
PSE ''INTENSIVE TRANSITION T~AINING 11 PROGRAM - NARRATIVE AND TRAINING PLAN 

This proposal is for the training of ten participants to 
function as peer counselo1~s (coaches) and job developers (advocates) 
for other Portland CETA participants. As an integral part of their 
training participants will formulate and work through their own 
employment transition. 

The training program is comprised of two parts. An intensive 
nine day training period followed by seven to eight weeks of 
supervised work as coach and advocate. 

Participants will be trained to function with CETA assigned 
caseloads of clients from a wide variety of backgrounds and with 
varying skills, aptitudes and interests. They will learn to coach 
clients in securing jobs by furthering client job self-assessment, 
decision making, problem solving and job hunting skills as needed by 
the client. They will learn to advocate for clients with potential 
employers and others to help develop networks, job opportunities and 
placements for their clients. 

Participants will be recruited and screened initially by Portland 
CETA. It is essential· that all participants begin with the nine 
days of intensive training. Consequently it is recommended that the 
pibgiam be over-enrolled, if possible twelve or thirteen partici
pants, to allow for ten completing the program. 

PRINCIPLES AND AREAS OF TRAINING 

Basically, participants will learn to take clients where they 
are in their job transition process and help them secure jobs uti
lizing to the extent possible the clients own resources. 

As career coaches, the participants task is to empower their 
clients to be actively involved in deciding and effecting their next 
step career direction. This means giving clients appropriate 
resources, support and encouragement to keep moving ahead. 

As career advocates, the participants task is to identify 
appropriate employment opportunities and approach potential 
employers on behalf of their clients where by reasons of circum
stance the clients cannot undertake this task themselves. This 
means responsiveness to a range of needs of individual clients, from 
information for some to job placement for others with the client 
taking as active a part as possible in the process. 

As an integral part of the training, participants will learn by 
working through their own planning _and job hunt. 



To function as coaches, participants will be trained in two 
basic areas. 

I. A highly adoptive Life/Work Planni~g Process 

tr. Peer c6unseling or coaching others in working 
through a process of Life/Work Planning. 

I. Partic~pants will learn a process of Life/Work Planning by 
working it through. Life/Work Planning is a process of self 
assessment, job assessment and job hunting. The more complete the 
self assessment and job assessment, the easier the job hunt and the 
greater probability the job will be held on to. 

Self assessment means: What skills do I have, enjoy and do best? 

Job assessment means: 

Job hunting means: 

Where do I want to use those skills 
geographically, in terms of kind of 
organization and working conditions, in 
terms of special knowledges, in terms of the 
people worked with and/or served, in terms 
of values and goals of the organfzation, in 
t er ms of 1 e v e 1 of re s p o n s i b i 1 i t y a n d s a 1 a r y' . 
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or wage. 
What goals and interests do I want to be 
serving in my work.? 

Finding out the name or names of the jobs 
which fit the self assessment. Finding out 
the names of those organizations within my 
preferred geographical area where such jobs 
might exist. 

Knowing and using alternative means of 
securing the job including research, resume 
writing and interviewing. Holding on to the 
job and getting ahead. 

II. Peer counseling means coaching others in working through their 
process of Life/Work Planning. Some clients will have been exposed 
to a process of Life/Work Planning. Others will be starting from 
the beginning. The point is to help the client move on by 
discerning where they are stuck and helping them move on from 
there. Participants will learn: 

1. Princi~les of coaching including: diagnosing the 
problem and knowing resources to solve it; encouraging, 
supporting and catlysing; relational skills such as active 
listening, assertiveness, feed-back and active involvement, 
attention to client and coach self-esteem; confidentiality; 
record keeping; knowing what you can do and getting help 
,with what ,you can.'t do. · 



2 ~ be v e ·l o p i n g a ~ a r en e s s of t he s i g n i f i c an c e o f w or k : .. 
What employment means to people; stages of adult 
development and their relation to job choice and change;· 
managing transitions. 

T h e p r o c e s s o f L i f e / W o r k P 1 a n n i n g w h i c h . t h e p a r 't i c i p a n t s w i 1 1 
themselves use and utilize as a guide in helping others draws on the 
work of Richard Bolles, Bernard HQldane, John Crystal, John Holland 
and Joseph Dubay • .It is highly adaptable to the needs and 
experience of individual clients and has been used sucessfully with 
such diverse groups as Portland General Electric Self-Directed 
Career Program, Washington County Corrections, U.S. Forest Service, 
Bureau of Land Management, displaced homemakers, high school 
drop-outs and Ph.D. 's. 

To function as advocates, participants will be trained in three basic areas. 

I. Researching and identifying appropriate employment 
o pp o rt u n i t i e s a n d · c o mm u n i t y r e s o u r c e s . f o• r h e 1 p i n 'j o b 
search and placement. Knowing published resources. 

II. Contacting and relating to potenti,al employers to 
establish interviewd and placement for clients. 

III. Aiding each client in establishing a network - a 
self managed group of people the clients can ask for 
information about the job area that. holds most interest. 

I. Participants will learn how to field research and telephone 
interview to identify appropriate employment opportunities for their 
clients. They wi 11 learn to network, interview, develop contact 
lists, follow up on contacts. They will also learn published and 
community resources that can be used on behalf of themselves and their clients. 

II. Participants will learn to relate to potential employers for 
information, arranging interviews and placemenet. They will learn 
to understand the needs of the employer; what information to secure 
and how; how to advocate for the client; contact follow up; 
telephone communication skills. 

III. Participants will learn to aid clients in establishi1ng 
ongoing networks by utilizing their circle of friends and contacts 
and expanding their contacts with people who will be helpful in their job hunt. 

•\ 
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THE PROGRAM ,r 

The program is comprised of three parts. 

1. An intensive nine day period of training in coaching and 
advocating as outlined in the section Principles and.Areas of 
Training. 

2. A one day orientation to Portland CETA procedures, appropriate 
personnel· and case load assignment. 

3. Seven to eight weeks of supervised functioning as coaches and 
advocates with CETA assigned case load. Continuation of own 
employment development program. 

PROGRAM PART I 

A. First five days: Coaching 

L.. L e a r n i n g by w or k i n g t hr o ugh for t hems e lv es a 
Life/Work Planning Process. 

2. · Lea~ning to coach oth~rs in Life/Work Plannin9. 

B. Sixth through ninth day: advocating 

1. Learning to research and identify appropriate 
employment opportunities and community resources 
for help in job search and placement. Learning 
published resources. 

2. Learning to contact and relate to potential 
employers to establish interviews and placement 
for clients. 

3. Learning to aid clients in establishing a 
network. 

PROGRAM PART II 

One day orientation to Portland CETA Presentation of information 
on CETA procedures, assignment of case loads. 

PROGRAM PART III 

Seven to eight weeks of work with CETA assigned case load under 
trainer supervision. 
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1. During the first four weeks participants will work on 
their assigned case Toads meeting as a group for one to two 
hours per day with a trainer for supervision, problem 
solving, sharing and feedback. Focus of the first week 
will be contacting and getting to know clients and their 
needs. 

2. At the begin11ing of the fifth week, participants will .meet 
with trainers for a day long workshop for performance 
evaluation, problem solviong, review and feedback. 

3. D.u r i n g the sixth , seventh and e i g ht h week , part i c i pants 
will meet as a group with a trainer for a three hour period 
each week for supervision, problem solving, sharing 
feedback and closure of the program. 

EVALUATION 

Primary benifits of the program are in the self placement of 
participants and in increased placement rates of their case load 
clients. Another major benefit is the pilot project testing of a. 
coaching-advocacy program and method which may find extend.ed use. 

Program evaluation procedures will be developed with CETA 
supervision. The program director will make progress reports to 
CETA on programs and participant progress in a form determined · 
mutually by CETA and the program director. 

TRAINING METHODS 

Presentat1ons, structured exercises, field work, case studies 
and supervised practice will be used in the training. Special 
features of the training include: 

1. Participants learn a Life/Work Planning process as a 
guide for coaching others by working through the 
process themselves. 

2. While functioning as coaches and advocates, 
pariticipants will also provide role models for 
clients and check out strategies they are using in 
developing jobs for themselves. 

3. Phased decrease of job supervision. 

4. Team building and team support for the participants. 
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TRAINERS AND STAFF 

Trainers are experienced specialists in the training areas. 

JOSEPH A. DUBAY, Program Director and Chief Trainer 
Specialist in Life/Work Planning, counselor training and 
Human Resource consultant with over ten years of experience. 

ALISON JOHNSON, Specialist in Life/Work Planning and career. 
counseling. Currently teaching at Portland Community College 
and in private practice. 

MARY LANSING, Communication and Self-Management specialist with 
extensive consulting and training work in communications, 
time and stress management currently in private counseling, 
consulting practice. 

SANDY CULVER, Job Development and Community Resource Specialist 
with over three yeafs experience with Multnomah-Washington CETA 
consortium. 
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ORDINANCE No. 150117 

An Ordinance authorizing the creation of thirteen (13) positions within 
the Human Resources Bureau for the period beginning August 4, 1980 
and ending September 30, 1980; creating thirteen (13) Public Ser
vice Employment positions under CETA Title IID costing $28,677; 
and declaring an emergency. 

The City of Portland ordains: 

Section 1. The Council finds: 

1. The City of Portland has been designated by the United States 
Department of Labor as Prime Sponsor for administering funds 
under the Comprehensive Employment and Training Act (CETA) 
Title IID to provide employment and training opportunities 
for unemployed persons. 

2. The Human Resources Bureau is requesting authorization to 
utilize thirteen (13) CETA Title IID positions in an "Intensive 
Transition Training 11 program to augment the Training and Employ
ment Division's Case Management Unit in its effort to counsel 
and find permanent, unsubsidized employment for all participants 
currently enrolled under the Public Service Employment program. 
The cost of the "Intensive Skill Training" program will not 
exceed $28,677. 

3. The Human Resources Bureau,.through its Training and Employment 
Division, offers training and transition potential within the 
overall program for entry level positions. 

4. The positions requested have the approval of the Training and 
Employment Division's Program Development Unit, Training and 
Employment Division Manager and the Executive Director of the 
Human Resources Bureau. 

5. Funds are available within the CETA Fund in the FY 19B0-81 
Budget to provide for the cost of these positions. 

6. A narrative description of the program, the training provided 
and position titles, wages and fringe benefits are set out in 
Exhibit 11 A11

• 
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