances, though, you can talk with your supervisor about taking on a co-worker’s task in exchange for them assisting you—thus softening the hardship of the person with visual impairment being unable to use the touch screen copier.

· In dealing with training classes where you will be learning a software program, see if you can get into one that is tailored for a visually impaired user—that is if you are a person with a visual disability. Classes where a person with visual impairment attends that is not using a computer to learn software can be accommodated for by allowing the person to get materials ahead of time or making the materials accessible so the person with visual disability can actively participate in class discussion. An example of such a class would be a business communication/filing/writing course.

· Seek insight from other agencies that work with people that have a disability when you need assistance on ways you could better be independent on a job and/or to assist you in assisting your supervisor in dealing with an issue—(purchasing of equipment for instance).

 Conclusion

Author: Virginia E. (Ginger) Robertson, with acknowledgements to others in my networking circle.


To conclude the workplace manual, it’s important to remember that we all are unique, were not raised the same, have differing perspectives to bring to the employment and life table, and can all be a success by persevering. Creating a support network is a wonderful way to help you understand each other, be open-minded, and further your career aspirations by dealing with life’s ups and downs. We all are human and do not cope with issues in the same way, thus the importantce of seeking help through various treatments and therapies. You have to know and understand your problems and want and need help before it can happen; thus, a new beginning of harmoniousness for all personally and professionally. This author has found that if the five core need areas of  Physiological (body maintenance), Safety (deal with shelter),Belonging (our nature with others—kindness), Esteem (Higher position in group with respect from others and power), and Self-Actualization (becoming all we’re capable of achieving) are met, there can be a balanced life. Note that our Spiritual needs are apart of this to and must be met. This information, just mentioned, is a part of Abraham masloe’s Higharky of Needs and was taken from http://changingminds.org/explanations/needs/maslow.htm. You might want to spend some time now, upon reading this manual, reflecting on your life, who is in and played a major role in molding your life, and examining your future career/retirement goals. This author knows she is certainly not perfect and has burned bridges along the way. However, she hopes to be like the parable of the Prodigal Son, found in the Bible in the Gospel of Luke, and be welcomed back with open arms, while continuing to enrich and grow in her life’s experiences. The author, like we all are, a continuing work in progress with ups and downs along the life journey. 

Reference Notes

Author: Virginia E. (Ginger) Robertson, with acknowledgements to others in my networking circle.


Here are five books, one mentioned earlier, to use as references in further assisting you in life:  THE MINDFULNESS AND ACCEPTANCE WORKBOOK FOR ANZIETY: A GUIDE TO BREAKING FREE FROM ANXIETY, PHOBIAS, AND WORRY USING ACCEPTANCE AND COMMITMENT THERAPY by John P. Forsyth and George H. Eifert”, ““The Four Agreements: A practical Guide to Personal Freedom (A Toltec Wisdom Book)” By Don Miguel Ruiz, “Boundaries: When to Say YES, When to Say NO, To Take Control of Your Life” by Dr. Henry Cloud, Dr. John Townsend,  “The Seven Minute Difference” by Allyson Lewis, and “Difficult Conversations” by Douglas Stone. (These books are available in various formats).  Also, seek assistance from family, friends, church, online, books, and through therapy. Along with these books, some good health and wellness websites are The National Institutes of Health (NIH) at http://www.nih.gov, Difference Between Similar Terms and Objects at http://www.differencebetween.net, Web MD at http://www.webmd.com, Changing Minds and Persuation at http://changingminds.org/  Help Guide at http://www.helpguide.org.
Here is further information for some very useful writing resources…

Unless writing for a Journal type piece, write in a third-person for professional purpose.  Also, follow proper grammar and the following tips:

When you are announcing a list is to follow you would use a colon instead of 3 periods. When you are stating something or making a point, use an italic font.

http://www.wikihow.com/Use-Italics
Also, look at the main site of http://www.wikihow.com.

The following are other good sites to consider. If you have trouble linking to the site, copy and paste the particular link in your web browser to open. The links follow:

http://www.klariti.com/
http://explicit.businesswriting.com/
http://en.wikibooks.org/wiki/Formal_Paragraph_Writing
http://writing2.richmond.edu/WRITING/wweb/paragrph.html
http://unilearning.uow.edu.au/writing/1a.html
http://www.english.uiuc.edu/cws/wworkshop/writer_resources/grammar_handboo
http://www.iei.uiuc.edu/structure/Structure1/tenses.html
http://www.nwe.ufl.edu/~epittman/f051102/diagans.pdf
http://ualr.edu/owl/misspelledwords.htm
http://www.unisanet.unisa.edu.au/learn/LearningConnection/?PATH=/Resources/la/Shorter+sentences+for+better+writing/&default=Welcome.htm
http://lrs.ed.uiuc.edu/students/fwalters/para.html
http://www.techscribe.co.uk/ta/how_to_write_instructions.htm
http://home.snu.edu/~hculbert/cheklist.htm
http://www.rscc.cc.tn.us/owl&writingcenter/OWL/LittleWords.html
http://www.engl.niu.edu/comskills/instructors/lessons/grammar.html
http://www.engl.niu.edu/sourcebook/II-1-13.html
http://www.ncpublicschools.org/curriculum/languagearts/secondary/rightdirection3/015step?&print=true
http://mumpsimus.blogspot.com/2005/06/in-praise-of-long-sentences.html
http://www.methodist.edu/english/dd_mm.htm
http://www.mce.k12tn.net/reading39/paragraph_unit/lesson6.htm
http://www.learningbooks.net/wholeword.html
http://www.learnenglish.de/grammar/spellingtext.htm
http://www.langevin.com/road/checklists.html
http://www.criticalreading.com/grammar_reading_writing.htm
http://www.readwritethink.org/lessons/lesson_view.asp?id=1101
http://www.readwritethink.org/lesson_images/lesson1101/AnalyzingInstructions.pdf -

http://www.gavilan.edu/tutor/documents/FrequentlyMisusedWords_000.pdf
http://coachingwizardry.typepad.com/confident_writing/2007/05/whats_the_point.html
http://grammar.ccc.commnet.edu/grammar/commas.htm
http://grammar.ccc.commnet.edu/grammar/runons.htm
http://grammar.ccc.commnet.edu/GRAMMAR/grammarlogs1/grammarlogs287.htm
http://www.businesswriting.com/cgi-bin/commonmisspelled.cgi
http://grammartips.homestead.com/caps.html
http://grammartips.homestead.com/betty.html
http://www.grammarbook.com/grammar_quiz/grammar_mastery.asp
http://www.grammarbook.com
http://cac.ophony.org/2008/06/27/a-very-long-sentence/
http://www.azed.us/
http://www.myenglishteacher.net/sentencefragments.html
http://www2.actden.com/Writ_den/tips/sentence/tense.htm
http://712educators.about.com/cs/writingessays/a/paragraphs.htm
http://www.merriam-webster.com/
http://www.libraryonline.com/default.asp?pID=49
http://aliscot.com/bigdog -- Big Dog's Grammar:  A bare bones guide to English

http://grammar.ccc.commnet.edu/grammar/  -- lots of good help on this site!

http://grammartips.homestead.com/caps.html  -- specific questions answered

http://owl.english.purdue.edu/  -- The Purdue Online Writing Lab (OWL)

www.alexcommunications.com/style_guide.htm -- writing guides

www.correctpunctuation.co.uk/  --  Help with correct punctuation

www.criticalreading.com -- "Reading and Writing Ideas As Well As Words"

www.dailygrammar.com/index.shtml -- good archive of grammar lessons

www.dictionary.com -- a multi-source dictionary search service

www.eatsshootsandleaves.com - has a punctuation game with explanations

www.getitwriteonline.com/archive/index.htm -- good archive of writing tips

www.grammarbook.com/  -- The Blue Book of Grammar and Punctuation Answers - excellent!

www.grammarerrors.com/  -- a guide to the most common errors in the English language

www.grammar-monster.com/  -- good for help with punctuation and parts of speech

www.lousywriter.com -- a free online resource to improve your writing skills

www.webgrammar.com/  -- help with writing or research

www.wsu.edu/~brians/errors/errors.html -- Common Errors in English

www.yourdictionary.com  -- "The Most Comprehensive Online Resource for Your

Dictionary Needs"
How to Write out Numbers | eHow.com
Fractions are spelled out in writing. "One-half of the people stayed." Compound numbers are hyphenated. Twenty-two people went to the game. ... Practice writing a 100 placement number. Once you can say the number placement, ...
www.ehow.com › 
Numerical References
If a number greater than 100 appears at the beginning of a sentence, ... Hyphens are used when the numbers are spelled out to begin a sentence. ...
www.rules.utah.gov/agencyresources/manual.../ch01s04.html -
Rules for Writing Numbers
Spell out single-digit whole numbers. Use numerals for numbers greater than nine. ... If you choose to spell out numbers because one of the numbers is a single digit, .... or broadcast without the prior written permission of the author. ...
www.grammarbook.com/numbers/numbers.asp - 
English numerals - Wikipedia, the free encyclopedia
Note: When writing a cheque (or check), the number 100 is always written "one hundred". ..... Numbers at the beginning of a sentence should also be written out. ... In literature, larger numbers might be spelled out. On the other hand, ...
en.wikipedia.org/wiki/English_numerals –
   While the above information is useful, it is by no means an exhaustive list.  Hopefully, it can at least get you started in dealing with writing issues.
Here are some good medical references…

National Board for Certified Counselors (NBCC) and Their Affiliates, Inc. at http://www.nbcc.org/, Spiritual Guideance at http://intuition2vishnu.homestead.com/FindingSpiritualGuidance.html, Association of Clergy International (AOCI)at http://aoci.info/,  and the American Medical Association at http://www.ama-assn.org.
Here are some very useful websites to get you started with career and financial planning…
Careers.com at http://www.careers.com, JobSearchInfo at http://www.jobsearchinfo.com, Financial Planning 101 at http://www.learnfinancialplanning.com, and Institute for Financial literacy at http://www.financiallit.org.
Here are a few links to get you started in dealing with blindness related work issues….
American Council of the Blind (ACB) at http://www.acb.org, National Federation of the Blind (NFB) at http://www.nfb.org, Federal Transit Administration (FTA) at http://www.fta.dot.gov, Social Security Administration (SSA) at http://www.socialsecurity.gov, American Printing House for the Blind (APH) at http://www.aph.org, Freedom Scientific (FS) at http://www.freedom scientific.com, National Disability Rights Network (NDRN) at http://www.ndrn.org, Independent Living Aids (ILA) at http://www.independentliving.com, Cardinal Sound and Communications Inc. (special earphones for those using speech packages) at http://www.cardinalproaudio.com, Americans with Disabilities Act (ADA) at http://www.ada.gov, Vision aware at http://www.visionaware.org, and Job Accomodation Network (JAN) at http://www.askjan.org,.
 All of the above references and all information in this manual are only the beginning of making yourself whole. Please do pursue, not only the information provided here, but all other useful resources—whether these are in books, videos, online, talking and fellowship with others, various forms of constructive therapy, and seminars. Just like my website of Ginger’s Resources (a group of resources compiled to help us all in life), at http://www.gingerresources.com, this manual, to, tries to be as unbiased as possible and still give a sort of “one-stop shopping approach” for addressing employment and life issues.
