=VY

Initial version of the job crafting

model addressed to NEETs with

disabilities

Authors: Anna Gruszczynska, Agnieszka Jaskiewicz-Ktosowska, Karolina Sielecka

In cooperation with job crafters : Joanna Bednarek, Natalia Kosiorowska,

Magdalena Kowerska, Agnieszka Nita, Sylwia Nykotyszak, Paulina Statkiewicz

www.nevi-evy.eu

Social . | institute > - EUROPEAN:
Innovation & - ““““““““““ for structural Fundacja EUS®. RijRal youH
nnovetion® RN v European union Ibs ; (9 o € CenterKontura 4L RURALYOUTH

ccccccc



HL:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

Table of content

Introduction to the Job Crafting Model.......cveeiniiiiiiiiiiii e, 4
Definition and objectives of job crafting and areas of job crafting....................... 6
Definition of job Crafting ProCeSS. i i iiiiiiiiir e e eees 6
Objectives of job Crafting PrOCESS .ouuvuiniiiiiiii et eeeees 7
AUTOCTA NG PrOCESS . vttt erree e ettt e e e rasestaneseeaeenenensnsnsanes 10
Job crafting at Aktywizacja Foundation .......cceeeeiiiiiriniiiniiiiiiirrr e 11
Origins of the Job Crafter role .....ve.euveiiiii e 11
Vocational support model implemented by the Aktywizacja Foundation....... 14

Recommendations for the Job Crafting Model for NEETs based on

IDI A@NALYSIS tuinininiiiiiiiee it e e e ee ettt et et s e et araeaeaete e e e e e eaeaas 15
Description of the model and its replication potential.........ccoceevveiiiiinininenannan. 19
Target Groups OF the MOAEL.....uinieiiii e e 19
Job Crafting as Support for Young People with Disabilities ...........cccceneeeeee. 20

Job Crafting as EMpLloyer SUPPOIT ...ueeieiiiiieiiiieeeiee et eree e e eae e eneanes 21
Job crafter vs. job coach —difference inroles .....ccoeeviiiiiiiiiiiiiiiiiiiceeee, 22
Client path in cooperation with ajob crafter........cccovieiiiiiiiiiiiiiieeeene, 23
Possibilities for replicatingthe model......ccveeeniiiiiiiiiiiiiirire s 24
Tools and methods used in the job crafting process.....ccccevveiveiiiiiniiininiininennnns 26

Description of documents included in the ilnitial version of the job crafting

(2010 To =] R PP UPPRRN 27
1.  Readiness Questionnaire (ANNEX 1) cuciiiiiiiiiiiiiiiiiiiiiieeeeeecer e, 27
2. Job profile description (ANNEX 2) ....iuiuiiiiiiiiiiieeiic e e e 27
3. Job analySis (ANNEX 3)ueiiiiiiiiiiiiiiiiiiiiiiirieeee e it e e e eerere e e e eaes 28
4, ACtion Card (ANNEX 4) cueuiuiiiiiiiieeii e e aeae e ae e eneeeenaaenaes 28
5. Listof Coded Tasks (ANNEX 5) c.cuiiiiiiiiiiiiiieieeieieii e eeeeeeeeeeeeeenas 29

Optional documents, activities and worksheets for use in the job crafting
P O S S et ittitentteeeneneeetaeeneneataneneneesasensnsnsesansnsnsassssnsnsetasensnsnsasssensnsoranenens 30

Realizujmy sie — Let’s Realize Ourselves - autocrafting web-based application

Job crafter’s CoOAde Of BTNICS vttt eeneneenes 41

Table of ex-ante evaluation findings impacting the initial model design and areas
to be verified during Model teStiNgG......c.vvieieiiiiiiiii e 43

www.nevi-evy.eu

Social - I I institute

£ 15 EUROPEAN
Innovation & m Codundad by for structural > F @ EUALS. RiRAL YOUTH
iy ihe Europoan Union | b g Mo strue s CenterKontura U2 RURAL YOUTH



EIJ:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

=Y (UL UL C=] g2 1A 1 = 54

Recommendations for the initial version of the model resulting from the
international workshop dedicated to organisations working with NEET youth ... 54

Stories from the life of the project. Feedback from cooperation with a young

Person With @ diSability ......cee ittt e e e e eaas 54
Ethical foundations of the ProjeCt .....ceeiuieiiiii e 54
LISt OFf ANMNEXES . ettt et e e e aae 54
ANNEX NO T ettt et e et e eaa e et aneaeeneantneneeaenaenaneans 55
ANNEX N0 2 ittt e et et et e et euetaensaaaneaetaensaaensnstnsnseasnsensnrens 62
ANNEX N0 3 Lttt ettt et e et et e et et e e e e aans 64
ANNEX N0 4 Lottt ettt et e e et e et e e e e anaans 72
ANNEX N0 D ittt e et e et e et e e et ensaeeneanteneaaanaananaans 73
ANNEX N0 B oottt ettt et e et et e e et ra e e e e e anaans 76
ANNEX N0 7 oottt ettt et e et et et et e et e e e e aans 79
ANNEX N0 8 Lottt e et et e eaa e eaeteansaeaneantnenraaaneenanrans 83
ANNEX N0 O ittt ettt e e e et e saeeneaetaensaaaneaetnensaaanaenenrans 89
ANNEX N0 TO oottt e e ettt e et e et ra e e e e e e eans 90
ANNEX N0 TT ottt et et et e et s e et s e e e eaeenenaens 93
ANNEX N0 T2 ettt et et ettt et s e et saeaeeneeneeneens 97
ANNEX N0 T ettt e ettt e e e e et e e e aaan 101
ANNEX N0 T4 ettt et et e e e e e e e e enenan 103
ANNEX N0 TS ottt et et et et et se et e e eaeneneanns 105
ANNEX N0 TB ettt et et e e e e e e e e enenan 109
3
www.nevi-evy.eu
Social .1 < institute

E 15 EUROPEAN
ion ¢ Co-funded by > F e
Innovation ® B e | g lfor strutural O rodscs @) CenterKontura  EVES: rusaLvoum

Initiative 7~ DBSERVATORY



EIJ:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

Introduction to the Job Crafting Model

Young people with disabilities remain one of the groups most at risk of exclusion
from the labour market in the European Union. Although EU policy increasingly
emphasizes inclusion and equal opportunities, Eurostat and European
Commission data indicate persisting deep inequalities in many areas of socio-
professional functioning within the group of persons with disabilities’. Young
people with disabilities aged 15-29 who experience long-term health limitations
are more likely than their peers without disabilities to remain outside of
employment, education, and vocational training, thus falling into the so-called

NEET category (not in employment, education, or training).

The NEET rate for young people with disabilities is significantly higher than the EU
average for the entire group of people with disabilities, which in 2024 stood at
around 11%?2. Although Eurostat does not publish detailed data exclusively
concerning young people with disabilities, information contained in databases
on populations with limited activity indicates that the gap in employment and
access to education still persists. Barriers to completing education and
obtaining qualifications mean that young people with disabilities often gain their
first work experience later than their peers without disabilities. Consequently,

they often take up less advanced positions than other workers of the same age.?

The model of the job crafting process proposed in the project NEETcraft Initiative:
Innovations for Empowering Youth with Disabilities is a response to the
challenges faced by NEET youth with disabilities in the labour market, aiming to
increase their chances of employment and improve the quality of employment
within this group. Job crafting is an approach that assumes comprehensive

support from so-called job crafters — specialists who accompany the job seeker

" Eurostat_Employment gaps for women & people with disabilities
2 Eurostat_Statistics on young people neither in employment nor in education or training

3 European Disability Forum (2023). The Right to Work: The employment situation of persons with
disabilities in Europe, pp. 38
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not only during the job search stage but also after employment. Job crafters
strengthen the sense of agency and control over one’s career path, enabling both
job seekers and those already employed to actively shape their duties and

workplace relationships.

The job crafting method has been successfully applied for several years in the
practice of socio-professional inclusion at Aktywizacja Foundation positively
influencing job satisfaction, engagement, and well-being among people with
disabilities. Despite its high effectiveness, the job crafting process is still not
widely known among institutions and organizations supporting job seekers

across EU countries.

As part of the project, the job crafting process applied by Aktywizacja Foundation
will be adapted to the specific needs of young people with disabilities, also
considering gender differences. The involvement of experts from various
European countries will enable knowledge exchange and ensure that the model

becomes more universal and applicable in different contexts.

This publication presents the definitional framework and main theoretical areas
of the job crafting process, recommendations for the model arising from the ex-
ante analysis conducted within the NEETcraft Initiative: Innovations for
Empowering Youth with Disabilities project, a description of the model along
with proposed documentation for those interested in applying the job crafting

process.

The authors of the publication consent to the use of the tools and solutions
presented herein in the process of vocational inclusion of persons with
disabilities, while emphasizing that the fundamental structure of the job crafting
model should remain unchanged. Preserving this structure is what allows us to
speak of implementing job crafting as a method. However, we encourage
modifications and adjustments of detailed elements and work methods to the

specifics of a given environment, target group, and implementing organization’s
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needs. We believe that combining the stable framework of the model with

flexibility in practical solutions increases the method’s effectiveness.

Definition and objectives of job crafting and areas of job
crafting

Definition of job crafting process

Job crafting is a concept developed in 2001 by two American researchers, Amy
Wrzesniewski and Jane Dutton, within the field of work and organizational
psychology. The psychologists defined job crafting as “individual, self-initiated
actions aimed at changing one’s job to make it more meaningful and satisfying.”
In short, job crafting is a process in which an employee adjusts their tasks,
relationships with others, and perception of their professional role in such a way

that the work better reflects their expectations, values, and skills.

Specialist literature offers a characteristic of the job crafting process, but the
role of the job crafter is not defined therein. According to the definition of the
process, a job crafter may be understood as any person who consciously shapes
or supports the shaping of a professional role by introducing changes in how
tasks are performed, in relationships with others, or in approaches to

professional responsibilities.

In the job crafting model defined by Aktywizacja Foundation for the
professional inclusion process of persons with disabilities, the position of
job crafter is assighed to a dedicated professional prepared for this role. This
individual possesses experience in providing support to job seekers and has
basic knowledge regarding disability. Additionally, the job crafter is familiar with
labour market trends, especially local specificities, and has experience working
with people with disabilities. Other important traits and skills for this role
include: the ability to connect employers’ needs with those of job seekers,

creativity, ease in establishing relationships, and entrepreneurship.
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Based on Aktywizacja Foundation’s experience with implementing the job
crafting model for persons with disabilities, it is recommended that the role of
job crafter is most often performed by individuals with an educational
background in vocational counselling, career counselling, psychology, or

education.

Objectives of job crafting process

Job crafting is a method aligned with the latest trends in positive psychology,
which holds that the nature and place of work should be a source of daily
satisfaction. Since work occupies a large part of the day (and, in the long term,
a significant part of life), it is crucial that we can adapt it to our needs and

preferences, either independently or with the support of another person.

In the context of persons with disabilities, the method has an additional value - it
enables the designh of work that also takes into account disability-related
aspects. From this perspective, two main objectives of job crafting can be

identified:

ADAPTING THE WORKPLACE CHOOSING THE RIGHT
WORKPLACE

Adapting the workplace

On the one hand, job crafting relates to behaviours we can undertake daily to
improve the fit between our work and our talents, strengths, skills, interests, and
values. It helps us shape our professional experiences flexibly, build personal
resources, and enhance productivity, leading to greater engagement and
reducing burnout by modifying tasks and aspects of work that hinder

satisfaction.

Choosing the right workplace
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On the other hand, job crafting can be treated as a preparatory activity preceding
job seeking, employment, and career development. In this sense, it involves
choosing a work environment that is maximally suited to our resources or
provides opportunities for modification. This objective is particularly important

for persons with disabilities who are seeking employment.
Areas of job crafting process

The support provided by a job crafter aims to achieve greater job satisfaction.
With such support, a job seeker or an employee adapting their workplace learns
how to better utilize their strengths, reduce burdens, and find greater meaning in

everyday professional tasks.

In the classical concept of job crafting, three fundamental areas of influence
have been identified: tasks and activities, relationships with others in the
workplace, and the meaning of work. An interesting approach to workplace
crafting was presented by Beitner, who highlighted the following key areas of

action for job crafters:*

Task crafting

How does
the job

crafter

help?

tcrafting crafting

Cognitive
crafting

Environment
crafting

4 Beitner J., Introduction to Job Crafting in: Well-being week in law activity planning
GUIDE, Well-being week in law_activity planning guide

www.nevi-evy.eu

Social - | I institute

. ¥, EUROPEAN
ion Co-funded by f truct | > Fu EUiyie. RAL YOUTH
oon © H the European Union | h S rﬁén;a;zﬁ o O Aktywizacje @ CenterKontura “':B/' RogﬁEwnTDRv

Initiative


https://lawyerwellbeing.net/wp-content/uploads/2021/03/Job-Crafting-1.pdf

1.

Social

Initiative

HL:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

Task crafting — The job crafter supports the analysis of duties and
professional tasks, proposing changes that facilitate work. This may
include:

e eliminating or reducing tasks that cause difficulty,

e adding tasks that better align with the person’s skills and interests,

e changing the way tasks are performed to make them more

accessible (e.g., using assistive technologies).
Relationship crafting — Working with others can be a major challenge for
persons with disabilities. Therefore, cooperation with a job crafter may
provide supportin areas such as:

e initiating contact with colleagues who can provide support at work,

e limiting contact with selected co-workers,

e adjusting communication forms to the individual’s needs (e.g.,

online rather than in-person meetings).
Cognitive crafting — The job crafter supports the process of valuing work
by:

e identifying tasks that develop skills and provide satisfaction,

e learning to recognize the long-term benefits of professional tasks.
Environment crafting — This involves actively adapting the physical and
social work environment to make it more conducive to achieving
professional goals, comfort, and efficiency. In this area, the job crafter
may support the person with a disability in:

e adapting the office to their needs (e.g., positioning a desk by the

window),

e adjusting technological tools (e.g., software, magnifiers) to

personal preferences to increase work efficiency,

e automating tasks (e.g., through technology for streamlining routine

actions such as bulk correspondence), thereby saving time for

more creative tasks.
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5. Development crafting — This is the most complex area of job crafting
intervention and includes analysing skills and strengths, setting
developmental goals, and identifying ways to achieve them. In this
context, the job crafter may support a person with a disability in:

e choosing appropriate vocational training,
e finding a mentor within the team to share knowledge and assist in

defining career goals and strategies for achieving them.

Autocrafting process

Autocrafting describes the process in which an individual independently
analyses their work and available resources, then reshapes them to ensure

greater satisfaction with the tasks performed.

So far, we have discussed job crafting in the context of a method applied by
career development specialists or other people from our environment
(supervisors, mentors, teams, colleagues) who support the process of adjusting
work to our resources. It is, however, worth remembering that job crafting is
primarily a method through which individuals, by means of their own active
efforts, can shape their career development. This is achieved through the
practice of autocrafting (self-crafting), which is most often described in the

literature.

Autocrafting describes the process in which an individual independently
analyses the work performed and the available resources, and then
reshapes the former in a way that ensures greater satisfaction with the tasks

carried out.

In the context of autocrafting, work is not limited to performing professional
tasks but also includes all elements surrounding them. It is worth “thinking of
work as a set of different elements, including: performing professional tasks,
working conditions (physical and psychosocial), relationships with supervisors,

relationships with co-workers, attitudes towards work, what | think about work,
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the emotions | experience in connection with performing work, the opportunities

and limitations posed by my professional role, etc.”®.

Examples of autocrafting practices include®:
e reflecting on the meaning of one’s work (for oneself, for the success of the
organization, for society...),
e investingin professional development through participation in training,
e seekinginspiration,
e showing initiative at work by engaging in new tasks,
e improving efficiency in performing work,
e searching for new solutions,
e taking on additional tasks,

e reducing burdensome social interactions.

Job crafting at Aktywizacja Foundation

Origins of the job crafter role

The beginnings of the job crafter position date back to 2017, when the team at
Aktywizacja Foundation observed significant challenges related to the
effectiveness of support provided to project participants by job
intermediaries/brokers. At that time, the Foundation employed staff whose main
tasks were to search for job offers for persons with disabilities and prepare them

for job interviews.

However, analysis of the support outcomes revealed that this form of assistance
was insufficient. Despite acquiring appropriate qualifications and professional

competences, many participants still faced difficulties in securing employment.

5 Kapica t, Baka t, Najmiec A., Job Crafting jako metoda budowania zasobdw i pozytywnych
postaw mtodych pracownikéw wobec pracy. Poradnik dla pracownikéw i pracodawcéw,
Warszawa 2022, p. 43
6 Based on: Kapica t, Baka t, Najmiec A., Job Crafting jako metoda budowania zasobéw
| pozytywnych postaw mtodych pracownikéw wobec pracy. Poradnik dla pracownikéw
| pracodawcoéw, Warszawa 2022, p. 45
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Moreover, those who managed to obtain a job often could not retain it for a

longer period of time.

The Foundation’s team identified a key barrier — individuals’ lack of
communication skills necessary to articulate their needs, difficulties, or
expectations to employers. Project participants lacked the ability to modify or
adjust their professional duties to their own abilities and limitations, which led to
frustration, decreased job satisfaction, and termination of employment by the

employer — usually within 1 to 3 months after starting work.

Given that the Foundation mostly supports people with intellectual functioning
within the normal range, the use of the supported employment model and the
traditional job coach support was not necessary. The team therefore looked for
a new solution. The main assumption was to create a role that would enable the
identification of a persons’ with disabilities potential and the development of
sustainable and realistic employment pathways tailored to the individual’s
specific functioning.

In response to the diagnosed needs, the concept of the Job Crafter role was
developed and introduced.

Aktywizacja Foundation implemented job crafting as a service supporting the
process of vocational activation for persons with disabilities. This method
responded to the growing exclusion from the labour market of individuals with
low qualifications or those who, due to certain skill deficits or ways of

functioning, were unable to fully develop their professional competencies.

The foundation of the job crafting model is the assumption that every person with
a disability should have the opportunity for professional development, regardless
of their initial qualifications, skills, previous educational or professional

experiences, or specific needs resulting from their disability.

In the approach developed by Aktywizacja Foundation, the main task of the

job crafter is to act as a bridge between the job seeker and the employer,
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enabling employment and supporting job retention for persons with

disabilities.

In cooperation with the employer, the job crafter supports the recruitment
process of a person with a disability, including candidate selection and
specialized counselling regarding the specific aspects of employing persons with
disabilities. Moreover, job crafting also covers support in retaining employment
through monitoring, preparing proposals for optimizing organizational and HR
processes, and analysing relationships between the employee with a disability

and other co-workers.

A key element of the service provided to persons with disabilities is teaching the
skills of autocrafting one’s workplace, motivating self-directed learning, and

encouraging additional initiatives.

The experience of Aktywizacja Foundation confirms that individuals
supported by job crafters are more likely to take actions that improve the
quality of their employment (they are more open to changing their role,
taking on new tasks, or even seeking another job). The job crafting model
initiated at Aktywizacja Foundation aims to foster attitudes among persons
with disabilities that lead to a real increase in competencies, the
development of resources, and an expansion of responsibilities - directly
contributing to improved employment conditions.

Developing new skills by expanding the scope of duties, leveraging contacts
with other employees, engaging in additional initiatives — all increase the
employee’s value within the organization. The benefits gained by employees
as aresult of crafting and reshaping their work can also provide a basis for
negotiating a salary increase or job promotion, as well as a significant

advantage during recruitment processes.
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Vocational support model implemented by the Aktywizacja
Foundation

All projects carried out by the Aktywizacja Foundation are based on a coherent
support model aimed not only at activating persons with disabilities but above all

at helping them obtain and retain employment.

The first stage of the support process is recruitment. At this stage, basic data
is collected, documents confirming disability are verified, and an agreement is
signed between the representative of Foundation and the individual, defining
mutual obligations. Recruitment also allows for initial relationship-building

between specialists and individuals taking part in Foundation’s projects.

The next stage consists of individual meetings with a career counsellor, during
which an Individual Action Plan (IAP) is developed. This document contains
information about the participant’s professional experience, encountered
difficulties, barriers to entering the labour market, and support needs. Based on
the diagnosis, the career counsellor selects appropriate forms of support, and

the document itself sets the direction for further actions.

Within projects, the Foundation offers both individual and group support.
Individual assistance includes consultations with a career counsellor,
psychologist, lawyer, and job crafter. For persons with disabilities without
professional experience, internships are organized. Group support is delivered in

the form of social and vocational skills workshops and vocational training.

The overall goal of these activities for person with disabilities is to secure and
maintain employment in the inclusive labour market. An important element of
the model is the continuation of support after a person with disabilities enters
the labour market. Foundation specialists remain in contact with employed
individuals, offering assistance in crisis situations or when intervention is
required. Additionally, monitoring is conducted through follow-up phone calls

carried out at 3, 6, 12, and 18 months after starting employment. The aim of this
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activity is to assess the sustainability of outcomes and identify further support

needs.

In this model, job crafting plays a complementary role, completing the entire
support pathway. It is worth noting that for individuals experiencing exclusion
due to disability, insufficient work experience, or lack of qualifications and skills,
support from a job crafter alone is not sufficient. It is an additional service that
complements the comprehensive vocational activation support planned for the

individual.

Recommendations for the Job Crafting Model for NEETs based on IDI
analysis

Before starting work on the job crafting model, an ex-ante evaluation was
carried out. This activity included, among others, conducting 15 in-depth
interviews (IDIs) with three target groups directly involved in the implementation
of the model. Five interviews were conducted with young NEETs with disabilities,
five with people currently working as job crafters at Aktywizacja Foundation and
five with employers hiring persons with disabilities.

The research was conducted by telephone, based on a pre-prepared interview
scenario. The objectives of the study with respect to each group were defined as
follows:

1. Employers - the aim of the study was to obtain in-depth knowledge about
employers’ experiences in hiring young people with disabilities, and to
identify the key needs, barriers, and challenges these individuals face
when entering the labour market. The study sought to collect information
that would help better understand recruitment mechanisms, employers’
attitudes and expectations, as well as highlight areas requiring supportin
the vocational activation of young people with disabilities.

2. NEETs with disabilities — the aim of the study was to define the
challenges and learn about the experiences of young people in the job-
seeking process, as well as their participation in vocational inclusion

projects supporting entry into the labour market.
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Job crafters — the aim of the study was to gain detailed insight into and
analyse the experiences of people working as job crafters, including the
organisation of their work, the competencies required to perform this role
effectively, and the specifics of their relationships with persons with
disabilities. Particular emphasis was placed on capturing the practical
aspects of job crafting in the context of supporting young people with

disabilities in seeking and obtaining employment.

Based on the analysis of these three sources, the following recommendations

were formulated for shaping the job crafting model for young NEETs with

disabilities. These recommendations aim to increase the effectiveness of

supportin entering and sustaining employment for this group, which is

particularly vulnerable to exclusion.

1.

Social

Initiative

Personalisation and flexibility as the foundation of job crafters’ work
The job crafting model should be based on an individual approach to each
person. Young people with disabilities show a strong need for flexibility,
both in the form of contact (preferences for online or asynchronous
communication) and in the organisation of work. Support should be
tailored to the level of independence, communication style, and
psychological or social barriers of each participant.

Special attention should be paid to the possibility of continuously
modifying forms and tools of support depending on the changing needs of
participants. Individualised support, focused on the needs and difficulties
of each person, forms the foundation of creating personal support
pathways and is the main factor influencing the effectiveness of
activation activities.

The holistic role of the job crafter: educational and developmental
support

Due to deficits in social and emotional competencies among young
people with disabilities, the role of the job crafter should go beyond
standard career counselling. The specialist should act as an advisor

combining elements of a job coach and a mentor. When working with
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individuals with low self-esteem and social anxiety, building trust-based
relationships, empathetic communication, and jointly defining career
goals become particularly important.

As one job crafter participating in the study said:

“Young people mostly need this kind of psychological support, simply
being listened to, understood, accepted, and reminded that their
disability does not define them. It is just one of the aspects they have.
Whether they get hired depends not only on disability but mainly on other
competencies they possess.”

Continuous support — before, during, and after employment

The model should include the possibility of job crafters’ support at all
stages of the employment process: from preparing application
documents, through interview simulations, accompanying job interviews
with employers, to supporting adaptation and job retention. The final
areas of support for each person should be clearly defined during the
initial diagnosis. Support is especially important at the job retention
stage, where young people often encounter interpersonal,
communication, and organisational difficulties, and their reaction may be
withdrawal and resignation.

The role of the job crafter then becomes mediation, motivation, and
analysing problematic situations. Ultimately, the support should equip
young people with disabilities with competencies enabling them to
independently craft their workplace.

As job crafters highlighted in the interviews:

“They resign from jobs so quickly because difficulties arise. Instead of
trying to talk and solve these problems directly with the employer,
supervisor, or colleagues. That is why job crafter support is so important —
to show them that quitting is not the solution, and that first and foremost,
one should try to resolve these difficult situations.”

Development of soft skills
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The support programme should include components for developing key
soft skills: interpersonal communication, the ability to ask for help,
responding to feedback, teamwork, emotion management, and resilience
to stress.

As mentioned in the individual interviews:

“Soft skills would be very useful, so | think it’s worth working on them - on
communication with another person, on recognising emotions and
feelings, because that is also needed.”

Strengthening the sense of agency and self-confidence

A key element of job crafters’ work is supporting the development of
young people’s sense of agency by enabling them to influence decision-
making processes: jointly selecting job offers, defining career
preferences, and participating in planning development pathways.
Encouraging participation in extracurricular activities (internships,
volunteering, courses) is also an important element of building
professional identity and increasing labour market attractiveness.
Cooperation with employers and training of management staff

Job crafters should actively cooperate with employers, offering pre-
selection of candidates, advice on job matching, and support during new
employees’ adaptation. It is also necessary to promote an individualised
approach to onboarding, based on observation and responding to the real
needs of newly employed persons.

Tools supporting the work of job crafters

Itis recommended to develop a set of tools to support the job crafting
process, including: application document generators, tools for identifying
strengths and weaknesses, materials for interview simulations, checklists
for assessing job readiness, as well as educational resources tailored to
the learning styles of young people (e.g., lists of films, podcasts,

interactive online courses available free of charge to young people).

Summary

Social

Initiative
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The job crafting model for young NEETs with disabilities should combine
elements of career counselling, psychological support, education, and
cooperation with employers.

The aim is not only to secure employment but also to foster personal,
professional, and social development of young people with disabilities, while

simultaneously increasing their sustainable presence in the labour market.

Description of the model and its replication potential

Target Groups of the Model

The recipients of the job crafting model developed within the project NEETcraft
Initiative: Innovations for Empowering Youth With Disabilities are two groups:
young people with disabilities seeking employment, and job crafters whose role
may correspond to the activities performed by the broadly understood group of

career development or vocational guidance specialists.

The direct target group of the model consists of young NEETs (not in
employment, education, or training) with disabilities, aged 18-29. The initial
assumption for young people with disabilities selected to test the model, as well
as for its future users, is that they demonstrate readiness to participate in
vocational activation processes related to job seeking and subsequent job
retention. This readiness is assessed based on the results of an initial
questionnaire hereafter called the Readiness Questionnaire, which examines
openness to cooperation with a job crafter and readiness to search for
employment. The questionnaire is an integral element of the model and refers to
such areas as: motivation and readiness for change, communication and
cooperation skills, engagement and organisational skills, and environmental

support.

The second group of recipients who may benefit from using the model are
specialists interested in applying the job crafting method, working within
institutions and organisations supporting young people with disabilities in the
labour market. These include non-governmental organisations, educational and
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social institutions and organisations, public employment services, as well as

employers.

Job Crafting as Support for Young People with Disabilities

The job crafting process model addressed to young people with disabilities can
be an effective working tool in the hands of specialists cooperating with them in
professional inclusion processes. Young people with disabilities are often at the
beginning of their professional path. They lack not only work experience but also
orientation in current industry trends, employers’ requirements, and the
possibilities of shaping a job position in line with their individual predispositions

and needs.

In this process, the job crafter acts as a mentor, advisor, and guide in job design,

helping the young person to:

1. Recognise their own resources (competencies, interests/hobbies, needs,
difficulties),

2. Understand how these resources can be used by a young person with
a disability in a specific work environment,

3. Modify the scope of duties or the way they are performed so that the job
becomes feasible, satisfying, and sustainable in the long term (here, the
job crafter’s role should remain supportive, with an emphasis on teaching
the young person with a disability how to self-craft their workplace. In the
longer perspective, this results in the ability to navigate the labour market

independently).

The role of a job crafter can be performed by specialists supporting young people
with disabilities in navigating the labour market, as well as in the processes of
employment and job retention, regardless of the type of institution in which they
work. Most often, these are career counsellors, psychologists, or HR/career
development specialists. However, due to the specificity of working with

young people with disabilities, it is crucial that the person acting as a job
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crafter has experience and resources related to professional inclusion and

knowledge of the labour market’s particularities.

Job Crafting as Employer Support

In the job crafting model developed for the professional inclusion of young
people with disabilities, the support provided by the job crafter also includes

activities directed towards employers.

Cooperation with the employer within the job crafting model has a strong
advisory and relational character. The job crafter’s task is to establish a
relationship with the employer, identify their needs and expectations regarding
the employment of a young person with a disability, support the onboarding of
such a person into the workplace, assist with job retention, and help overcome

difficulties that may arise during employment.

Hiring a young person with a disability can be a challenge for an organisation;
therefore, the role of the job crafter serves as a bridge and is of a partnership
nature —aimed at adapting the workplace to the potential of the young person

while at the same time maintaining the organisation’s goals.

During this stage, issues concerning the adaptation of the job position to the
presons’ with disabilities needs and/or the physical adaptation of the workplace
are addressed, as well as challenges arising during the client’s adjustment to the

work environment.

This is a practical implementation of the idea of “tailor-made work,” which
contributes to a better alignment of the professional role with the young
employee’s competencies and needs, reduces the risk of turnover and burnout,
increases engagement and productivity within the team, and fosters the creation
of inclusive and diverse teams open to cooperation with young people with

disabilities.
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Job crafter vs. job coach - difference in roles

Although both job crafters and job coaches support persons with disabilities in

the employment process, their roles differ in terms of objectives, approach, and

methods of operation.

Job Coach:

1.

The support of a job coach is mainly dedicated to persons with
intellectual or mental disabilities, or with multiple disabilities, as well as
to individuals with other types of disabilities who face major difficulties in

independently adapting to the work environment.

The job coach is physically present at the employer’s premises,
supporting the person with a disability in adapting to an existing job

position.

They provide direct and practical support, e.g.: instructing, modelling

behaviours, assisting in contacts with the employer and co-workers.

Their goal is to integrate the person with a disability into the work

environment and ensure safe and effective functioning within the team.

Job Crafter:

Social

Initiative

May support persons with various types of disabilities, but also other
groups of people who do not feel confident navigating the labour market

or who experience difficulties.

Is not physically present in the workplace. Provides support mainly
through analysis, counselling, and remote activities — for example, helping
to adjust the scope of duties to the abilities of persons with disabilities,
supporting the employer in modifying the workplace, or proposing

changes in the task structure.

Their goal is to create or adapt a job position so that it can be taken up
and sustained by a person with a disability, without the need for constant

on-site support.

22
www.nevi-evy.eu

- I I institute

R =¥ EUROPEAN
ion ¢ Co-unded by for structural > P EULe.
innovation® [ et | | bglostuotwal (9 fnees @) CenterKonfura  EU3S: mumatvoun



HL:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

Client path in cooperation with a job crafter

Work within the job crafting model is based on guiding a young person through
the job-seeking process, the intended outcome of which is securing employment

and maintaining it in a sustainable and satisfying way.

The questionnaire proposed in the model, which examines the readiness of
young people with disabilities to cooperate with a job crafter, is a key tool, as it
makes it possible to identify individuals with high motivation and commitment to
seeking employment. These traits are essential for achieving the goal of

establishing cooperation between the job crafter and the young job seeker.

Cooperation between the job crafter and a job seeker with a disability begins
with activities supporting employment. These include establishing contact and
setting the rules of cooperation, analysing the job seeker’s situation and
resources, discussing ways to improve competitiveness in the labour market,

and providing education about the labour market.

In the next stage of support within the job crafting model, the job seeker is
prepared for contact with an employer. This involves analysing employers and
job offers in relation to the candidate’s resources, preparing application
documents, conducting interview training, and preparing for employer
interactions. The goal of this stage is to enable the job seeker to successfully go
through recruitment processes. In principle, job search activities are to be
carried out independently by the job seeker. However, in the case of young
people with disabilities, at this stage it may be necessary for the job crafter to
provide direct support, such as recommending the candidate to an employer or

assisting during the recruitment process.

A milestone in the job crafting process is the moment employment is secured,
which requires verifying the need for further support. For young people with
disabilities who may face potential difficulties at the employment stage, who

show reduced independence or low motivation to retain work, continuation of
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supportis recommended. In such cases, activities involve monitoring

employment, identifying causes of difficulties, and finding ways to address them.

The ultimate goal of cooperation with a young person within the job crafting
model is to teach autocrafting, meaning active self-directed actions aimed at
shaping one’s own professional development. This process has been described

in detail in earlier parts of this study.

A detailed pathway of cooperation between the job crafter and the client with
disabilities is outlined in the description of coded tasks, which forms an integral

part of the presented model.

Possibilities for replicating the model

The model can be replicated by various groups of specialists engaged in the
professional development and professional inclusion of young people with
disabilities. Job crafters may be career counsellors, psychologists, HR
specialists, job coaches, or other employees of public employment services,
non-governmental organisations, and educational institutions. What is crucial,
however, is that these individuals possess experience and competencies in
working with young people with disabilities, are aware of the needs of this
group, and understand both the specifics of the labour market and the

processes of professional inclusion.

The model is dedicated to young people with different types of disabilities. Since
effective vocational inclusion requires the individualisation of support, the final
decision regarding methods or tools of support should always belong to the
specialist diagnosing a given person. It is essential that the model’s users
demonstrate readiness to take up professional activity, motivation, and
willingness to cooperate —factors initially assessed through a questionnaire
evaluating readiness for work and cooperation skills. The authors of the model
also see the potential for replicating its principles for other jobseekers who have
difficulties in defining their priorities when looking for employment, provided the

modelis first adapted to working with these groups.
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The job crafting model can be effectively implemented in different types of
organisations whose mission is to provide vocational support for persons with
disabilities. These include non-governmental organisations, public employment
services, training centres, educational institutions, and employers interested in
social inclusion and workplace diversity. Furthermore, the model can also be
applied in social contexts where the creation of work environments that are
friendly and tailored to the individual needs of employees with disabilities is of

key importance.

Replication of the job crafting model is based on training and supporting job
crafters — specialists who, once properly prepared, are able to independently
carry out comprehensive activities supporting young people with disabilities in

the labour market. The replication process includes:

1. Preparing specialists — through training in the analysis of young people’s
competencies and resources, understanding the specifics of the labour
market, and methods of working with employers.

2. Implementing the process of working with individuals — from readiness
diagnosis, through developing a job search plan, preparing for recruitment
processes, to supporting onboarding and job retention.

3. Teaching autocrafting — supporting young people in independently
shaping and adjusting their professional duties to their own capacities.

4. Building relationships with employers - assisting in the creation of
“tailor-made” workplaces adapted to the potential of young employees,
which reduces the risk of burnout and turnover, and contributes to the

development of inclusive teams.

The job crafting method fosters autonomy and the ability to self-manage one’s
career path (autocrafting), which strengthens self-confidence and improves the
chances of sustainable employment. For employers, replication means better
matching of job positions to employees’ capacities, greater organisational
flexibility, and the development of diverse and inclusive teams, which enhance

efficiency and create a positive workplace atmosphere.
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As aresult, replication of the job crafting model helps reduce professional
exclusion of persons with disabilities and promotes labour market inclusion at

local, regional, and national levels.

Tools and methods used in the job crafting process

Job crafters, in their daily work, make use of various documents and tools. Some
of them are basic documents, while others are supplementary documents —
applied depending on the individual situation and the specific needs of each

person using the job crafting service.
Basic documents are:

1. Readiness Questionnaire
2. Job profile description
3. Job analysis

4. Action Card
5

List of coded tasks

Supplementary tools include all exercises and materials that support
professional inclusion and job retention. We describe several of them here,
focusing on those that reflect the essence of job crafting and those that are
especially helpful when working with people who have little or no professional

experience.

The described documents and tools are a proposal that should be adapted to the
specific activities of each organisation. If an organisation already uses solutions
that allow for collecting the data required in the job crafting model, there is no

need to duplicate them or gather the same information again.

Aktywizacja Foundation, when outlining support pathways for persons with
disabilities, uses the Individual Action Plan (IAP). Although the IAP is not an
element of this model, it constitutes a valuable source of information also for job

crafters implementing the model described here. The document contains

26
www.nevi-evy.eu

Social - I I institute

£ 15 EUROPEAN
Innovation & m Codundad by for structural > F @ EUALS. RiRAL YOUTH
iy ihe Europoan Union | b g Mo strue s CenterKontura U2 RURAL YOUTH



EIJ:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

detailed information, among others, about the employment situation, education,

and socio-economic circumstances of those receiving vocational support.

We encourage all entities using the described model to adapt the proposed
documents to local needs, practices, and conditions. However, it is important to
remember to maintain the key assumptions and objectives of job crafting

process.

Description of documents included in the initial version of the job crafting
model

1. Readiness Questionnaire (Annex 1)
The Readiness Questionnaire is used to collect basic personal data and verify
whether the person applying for participation in job crafting meets the
qualification criteria. It also includes a test assessing motivation, as well as
social, organisational, and cooperation skills with the job crafter. The results of
the questionnaire help decide whether a candidate should be admitted to

receive support.

2. Job profile description (Annex 2)

The job profile description is used to analyse information about professional
goals, priorities, preferences, and the capacities of a person with a disability in
the context of seeking or changing employment. The document helps the job
crafter better tailor support activities to the individual needs, expectations, and

limitations of individuals, including those related to disability.

We wanted this document to be simple and intuitive to complete — therefore we

prepared many ready-made answers that only need to be ticked off.

It may happen that professional goals change during the cooperation with young
person with disabilities. Any information regarding such changes, as well as
other factors affecting the job crafting process, should be entered in the same

documentin the section titled “Additional Information.”
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3. Job analysis (Annex 3)

The job analysis document s a tool that supports the process of matching a job
position to the abilities, needs, and expectations of the person seeking or taking
up employment. It consists of two main parts: pre-employment analysis and

post-employment analysis.

In the first part, the focus is on the requirements associated with the chosen job
position — such as education, experience, skills, certifications, or physical
capacity — and on comparing these requirements with the person’s with
disabilities current competencies and abilities. On this basis, strengths and gaps
are identified, and development actions or adjustments are planned to facilitate

professional success.

The second part concerns working conditions after employment — including
information about the company, work schedule, nature of duties, equipment
used, and workplace adaptations, if needed. In addition, the document allows
for crafting the workplace, meaning modifying the scope of tasks, improving
workplace relationships, and defining individual professional goals and

motivations.

The document has been designed in a user-friendly format, with many ready-
made options to choose from, which makes it easier to provide answers quickly
and precisely. Beyond collecting and analysing information, the key role of the
job crafter in working with this document is to encourage job seekers to plan and

take steps towards implementing changes.

4. Action Card (Annex4)

The Action Card is a document used to record consultations between job
crafters and individuals using the job crafting service. It contains a summary of
activities carried out and the signatures of both parties, confirming that the

consultation took place.

Explanation of terms and symbols in the Action Card:
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e Scope of consultation — a space to enter the code from the Coded Tasks
Card
e Notes —a space forcomments

5. List of Coded Tasks (Annex 5)

List of Coded Tasks constitute an organised and numbered list of typical
activities performed by job crafters as part of their work. Each task has a unique
number and corresponds to a specific type of activity. Instead of describingin
detail what was done each time, the job crafter can simply enter the task number

on the Action Card.
Purpose of the document:

e Optimization of documentation - the job crafter saves time by not
having to write detailed descriptions of activities each time. Less time
spent on formalities means more time for real support to clients.

e Standardising work — ensures consistency in recording the activities of
all job crafters.

e Although the Coded Tasks list is closed, it includes a special task with an
assigned number that allows recording of activities not covered in other
points (Task 4d). This way, the necessary flexibility in job crafters’ work is

maintained, without losing order and documentation structure.

Description of activities from the Coded Tasks Card:

Activities Supporting Employment

1a. Establishing contact with the client.

This includes setting the rules of cooperation, defining goals, identifying needs,
collecting and analysing information about the preson with disabilities from the
Individual Action Plan (IAP) and other available documents, as well as obtaining

information from other specialists or the client’s close environment.

The job crafter initiates contact with the individual, building the foundation for

effective cooperation. Together, they establish the rules of collaboration, define

29
www.nevi-evy.eu

Social - I I institute

e ¥ EUROPEAN
Innovation & m Co-funded by for structural > @ EU&\_\' RURAL YOUTH
Initiative A Opee Lmon | h S research (J Aktywizacje CenterKontura "=~ OBSERVATORY



HL:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

professional and personal goals, and identify individual needs. The job crafter
collects and analyses available documents, especially the Individual Action Plan
(IAP), ifitis used in a given organisation, and, if necessary, consults the opinions
of other specialists or people from the individual’s environment. Thanks to this, a
full picture of the client’s situation is created, which allows activation activities

to be tailored to their real needs and abilities.

Documents at this stage: Action Card with coded tasks

Optional documents, activities and worksheets for use in the job
crafting process

Optionally, any tools may be applied that can complement the picture of the
individual’s situation. In Annex 6, one can find an example of an exercise
sometimes used at this stage — “My Values”. This simple yet effective exercise
helps individuals recognise and organise their values — the foundations of
decisions, motivation, and satisfaction. In everyday busyness, we often forget
what truly matters to us. Thanks to this exercise, the person can pause, nhame
their values, and consciously relate to them. Awareness of one’s own values
makes it easier to make sound decisions, provides a sense of control and

direction, and may also lead to new insights and changes in beliefs.
1. Activities Supporting Employment

1b. Analysis of the individual’s labour market situation

The job crafter, together with the person with a disability engaged in professional
inclusion, conducts a detailed analysis of their current situation in the labour
market — assessing qualifications, skills, professional experience, and personal
predispositions. They also analyse barriers and limitations that may affect the
ability to find employment, such as health conditions, availability of transport, or
other external factors. Together they determine the individual’s strengths, the
areas requiring support, and the opportunities and possibilities for employment
in different sectors. Such an analysis helps to tailor further actions to the real

needs and potential of the person.
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Documents at this stage: Action Card with coded tasks, Job Profile Description.

Examples of optional activities at this stage: “Personal Traits” (Annex 7),
“ldentifying Skills from Different Sources of Acquisition” (Annex 8), “Your
Resources — Through the Eyes of Others and in Practice” (Annex 9), “Labour

Market and Employer Requirements Analysis” (Annex 10).

During this activity, various exercises, tasks, tests, or questionnaires are useful,
as they help to fully see and understand the situation of the individual in the

labour market.

1c. Discussion with the individual on self-development activities and ways
of implementing them. Encouraging additional initiatives.

The job crafter supports the person with disabilities in planning skills
development by encouraging participation in courses, training sessions,
workshops, or other forms of self-education that enhance their attractiveness in
the labour market. The job crafter discusses available educational opportunities
and concrete methods of implementation, tailored to the individual’s abilities
and interests. They motivate the person to take on additional activities that

strengthen qualifications and build a positive image in the eyes of employers.

This task requires job crafters to have good knowledge of the educational offer
available in the region and awareness of the labour market, including forecasts

of demand for specific qualifications.

Documents at this stage: Action Card with coded tasks.

Optional: vocational aptitude tests, databases of courses and training.

1d. Discussion with the individual on tools useful in the job search process,
e.g., CV and cover letter generators, applications for autocrafting a workplace,

familiarising the person with job offer portals.

The job crafter demonstrates and explains how to use modern tools and
techniques that support job searching and professional development at work.

These may include CV and cover letter generators, video CV tools, job offer
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portals, or applications for self-modelling a workplace (autocrafting). At
Fundacja Aktywizacja, we use proprietary tools for workplace autocrafting
(“Realizujmy sie” — “Let’s Realize Ourselves”), described later in this publication,

though any proven and publicly available solutions may be applied.

Documents at this stage: Action Card with coded tasks.

Optional: CV and cover letter generator, online job advertisement portal,
autocrafting application (“Realizujmy sie” — “Let’s Realize Ourselves”), and other
tools supporting job placement and retention, including Al-based solutions (at

the Foundation we provide e-learning modules on this topic).

1e. Preparing the individual for conversations/interview with the employer
about career development, promotion, salary increases, and other matters
related to improving working conditions. Training in assertively
communicating needs to employers.

The job crafter helps the person with a disability prepare for conversations with
the employer on topics related to professional development, such as negotiating
a promotion, salary increase, or changes in job responsibilities. They support the
development of assertive communication skills, enabling the individual to clearly
and calmly express their needs and expectations while building positive
workplace relationships. Such training strengthens the individual’s self-
confidence and ability to independently manage situations that are often difficult

and stressful.

Documentation at this stage: Action Card with coded tasks.
Optional: activity “Development Conversations with the Employer” (Annex 11).
At this stage, we particularly encourage the use of methods that allow practising

conversations in a practical way, such as role-playing.

1g. Conducting simulations of job-related tasks.
The job crafter organises practical exercises and simulations of typical tasks and
duties that the individual may encounter in the chosen job position or during the

recruitment process (work samples). This type of training helps better
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understand the requirements of the profession, test one’s skills in safe
conditions, practise specific activities, and gain confidence before taking up
employment. For the job crafter, it is also a valuable source of additional
information about the individual’s skills, which allows for an even more precise

definition of career goals.
Documentation at this stage: Action Card with coded tasks.

1h. Preparing documentation related to the individual’s internships or
placements.

The job crafter takes care of the formal aspects of organising internships,
maintaining smooth communication with institutions and employers, and

ensuring that all requirements are fulfilled on time.
2. Employment

2a. Searching for an appropriate workplace and position tailored to the

individual’s predispositions, competencies, qualifications, and capacities.

The job crafter actively searches for job offers and employment opportunities
suited to the unique profile of the person with a disability. Job crafter uses
professional databases and direct contacts with employers to identify positions
that match qualifications, interests, and limitations. The job crafter analyses
labour market demand, pointing out the most promising and realistic

opportunities.

Documentation at this stage: Action Card with coded tasks.
2b. Recommending and submitting the individual’s application documents

to employers.

The job crafter, together with the individual, selects the best offers and submits
applications either on their behalf or jointly with them, ensuring professionalism
and alignment with employers’ expectations. Sometimes the documents are
personally recommended by the job crafter if this can increase the chances of a
positive outcome.
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Documentation at this stage: Action Card with coded tasks.

At this stage, individuals should already have prepared professional application
documents.
2c. Consultation with the employer regarding potential employment of the

individual.

During consultations with the employer, the job crafter acts as a supportive
bridge, helping the person with a disability actively shape their future work by
adapting tasks, relationships, and working conditions to their needs and
capacities. An important element of this process is identifying appropriate
workplace accommodations to minimise barriers and maximise comfort and

efficiency.

Together, they discuss the needs of both sides and how to align them to create a
supportive and developmental workplace. The consultation takes place with the

consent and knowledge of the individual.
Documentation at this stage: Action Card with coded tasks.

Optional: Employer Feedback Form (Annex 12) or a set of guiding questions for

job crafters in employer consultations (Annex 13).

2d. Informing the individual about job and/or internship offers obtained for
them and jointly selecting appropriate ones. Analysing the workplace and
position related to the offers.

The job crafter and the person with a disability review the best offers, analysing
the nature of the position, requirements, and working conditions. Strengths and
potential risks of each offer are discussed, with the aim of maximising the

chances of professional success.

Documentation at this stage: Action Card with coded tasks, Job Analysis (Part

).

2e. Assistance in preparing or correcting application documents (CV, cover

letter) for a selected recruitment.
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The job crafter supports the individual in preparing application documents,
ensuring they contain all necessary information and comply with the
requirements of the specific recruitment process, while also reflecting the

nature of the position.

Documentation at this stage: Action Card with coded tasks.

Optional: CV generator.

2f. Preparing the individual for a job interview for a selected recruitment.

The job crafter organises interview training sessions, conducting simulations,
providing tips on self-presentation, answering questions, and managing stress or
challenging situations. The individual can practise interviews in a safe
environment and build greater self-confidence. Attention is given to the
individual’s knowledge about the specific employer and the requirements of the

position.
Documentation at this stage: Action Card with coded tasks.

2g. Assisting the individual in direct contacts with the employer (e.g., during

ajob interview).

Depending on the needs of the person with disabilities, the job crafter may
accompany them during interviews or other meetings with employers, providing
emotional support, assisting with negotiations, and clarifying employer

expectations.

Although the job crafter offers support during meetings, the individual remains
the main participant in the conversation. It is crucial not to present the individual
as dependent; therefore, preparation for independent communication is

prioritised, with assistance offered only in exceptional cases.
Documentation at this stage: Action Card with coded tasks.

2h. Analysing specific work tasks and activities in the workplace (scope of

duties, procedures, technologies, ergonomics, tools, materials).
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After employment, the job crafter and the person with a disability analyse the
nature of the work to identify potential barriers, opportunities forimprovement,
and areas for workplace adaptation. This includes specific tasks, ergonomics,
technologies, and procedures. The aim is to alignh the work environment as

closely as possible with the individual’s capacities.

Documentation at this stage: Action Card with coded tasks, Job Analysis (Part

1.

2i. Supporting communication with the employer regarding work
organisation and adapting tasks and duties to match the individual’s

capacities and limitations.

The job crafter supports both the individual and the employer in negotiating a
suitable scope of duties and working conditions that take into account health
restrictions, skills, and expectations. Job crafters helps develop compromises

that ensure both work efficiency and comfort for the person with disabilities.
Documentation at this stage: Action Card with coded tasks.
Optional: Employer Feedback Form (Annex 12).

2j. Advising the employer on adapting the workplace to the individual’s

needs and/or physical adaptation of the workspace.

If necessary, the job crafter provides the employer with practical guidance on
adapting the workplace — both organisationally and spatially. This may involve,

for example, adjusting desks, software, or working hours.
Documentation at this stage: Action Card with coded tasks.

Optional: Employer Feedback Form (Annex 12) and/or a set of guiding questions

for job crafters to discuss workplace crafting with individuals (Annex 16).

2k. Discussing the individual’s role in the workplace and building a sense of

meaning in the work performed.
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The job crafter helps the person with a disability focus on understanding their
role and the value they bring to the organisation. They foster a positive attitude
toward work, a sense of belonging, and motivation by emphasising the
importance of tasks performed — which is fundamental for long-term job

retention.
Documentation at this stage: Action Card with coded tasks.

2l. Advising the employer to resolve potential difficulties arising during the

individual’s adaptation.

If challenges appear during the adaptation stage, the job crafter cooperates with
both the employer and the individual to understand the causes and propose
practical solutions, such as adjustments in work organisation, training support,

or modifications of duties.
Documentation at this stage: Action Card with coded tasks.
Optional: Employer Feedback Form (Annex 12).

3. Jobretention

3a. Employment monitoring.

The job crafter regularly monitors the situation of the individual in the workplace,
checking the level of satisfaction, effectiveness in carrying out duties, and the
occurrence of potential difficulties. If necessary, they intervene and take

supportive actions for both the individual and the employer.
Documentation at this stage: Action Card with coded tasks.

3b. Supporting the individual in retaining employment. Analysis of

difficulties and barriers encountered at work and ways of addressing them.

The job crafter helps the person with a disability cope with everyday challenges
in the workplace. If the individual experiences barriers — emotional,
organisational, or health-related — the job crafter assists in identifying them and

together they look for solutions.
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Documentation at this stage: Action Card with coded tasks.

3c. Motivating the individual to autocraft their workplace. Building a sense of

agency. Supporting the individual at the workplace.

The job crafter encourages the person with a disability to shape their workplace —
to take initiative, improve things, and introduce their own ideas. They strengthen
the individual’s sense of self-efficacy and agency, which translates into greater

satisfaction and engagement at work.
Documentation at this stage: Action Card with coded tasks.

Optional: worksheet “What Do Your Tasks Tell You?” (Annex 16), exercise “Small
Changes - Big Effect” (Annex 15), a set of guiding questions for job crafters to use
with individuals regarding workplace crafting (Annex 16), “Realizujmy sie” — “Let’s

Realize Ourselves” - autocrafting webbased application.

4. Additional Activities

4a. Support in building professional networks and support systems.

The job crafter supports the individual in establishing and developing
professional contacts that may serve as a source of job offers and substantive
support, for example through participation in industry events, meetings, or
forums. They also help the person with a disability in building a network of

emotional support.
Documentation at this stage: Action Card with coded tasks.

4b. Completing the individual’s documentation.

The job crafter ensures that the individual’s documentation is complete and up
to date, including confirmations of participation in activation activities or
documents related to employment. This enables effective management of the
professional inclusion process and the preparation of appropriate

documentation required by institutions, such as project-granting bodies

Documentation at this stage: Action Card with coded tasks.
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4c. Team consultations concerning the individual.

The job crafter participates in meetings and consultations with other specialists,
exchanging information and ideas regarding the person with a disability. Jointly
discussing the situation of the individual makes it possible to select the best
support strategies and provide multidimensional assistance. Thanks to this, the

support offered is consistent and well-coordinated.
Documentation at this stage: Action Card with coded tasks.

4d. Other tasks related to the vocational activation process carried out in
cooperation with the job crafter.

The job crafter also performs additional activities supporting professional
inclusion that may arise from the individual needs of the person with a disability,
such as conducting workshops, organising meetings with employers, or

motivational activities.
Documentation at this stage: Action Card with coded tasks.

4e. Participation in job fairs/employment exchanges.

The job crafter organises and supports the individual in participating in job fairs
and employment exchanges — helping with preparation, representing the
individual, and making use of opportunities to obtain employment, internships,
or placements. This provides the person with a disability with direct contact with

potential employers and the chance to showcase their competencies.

Documentation at this stage: Action Card with coded tasks.

Realizujmy sie — Let’s Realize Ourselves - autocrafting web-based
application
The use of the “Realizujmy sie! - Let’s Realize Ourselves!” tool is recommended

for job crafters working with young people with disabilities who have already

entered employment.

The test measures the extent to which a young person with a disability feels

satisfaction with their work and makes it possible to identify areas requiring
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crafting in terms of relationships, skills and attitudes at work, stepping outside
one’s comfort zone, and workplace comfort. The tool highlights the areas that
the young person with a disability would like to work on in order to achieve

satisfaction in their professional role.

The results obtained should be accompanied by reflection and an action plan
designed to address the areas and difficulties that hinder achieving satisfaction

in one’s professional role.

The test in Polish is available at https://realizujmysie.pl/test/. However, the

automatic translation functions built into internet browsers make it possible to

translate the page into the chosen language and complete the test.
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Job crafter’s code of ethics

Code of Ethics for Job Crafters working with young people with disabilities:

Social

Innovation &

Initiative

Respect for dignity and autonomy

| treat every individual with respect, recognising their autonomy,
individual needs, decisions, and right to self-determination.

Acting in the best interest of the individual

My priority is the well-being of the person supported. All my actions are
based on their potential, values, and resources.

Equality, equal opportunities, and non-discrimination

| counteract all forms of discrimination, including those based on gender,
age, disability, origin, religion, or sexual orientation.

| support equal treatment in access to work and services, including during
recruitment and employment processes.

Confidentiality and data protection

| comply with the principles of GDPR (EU 2016/679) — | collect and
process data only with consent, inform participants about their rights,
and ensure the possibility of withdrawing consent at any time. Data is
anonymised and stored securely.

Consent and voluntary participation

Participation in job crafting activities is entirely voluntary. All data and
information are provided consciously and with full consent, with the
possibility of withdrawal at any time without consequences.

Cultural, gender, and social sensitivity

| adapt my language, tools, and approach to the needs of individuals from
diverse backgrounds —taking into account differences related to gender,
age, origin, or level of communication skills.

Avoiding stigmatisation and oversimplification

| ensure that the way | describe the outcomes of my work does not lead to
generalisations, harmful labelling, or the reinforcement of stereotypes
about persons with disabilities.
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8. Transparency and communication
| provide clear information about methods of work, the possibilities and
limitations of support, and actively involve the supported personin
formulating conclusions and goals.

9. Responsibility for quality and professional ethics
| comply with national and European legal regulations as well as ethical
guidelines. | regularly take partin training, engage in reflection, and
participate in supervision.

10. Integrity and dialogue
| act in the spirit of cooperation and partnership, respecting balanced
communication. | ensure continuity of support, ongoing feedback, and
joint formulation and acceptance of conclusions in the job crafting

process.
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Table of ex-ante evaluation findings impacting the initial model design and areas to be verified during model

testing

No.

Findings from the

evaluation

Recommendations

Areas and tools requiring testing

Personalisation and
flexibility as the
foundation of the job

crafter’s work.

Each person with a disability should
be treated individually — support
should be tailored to their level of
independence, communication style,
and difficulties (psychological, social,
technological).

Flexible forms of contact should be
enabled - e.g., online meetings,
asynchronous communication.
Support should be dynamic, with the
possibility of modification depending
on the changing needs of the young

person with a disability.

Area Requiring Testing:

The tool assessing the readiness of a young person with

a disability to start working with a job crafter, as well as the
method of defining the job crafter’s support pathway, requires
testing. In this regard, it is also necessary to test what impact the
choice of a flexible support pathway has on the support of young

people in practice.
Questions:

1. Didthe tools listed below allow for an accurate selection

of the form and intensity of support? If not, why?

Social
Innovation &
Initiative
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No. Findings from the Recommendations Areas and tools requiring testing

evaluation

2. Did the flexibility of support influence the engagement of
young people with disabilities in participating in the

support process?

3. Whatinformation was missing from the tools below that is
crucial for the effective vocational activation of young

people with disabilities?
Tools:

e Readiness Questionnaire for cooperation with a job crafter

e Job Profile Description

2. The holistic role of the 1. Therole of the job crafter should Areas Requiring Testing:
job crafter: combine the functions of career At this stage, it is necessary to test the flexibility of combining the
educational and counsellor, job coach, mentor, and roles of counsellor, mentor, and psychological support provider,
therapeutic support. provider of psychological support. as well as the methods of building relationships and trust within

the support process.
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No. Findings from the Recommendations Areas and tools requiring testing
evaluation
2. Key aspectsinclude building Questions:
relationships based on trust, 1. Which roles of the job crafter are most often needed by
empathy, and jointly defining career young people with disabilities?
goals.
3. Itis essential to normalise disability - 2. How was the support for young people with disabilities
supporting self-acceptance and carried out? Were close relationships established? Did
emphasising other, key young people with disabilities actively participate in
competencies. planning and implementing the support pathway?
Tools:
e Action Card
e Coded Tasks
3. Continuous support - 1. Support should cover the following  |Areas Requiring Testing:
before, during, and stages: Itis necessary to test the effectiveness of activities at each stage
after employment. e preparing the support pathway,|of support (before employment, during the job search, after
e preparation for job interviews,
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No.

Findings from the

evaluation

Recommendations

Areas and tools requiring testing

e accompanying the individual
during interviews with the
employer (if needed),

e supportin job retention (e.g.,
mediation, motivation,
analysis of difficulties).

2. The main goalis to strengthen

competencies for independent job

employment), as well as the role of the job crafter after

employment.
Questions:

1. Which activities of the job crafter, before and after
employment, were the most helpful for young people with

disabilities?

2. What difficulties did young people with disabilities

crafting. encounter at different stages of support?
Tools:
e Action Card
e Coded Tasks
e Job Analysis, including post-employment analysis
e Realizujmy sie! - Let’s Realize Ourselves! application
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adapted to the learning styles of

young people with disabilities.

No. Findings from the Recommendations Areas and tools requiring testing
evaluation
4. Development of soft 1. The pathway should include Areas Requiring Testing:
skills among NEET components developing: Itis necessary to test the adequacy of trainings in relation to the
with disabilities e interpersonal communication, [learning styles of young people with disabilities, as well as the
e the ability to ask for help, effectiveness of exercises in developing key soft skills.
e appropriate response to Questions:
feedback,
) 1. Which working methods are best adapted to the learning
e teamwork skills,
styles of young people with disabilities?
e emotional management,
e stressresilience. 2. What changes occurred among project participants in
2. Trainings should be practical and terms of soft skills during their participation in the project?

3. Which competencies were the most difficult to develop,

and why?
Tools:

e Exercise “My Values”

Social
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No. Findings from the Recommendations Areas and tools requiring testing

evaluation

o Exercise “Personal Traits”

o Identifying Skills from Different Sources of Acquisition

5. Strengthening the 1. Young people should have a real Areas Requiring Testing:
sense of agency and influence on their career pathway: ) ) ) .
Itis necessary to test the impact of project participation on
Self-confidence i i i
* independent selection of job agency and motivation, as well as the effectiveness of the tools
offers,

proposed in the model for developing independence.
o formulating career

preferences, Questions:

e participation in decisions 1. Didindividuals feel that they had a real influence on their
regarding forms of support, vocational activation pathway?
undertaking tasks for 2. Did the level of self-confidence among young people with
independent implementation. disabilities change during their participation in the project?

2. Itis advisable to encourage
extracurricular activities that
48
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employers and
support for
managerial staff in

the employment of

1. Provide support both before and after
employment:
e carry out pre-selection of

candidates,

No. Findings from the Recommendations Areas and tools requiring testing
evaluation
strengthen an individual’s candidacy 3. Inwhich activities did young people with disabilities most
(volunteering, courses, internships). willingly participate? Which tasks for independent
implementation did they carry out?
Tools:
e Your Resources — Through the Eyes of Others and in
Practice
e What Do Your Tasks Tell You?
e Small Changes - Big Effect
6. Cooperation with Job crafters should: Areas Requiring Testing:

Itis necessary to test the effectiveness of cooperation between
the job crafter and the employer in terms of workplace
adaptation, supportin the onboarding process, and employers’

perceptions of these activities.

Questions:
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No. Findings from the Recommendations Areas and tools requiring testing
evaluation
young people with e advise on adapting the 1. Which elements of cooperation with the employer were
disabilities. workplace to the needs of a the most effective, and which required improvement?
young person with a disability, 2. What was the greatest challenge in cooperation with the
e support the adaptation and employer?
onboarding process.
2. Promote an individualised approach 3. Were the tools listed below sufficient in supporting
. cooperation with employers? If not, what did not work and
to onboarding new employees -
i ”?
observation, dialogue, flexibility. what needs to be improved?
Tools:
e Labour Market and Employer Requirements Analysis
o Development Conversations with the Employer
7. Supporting the work |Job crafters should make use of tools that Areas Requiring Testing:

of the job Crafter with

effective tools.

support their work, including:

e CVand cover letter generators,

The usefulness of the available tools requires testing, as well as

Social

Initiat
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No. Findings from the Recommendations Areas and tools requiring testing
evaluation
Ultimately, the aim is e tests diagnosing the need for additional tools identified during the model testing
for young people with strengths/weaknesses, stage.

that support job

disabilities to acquire

the ability to use tools

crafting on their own.

e materials for job interview

simulations,

e checklists for assessing job

readiness,

e multimedia educational materials
(films, podcasts, online courses)

adapted to different learning styles.

In the long run, these tools should be
promoted for further use by young people

with disabilities.

Questions:

1. Does the job crafting model include all the tools necessary
to provide this type of support? If not, which tools are
missing?

2. Do any of the tools require modification? If so, which ones

and to what extent?

3. Arethere othertools, beyond those listed in the model,

that should be included in the list?

Tools:
All of the above-mentioned tools, as well as other supportive

instruments not included in the model, such as:

www.nevi-evy.eu

Social - | I institute

Innovation HC UUUU ded by ) h for structural >
Initiative The Europeen ion I DS research Aktywiz

51

EU;‘\'J..- EUROPEAN
© CenterKontura  EU®: rusalvoumy




o

NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

No.

Findings from the

evaluation

Recommendations

Areas and tools requiring testing

1. Self-analysis and reflection tools: Psychological tests,
e.g., VIA Character Strengths, Career Wheel - to assess
balance across different areas of work, Job Diary — daily
reflection on work experiences, Task Mapping — analysis of

which tasks are most engaging or draining

2. Job design tools: Job Crafting Canvas — a visual template
for planning changes in work, Empathy Maps - from the
perspective of co-workers, to better adapt tasks and

relationships

3. Communication and teamwork tools: Development
Conversations with the Supervisor — a tool for negotiating

changes in duties

Social

Innovation & Co-funded by
Initiative the Eurapean Union
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No. Findings from the Recommendations Areas and tools requiring testing

evaluation

4. Work management applications: Trello, Notion, Asana -
for planning and reorganising tasks, Miro/Mural - for

creating maps of tasks, relationships, and goals

5. Cognitive tools: Narrative activities/worksheets, reframing
—for writing one’s own career story and shifting

perspective

6. Resources: Coursera, Linkedln Learning — courses on

career management and job design
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Useful literature
1) Onthe situation of persons with disabilities in the publication of the

European Disability Forum Majority of persons with disabilities locked out

of quality employment

2) Beitner J., Introduction to Job Crafting in: Well-being week in law activity

planning guide

3) Wrzesniewski, A., Dutton, J. E., Crafting a job: Revisioning employees as
active crafters of their work, Academy of Management Review 2001, vol.
26

4) Kapicat, Bakat, Najmiec A., Job Crafting jako metoda budowania
zasobow | pozytywnych postaw mtodych pracownikéw wobec pracy.

Poradnik dla pracownikow i pracodawcow, Warszawa 2022.

Recommendations for the initial version of the model resulting
from the international workshop dedicated to organisations
working with NEET youth

In preparation

Stories from the life of the project. Feedback from cooperation
with a young person with a disability

In preparation

Ethical foundations of the project

In preparation
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Annexno 1

Readiness assessment questionnaire for potential participants

This survey is part of the NEVI-EVY NEETcraft Initiative: Innovations for
Empowering Youth with Disabilities project, funded by the European Social
Fund under the Social Innovation+ Initiative, chcecking whether the candidate
meets the eligibility criteria for participation and is ready to cooperate with job

crafter.

The aim of this project is to increase the employment opportunities and job
satisfaction of young people with disabilities who are not in employment,
education, or training (NEET). Through this project, the job crafting model will
be developed and tested, involving personalised support from trained job
crafters. These job crafters help young people with disabilities identify and shape
their career paths, build confidence, and adapt to the workplace in a way that fits

their strengths, needs, and aspiration.

Consent
| consent to the processing of my personal data, including sensitive data, by the
data controller — [insert name] - for the purposes of participating in the NEVI-EVY

NEETcraft Initiative: Innovations for Empowering Youth with Disabilities project.

| understand that the data collected in this survey will help the project team to:
better understand the situation and needs of young people with disabilities,
improve the support and activities offered in the project, prepare reports and
research. | am also aware that the data may be included in project publications,
reports, or dissemination materials in aggregated or anonymised form, without

any personal information that could identify me.

| consent to the sharing of my personal data with [insert names of relevant
partners] and institutions responsible for grants, evaluation, research, or audits,

acting on behalf of the data controller or the project’s funders.
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| declare that | have been informed of my right to access, correct, or withdraw my
personal data at any time in accordance with applicable data protection

regulations.

| understand that if | am selected to participate in the “NEVI-EVY NEETcraft
Initiative: Innovations for Empowering Youth with Disabilities” project,
implemented by [insert name], | will be asked to sign a project participation

agreement.

Questionnaire

For multiple-choice test questions, mark your answer with an X ..

Personal data

First name:

Last name:

Date and place of birth:

Gender: L Male [ Female

Migrant, person of foreign origin, or minority group: LI YES [ NO

Do you provide care for a dependent person? (A dependent person is someone
who requires constant care due to age, health condition, or disability — for
example, a child under 7, an elderly person, or a person with a disability — with

whom the participant has a family or legal relationship). [ YES CINO

Contact data
Place of residence
Street:

House number:
Apartment number:
Postal code:
City/town name:

Type of locality:
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[ Village

1 Town up to 20,000 inhabitants

O Town from 20,000 to 50,000 inhabitants
O Town from 50,000 to 100,000 inhabitants
1 City over 100,000 inhabitants

Contact details
Phone number:
Email address:
Disability certificate

Do you hold a certificate of disability or another official document confirming
arecognized disability? D YES O NO

If you answered “No”, could you tell us why?

O I don’t think | need it

1 didn’t know | could apply for one
1 don’t know how to get it

11 applied but didn’t receive it

[ Other (please specify): ...cceeeereerrieeeeeernennnn.

Information about the disability certificate
Issuing authority:

Cause of disability (type, degree, etc.):
Document validity date:

Employment status

What is your current employment status? (you may check more than one
option):

[J economically inactive
J unemployed
[ other - please specify:

Are you currently available for work?
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LI YES LI NO O other — please specify: ......uuvueeveeeeeeeeneennns
If you answered “No”, could you tell us why?

I I’'m in education or training

L1 have health-related reasons

LIl have caring responsibilities

1 I’'m not ready or looking for work at the moment

1 Other (please sSpecCify): coceveereeenreeerennnnnns

Have you been actively seeking work in the last four weeks?

L1 YES [0 NO [ other - please specify: ....cccuvueeeeeeeerrennnnnnne.
If you answered “No”, could you tell us why?

I I’'m focusing on education or training

U I’ve been unwell or unable to work

I I’m not sure how to look for a job

[1I’ve been discouraged or not motivated

1 Other (please specCify): ccoeeeeeeevieeenncerennennnne.

Education

What is your level of education?’

I Primary

1 Lower secondary (gymnasium)

L1 Basic vocational

[0 Secondary

1 Secondary vocational

[1 Post-secondary non-tertiary education
[1Short-cycle tertiary education
[1Bachelor’s degree

[1Master’s degree

7 Please note that the list provided here reflects the Polish educational system. The levels can be
mapped onto the ISCED 2011 classification. When adapting the questionnaire, please make sure
to change it to match the educational system in your country. For example, ‘Secondary’ and
‘Secondary vocational’ both correspond to ISCED level 3 in Poland.
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[1 Postgraduate/PhD
1 Other — please specify:

Questionnaire assessing the readiness of young person with disabilities to
cooperate with the job crafter

Answer the questions below by choosing one option.
Part I: Motivation and willingness to change

1. Doyouwantto work in the future?
[1Yes, very much
1 Maybe, I’m still thinking about it
O No, I’'m not interested at all
2. Is being more independent important to you?
LlYes
U1 don’t know
LINo
3. Doyou feel ready to try something new professionally?
[l Yes
[ Yes, but with support
LI No
4. Have you ever thought about what kind of job you would like to do?
[Yes, | have anidea
O A bit, but I’m not sure
[1No, I’ve never thought about it
If you answered "Yes" or "A bit", what kind of support would you like to
help you explore or achieve this job? (You can choose more than one
option)
I Help finding information about this job
[1 Courses or training to prepare for it
1 Help with the job interview preparation
1 Help with CV preparation

1 Talking to someone who helps me to asses my competences for this job
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[ Support in developing skills or strategies to keep this job over time
[ISomething else: ...ccveveveivirinnniennnnn.
5. Are you motivated to change your current job situation?
LlYes
LINo

1 don’t know

Part ll: Social and cooperative skills

6. Inyour daily life, can you usually ask someone for help if you don’t know
something?
LYes
0 Sometimes
LINo

7. Canyou talk to a stranger if needed (e.g., in an office or shop)?
LYes
LI With support
LINo

8. How do you feel when someone helps you with something new?
[0 Good, it helps me
[1 Mixed — sometimes good, sometimes bad

[1Bad, | prefer to do everything on my own

Part Ill: Organization and commitment

9. Could you start a job, internship, or training soon (if an opportunity
arises)?
LlYes
LI No
Ol don’t know

10. Are there any current obstacles that could make it difficult for you to
participate in the project (e.g., rehabilitation, caregiving responsibilities,
no Internet access)?
LlYes
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11.

12

13.

W NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

LINo

Ol don’t know

Can you attend meetings at an agreed time?

[1Yes, always

1 Sometimes | have difficulty

[INo, never

If you answered “Sometimes” or “No”, could you tell us why?
1 Health problems

[1To protect my well-being or mental health

11 have other responsibilities (e.g. caregiving, appointments)
LI Transport or access issues

[1 Other (please specify): coeeeeereenirinceeennennnns

. Are you ready to spend some time weekly to meet with a job crafter?

LYes

1 Maybe, but I’'m not sure

LINo

Would you like to learn more about yourself (e.g., what you’re good at,
what you enjoy doing)?

LYes

Ol don’t know

O No

Part IV: Support and environment

14.

Do you have someone close (family, caregiver) who supports your
activities?

O Yes

Il don’t know

O No

Interpretation of results

Scoring of responses:

Positive response = 2 points

Social

Initiative
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Neutral response = 1 point
Negative response = 0 points
Readiness scale (max. 30 points):

22-28 points: high readiness
The person is ready to work with a job crafter and pursue professional

integration.

12-21 points: moderate readiness

Collaboration is worth trying, but more support may be needed.

0-11 points: low readiness
It’s advisable to focus on preparation for the professional integration process —
activities aimed at developing motivation, independence, social skills are

recommended

Total score:

Comments/Additional information:

Attachments to the questionnaire

Disability certificate/other document confirming disability
CV or written professional biography

Date:

Signature:

Legal guardian’s signature (if applicable):

Annex no 2

Job Profile Description

Name of the job crafter:

Name of the individual:

1. Current career goal:
(the individual may select more than one answer)
U Finding permanent employment
J Changing industry/sector
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I Promotion/increased responsibility
U Temporary work or freelance assignments

IO { o 1=] G

Priorities when choosing a job

(the individual may select up to 5 most important)
[1Job stability

[ Salary

1 Growth and learning opportunities
L1 Work-life balance

[1Workplace atmosphere

[ Flexible working hours

L1 Work with a mission/social purpose
[1 Possibility of remote/hybrid work

1 Diverse working environment

1 Proximity to the workplace

L1 Alignment with interests

[1 Clearly defined tasks and responsibilities

EIJ:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

[1Workplace adjustments (e.g., accessible toilet, ramp, elevator)

[1Workplace easily accessible by public transport
I Work without time pressure

O Other: ccouuueeeiiiiiiiicieeeeeeee.

Career preferences

Preferred type of work environment:
01 Office

L1 Remote work

1 Hybrid work

U] Fieldwork

I Physical work

00 Customer-facing work

O Individual work
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Ll Teamwork

L Other: couuveeiiiiiiiiiieeeeeeeee.
Preferred work pace:

[J Calm and systematic

1 High pace and variability

[1Balance between calmness and dynamism

Preferred industries:

L Administration

L] Education

LIIT and new technologies
[ Social services

LINGO sector

[ Logistics and transport
1 Manufacturing

O Culture and arts

I Trade/commerce

CDOther: oveeveveieiiiiiieeineenenes

Preferred work positions:

Annexno 3

Job Analysis

Name of the job crafter:

Name of the individual:

Part | - Pre-employment analysis
1. Requirements for the selected job position
Position chosen by the individual:

O Office worker
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Customer service specialist
Salesperson

Production worker

Security guard

Cleaning staff

Warehouse worker

IT specialist

O 0O 00o0o0ooa

Other:

What is needed to obtain this job?
Education:

0 Primary/lower secondary
Secondary

Higher education — bachelor/engineer:

Higher education — master’s:

Specialist courses/trainings:

O 00040

Not required

Experience:

[J Inasimilar position

[0 Notrequired

Language proficiency:
[0 English —basic level

English —advanced level

O
[0 Other foreign language:
0 Norequirements

Skills:

[0 Computer skills
[0 Knowledge of specialist software (e.g., graphic, warehouse):

[0 Operating machinery/equipment:

O Manual skills
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Communication skills
Organisational skills
Teamwork

Customer communication

Working under time pressure

O 0O 000 0

Other:

Certifications/authorisations:
[0 Driving licence (category B)
1 Authorisation to operate machines (e.g., forklifts)
[0 Professional certificates (e.g., SEP - electrical qualifications)

O Other:

[0 Notrequired

Physical and sensory ability:

[0 Full physical ability
Mobility limitations — acceptable
Good visual/hearing ability required
Good manual dexterity required
Ability to stand for long periods
Ability to work at heights
Other:

O 000a0aooaad

No special requirements

Other requirements:
[0 Willingness to travel for business
0 Willingness to work shifts
[ Other:

2. Comparison of the individual’s abilities with requirements
Strengths of the individual:

[0 Appropriate education
[0 Relevant experience
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Good knowledge of foreign languages
Appropriate skills
Social skills

Other:

[0 Lack of required qualifications
Insufficient foreign language knowledge
No experience

Health limitations

(I I I A I R

Other:

Actions to be taken:

[0 Completion of a course/training

[ Participation in aninternship or work placement

[0 Consultation with an occupational health physician

[0 Adjustment of the workplace or working conditions

O Other:

Part Il - Post-employment analysis

1. Information about the company and the job position

Company name:

Job position:

Contact:

Working hours/schedule:
O Full-time

Fixed hours

Shift work

Part-time

[ I I R I Ry

Flexible working hours

Commute to work:

[0 Public transport
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[0 Company shuttle
[0 Owncar

O Other:

Job description:

[0 Physical work
Customer service
Computer work

Manual work

o o oa

Other:

Main duties:

[J Customer service
Office tasks
Production tasks

Physical work

o 0 o0oad

Other:

Equipment, tools, and software used at work:
[0 Computer

Office software

Production machines

Company car

O 0O O Od

Other:

Workplace adaptation for disability-related needs:

[0 Yes (please describe):

O No

2. Job crafting

a) Tasks and activities

Would you like to change the scope of tasks?
[0 Yes, simplifying some tasks
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O 0O o0o0o0oa4a

Yes, delegatating difficult tasks to others

Yes, introducing new tasks using my talents

Yes, introducing new tasks that bring more satisfaction
Yes, changing the way tasks and activities are performed

No, | am satisfied

What can be changed in tasks/activities?

Task 1:

Change:

Steps to implement:

Task 2:

Change:

Steps to implement:

Task 3:

Change:

Steps to implement:

b) Rela
Would

O
O
O

tionships at work

you like to improve relationships with someone?

Yes, with colleagues
Yes, with supervisor

No

What can you do to improve relationships?

O

O 0O 0000

Social
Innovation
Initiative

One-to-one conversation

Adjust communication

Practising listening skills

Engaging in joint problem-solving

Participating in team initiatives

Organising and encouraging participation in joint activities

Avoiing gossip and negative conversations
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[0 Appreciating and supporting colleagues
[0 Initiating regular one-to-one meetings with the supervisor

O Other:

[0 Notapplicable

c) Overall work goal

What is the main goal of your work?

[0 Earnings
Professional development
Satisfaction from tasks performed

Helping others

(0 I I R I Ry

Other:

What motivates you most at work?

[ Salary
Opportunity for development
Good workplace relationships

Impact on others

o 0 o0oad

Other:

Do you feel that your work has meaning?
L VYes, definitely
[0 Ratheryes
1 Notsure
0 No

Would you like to change something to make work more satisfying?
0 No

[J Yes (please specify what you would like to change):

What steps can you take to make the above changes (if applicable):

Step 1:
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Step 2:
Step 3:
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Annexno 4

Action card of the job crafter

Name of the job crafter:

Name of the individual:

Scope of Consultation
(Enter the code from
Date Signature of job crafter Remarks/notes
the Coded Tasks list)
Signature of individual
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Annexno 5
The list of coded tasks

Description of coded tasks in the cooperation between the job crafter and

the individual

Code Task description
1 Employment Support Activities
Establishing contact with the individual. Setting the rules of cooperation,
defining goals, identifying needs, collecting and analysing information about
1a
the individual from the Individual Action Plan (IAP), available documents, and
obtaining information from other specialists or the individual’s environment.
1b Analysis of the individual’s labour market situation.
Discussion of self-education activities and ways of implementing them.
1c
Encouraging the individual to engage in additional activities.
Discussion of tools useful in the job search process, e.g., CV and cover letter
1d generators, the job autocrafting application, familiarising the individual with
job offer portals.
Preparing the individual for conversations with the employer about career
development, promotion, pay rises, and other issues related to improving
1e
working conditions. Training in assertively communicating one’s needs to
employers.
1g Carrying out simulations of work-related tasks.
Preparation of documentation for internships and/or work placements of the
1h
individual.
2 Employment
Searching for a suitable workplace and job position, taking into account the
2a
individual’s predispositions, competencies, qualifications, and abilities.
Recommending and sending the individual’s application documents to the
2b
employer.
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Consultation with the employer regarding the potential employment of the
2e individual
Informing the individual about available job and/or internship offers and
2d jointly selecting the most appropriate ones. Includes analysis of the
workplace and position related to the offers obtained.
Assistance in preparing or correcting application documents (CV, cover letter)
2e for a specific recruitment process.
2f Preparing the individual for a job interview for a selected recruitment process.
Accompanying the individual in direct contacts with the employer (e.g., during
28 a job interview).
Analysis of specific tasks and professional activities in the workplace (scope
2h of duties and tasks performed, procedures, technologies, ergonomics, tools,
materials).
Support in communication with the employer regarding work organisation and
2i the adjustment of tasks and duties so that they align with the individual’s
abilities and limitations.
Providing advice to the employer on adapting the workplace to the needs of
2 the individual and/or on physical adaptation of the work environment.
Discussion of the individual’s role in the workplace and building a sense of
2k meaning in the work performed.
Providing advice to the employer to resolve potential difficulties arising during
2 the adaptation of the individual.
3 Job retention
3a Employment monitoring.
Supporting the individual in job retention. Analysing difficulties and barriers
3b encountered at work and identifying ways to overcome them
Motivating the individual to engage in job autocrafting. Building a sense of
3¢ agency and providing workplace support.
4 Additional Activities

Social
Innovation &
Initiative
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4a Assistance in building professional networks and support networks.
4b Completion of the individual’s documentation.
4c Consultations of specialists’ team regarding the individual.

Other tasks related to the vocational activation process carried out in
4d cooperation with the job crafter.
4e Participation in job fairs/employment fairs.
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Annexno 6

Exercise “My Values”

Purpose of the activity:

The task is designed to help the individual become aware of what truly matters in
their life — that is, which values are most important to them. This will make it
easier to determine what can bring them satisfaction, what kind of job they
should be looking for, and it will also help strengthen their sense of identity and

agency. It may also translate into increased motivation for further actions.

Materials needed:
e Pen/marker
o Cards with values written on them
o Blank sheet of paper

Exercise procedure:

a) Introduction

Invite the individual to the exercise with words:

“l would like us to take a look today at what is truly important to you. It’s nothing
difficult, there are no wrong answers —this is about you and your life.”

b) Choosing values
Give the individual a set of cards with various values.

c) Ask the individual:
“Choose 10 values that best represent what is most important to you right now. If
you notice something is missing — add your own.”

d) Ordering and discussion
Ask her/him to arrange the values in order, from the most important to the least
important. Then ask:

e Whydid this value end up in the first place?
e Did anything surprise you?

e« Which of these values are non-negotiable — the ones you could not live
without?

e How do these values show up (or how could they show up) in your
professional life?
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e) Writing down conclusions
Encourage the individual to write down the most important conclusions on a
sheet of paper (e.g., “l value freedom and want to have choice in my work”; “I
need stability, that’s why | am looking for something steady”). This can be a

personal map or a note for further reflection.

f) Summary and reflection

Invite the individual to a brief summary:
“Which of these values would you like your future work to reflect? What would
you like to do to get closer to that?”

Supporting material
Examples of values to place on cards:

Social

To feel true love for someone

To have a permanent job

To be able to use imagination

To have truly good friends

To share family activities

To have a romantic relationship with a partner
To have faith in oneself

To be able to engage

Good health

Spontaneity and openness

To have the opportunity to travel as a tourist
To own property, land, or buildings

To have a pleasant and interesting job

To hold revolutionary views

To have the option to change jobs if desired
Not to be resentful

To be able to accept criticism

To have and raise children

To be able to cooperate

To be self-critical
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To have principles in life

To know how to have fun

To have a hobby that fills free time
To be able to change one’s mind
To have artistic talents

Openness

To be tolerant

Thriftiness

To cope in difficult conditions

To be creative

Perfectionism

To defend the weaker

Not to be demanding

To be able to take responsibility
Financial independence

To be able to have pets

To be oriented towards household matters
To feel socially aware

To have plenty of free time

To hold political views

To dramatize and add excitement to everyday life
To work short hours

To live in a clean environment

To protect nature

Free access to nature

Good education

To be sensitive

To have a self-designed home
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e To be trustworthy
o To have an active social life
o Tobe democratic
o Tobe able to eat one’sfill
e To have substantial savings
o Patience
o To be oriented towards national issues
e To enjoy literature
o Touse one’s memories for self-reflection
e Personal safety
e Sense of family community
e Toinfluence planning of one’s old age
e Solidarity
e Acceptance by various groups
e Todosports
o To have a knack for trade/business
e To own oruse technical equipment
e To be able to communicate with others
e Stability
Annexno 7
Exercise“Personal Qualities”

Purpose of the activity:

The activity aims to help the individual identify their personal qualities that are
important both in everyday life and in the context of professional work. This gives
the individual an opportunity to better understand their strengths and realise
which qualities may support further career development, even if they lack

professional experience.

Preparation / supporting materials:

e Prepare a list of personal qualities for work with the individual (as below).
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Prepare a sheet or worksheet where the individual can write down their
answers.

Exercise procedure:

a)

b)

c)

Introduction to the exercise:

Explain to the individual that personal qualities are traits that characterise
us and influence how we perceive ourselves and how we behave in
various situations.

Emphasise that many personal qualities are highly valued on the labour
market, as they affect how we function in a professional environment and
what skills we can demonstrate at work.

Selecting personal qualities:

Step 1: Ask the individual to review the list of personal qualities and mark
those that best describe them. Stress the importance of honesty and
selecting traits according to their true feelings, even if not all qualities

seem “ideal.”

Step 2: Then ask the individual to select those qualities they consider
usefulin their professional work. You may explain that some qualities are
more valued depending on the type of job the individual would like to

pursue.
Analysing selected qualities:

Step 3: Ask the individual to reflect on situations in their personal or
professional life where these qualities were demonstrated. Write down

the examples they provide.

o Forexample, if they selected “foresighted,” ask: “Have there been
situations in your life where this quality was particularly

important?”

o Ifthey selected “communicative,” ask: “How does this quality

show in your interactions with others?”

d) Reflection on qualities useful at work:

Social
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e Step 4: Ask guiding questions to encourage the individual to think about

how specific qualities may help in their professional life. For example:

o “Which of these qualities do you consider particularly important

for the job you are looking for?”

o “Could any of these qualities help you in relationships with

colleagues, supervisors, or clients?”

o “How mightyour qualities influence your work organisation and

task completion?”
e) Conclusions and summary:

o Step 5: At the end of the exercise, ask the individual to summarise which
qualities they consider their strongest points and which ones they would

like to further develop.

e Ask how these qualities may influence their future career opportunities

and which are worth developing further in the context of work.

o Highlight that awareness of one’s personal qualities is important not only

in job searching but also in long-term career development.

Recommendations:

o Itis usefulto return to this exercise in the future so that the individual can
see how their self-assessment changes and how they develop qualities

that are valuable in the workplace.

e This exercise can also serve as a starting point for discussions about the
individual’s career goals and areas worth improving or developing to

better cope in a professional setting.

Supporting material - List of personal qualities:

e Active e Direct
e Ambitious o Witty
e Assertive e Bright
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Cooperative Courageous
Patient Formal
Inquisitive Resourceful
Accurate Caring
Dominant Optimistic
Experienced Original
Discreet Open-minded

Available/flexible
Empathetic
Energetic

Enthusiastic

Perfectionist
Self-confident
Inventive

Hardworking

Trustworthy Practical

Idealistic Professional
Intelligent Dynamic/enterprising
Consistent Entrepreneurial
Competent Persuasive
Communicative Foresighted
Creative Prudent

Polite Friendly

Logical Leadership-oriented
Loyal Punctual

Likeable Rational

Gentle Reflective
Adaptable Talkative

Natural Reasonable
Reliable Considerate

Modern Competitive

Responsible (dutiful)
Resilient

Responsible
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e Warm-hearted .
e Strong .
e Meticulous .
e Effective °
e Solid o
e Calm .
e Spontaneous °
e Observant .
e Decisive .
e Diligent °
e Reliable .
e Systematic .
e Bold .
e Tactful .
e Tolerant .
e Sociable .
e Creative .
e Honest .

e Agreeable

Annex no 8
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Polite

Talented
Supportive
Team-oriented
Educated
Demanding
Specialised
Committed
Preventive/proactive
Persistent
Resourceful
Determined
Adaptable
Disciplined
Organised
Detail-oriented
Task-oriented

Skilful

Exercise “ldentifying Skills from Different Sources”

Purpose of the exercise:

The aim of this exercise is to help the individual identify skills that do not

necessarily come from formal employment history. The exercise is intended to

show the individual how their diverse experiences can translate into skills that

are valued in the labour market.

Preparation / supporting materials:

www.nevi-evy.eu

Social - | I institute

Innovation & m CU-"EU"""'J hvu h for structural > F
kel the European Union I DS esearch Akbywizacis

83

EUe, EUROPEAN
@ CenterKontura J319: RuRALvOUTH



Wy

NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

Prepare a set of examples of skills divided into categories such as: Raising
children, Caring for a family member, Hobbies, Interests, Free time,
School, University, Courses, Training, Work experience, Self-directed

learning.

Have a sheet of paper, notebook, or worksheet available for the individual

to write down their answers and reflections.

Exercise procedure:

a) Introduction to the exercise:

At the beginning, familiarise the individual with the aim of the exercise — explain

that the goal is to reflect on the skills they have acquired in different areas of life,

and how these skills can be useful in future professional work.

Emphasise that skills may come from various sources such as raising children,

hobbies, courses, or work experience. Adjust the categories to the individual’s

specific situation.

b) Working through skill categories:

Social

Initiative

Raising children / Caring for a family member:

Encourage the individual to reflect on the skills gained through caring for
children, elderly relatives, or sick family members (if they have such
experience). Together, list skills such as time management, task
organisation, active listening, prioritising, or giving feedback.

Ask: “How could these skills be useful in professional work?”

Hobbies / Interests / Free time:

Ask the individual to think about skills they have developed through
hobbies (e.g., gardening, drawing, cooking, playing an instrument). List
skills such as precision, creativity, manual dexterity, or time management.
Ask: “How could these skills help you at work? In what way might they be

usefulin different professions?”
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e School/ University:
Reflect on skills the individual developed during education (e.g.,
teamwork, self-discipline, preparing presentations). Write these down.
Ask: “Do you notice that these skills may be important in professional

work? How could they be applied?”

e Courses/Training:
Discuss skills gained during courses or training (e.g., foreign language
skills, using a cash register, sales, customer service). Record these skills.
Ask: “Do these skills have practical applications in the jobs that interest

you?”

o Work experience:
Reflect on skills the individual gained through work, internships,
placements, or volunteering (e.g., operating office equipment,
coordinating a team, negotiating, handling correspondence). Write these
down.
Ask: “How could these skills help you in your future job? Are there skills

that are particularly valued in your field?”

e Self-directed learning:
Encourage the individual to consider skills developed through self-
learning, such as computer skills, online research, or interior design.
Write these down.

Ask: “Which of these skills could be useful in your professional work?”
Reflection and conclusions:

o After working through the categories, ask the individual which skills they

consider particularly important in the context of professional work.

e Askthem to reflect on which of these skills may make them stand out in

the labour market and how they can be used in their career.
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o Encourage reflection on how different life experiences — such as raising
children, hobbies, or self-directed learning — have contributed to the

development of competencies that may be useful in professional work.
Closing the exercise:

e Summarise the discussion, emphasising how valuable and diverse the

individual’s skills are.

e Remind them that skills gained in different areas of life can be applied in

the workplace, even if they do not yet have a long employment history.

e Encourage the individual to continue developing skills that may help in job

searching or in their career growth.

Recommendations:

This exercise can be repeated whenever the individual acquires new skills or
wishes to focus on the development of a specific professional competency.

It can also be a useful starting point for further discussions about the individual’s

career goals.
Skills Categorised by Source of Acquisition
Raising children / caring for a family member

e Caring (e.g., for sick persons, children, elderly people)
e Planning

e Managing household finances

e Time management

e Task organisation

e Active listening

e Prioritising

e Providing feedback

e Delegating tasks
Hobbies / interests / free time
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Growing plants, arranging, cultivating, farming, fertilising, selecting

preparations

Breeding, training, handling animals
Manual dexterity

Performing precise tasks
Playing a musical instrument
Drawing, painting

Handicraft making
Sculpting, modelling

Driving a car

Cooking

Washing, cleaning

Sewing

School/University

Preparing presentations

Public speaking

Writing essays and reports

Conducting research

Working in groups / teamwork
Problem-solving tasks

Participating in discussions and debates
Meeting deadlines

Learning new concepts and systems

Taking exams and tests

Courses/training

Social
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Learning foreign languages
Operating a cash register
Sales techniques

Customer service skills
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Using specialist computer programs (e.g., accounting, graphics,
warehouse software)

Technical training (e.g., machinery, IT systems)

Safety and compliance training (e.g., health & safety regulations)

Certification-based skills (e.g., first aid, forklift licence, IT certificates)

Work experience (employment, internships, volunteering)

Building, renovating

Installing, assembling (equipment, devices, systems)

Driving, operating, piloting, navigating (vehicles, machines, equipment)
Maintaining, cleaning, repairing equipment; replacing parts

Operating, maintaining, and repairing tools/devices/machinery
Finishing skills: painting, polishing, refurbishing, sandblasting, grinding
Maintaining long-term relationships with clients

Effective communication in person and by phone

Correspondence with clients

Operating office equipment (e.g., photocopier, fax machine, scanner,
printer)

Supervising (staff, facilities, or activities)

Guarding or monitoring equipment/assets

Coordinating team work

Managing a company

Delegating tasks and responsibilities

Organising work for oneself and others

Scheduling and planning tasks

Negotiating

Assessing and selecting candidates/people

Self-directed learning

Social

Computer literacy and digital skills
Online research and information gathering
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e Independent problem-solving

e Designing projects (e.g., interior design, DIY, crafts)

e |earning through tutorials, books, podcasts, or online courses
e Creativity and innovation

e Developing self-motivation and discipline

e Improving digital literacy (e.g., using new apps, platforms)

o Lifelong learning mindset

Annexno 9

Exercise “Your Resources - Through the Eyes of Others and in Practice”

Purpose of the exercise:
The purpose of this exercise is to increase the individual’s self-awareness of their
strengths and skills, both through an external perspective (feedback from others)

and through their own experience.

The individual will complete the exercise with:

e aconcrete list of their resources (potentially expanded after receiving
feedback),

e aplanned development challenge,
e atoolfor further self-discovery and confidence building.
Exercise procedure:
a) Introduction
Begin with a short introductory conversation with the individual:
o At what stage of the job search are you?
e What do you already know about your strengths?
e What do you expect from this session?
b) Feedback from others

e Theindividual selects 3-5 people they know from professional,
educational, or private life (but with whom they have collaborated or
created something together).
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o Together, you prepare a short message with questions (a ready-to-use
template is included in the toolkit).

e Theindividual writes down the names of the people and declares to
whom and when they will send the message.

Simplified version during the session:
If sending the message is not possible during the session, you can instead

discuss what these people might say — a simulation of feedback.

c) Getting to know oneself through challenges

e Theindividual creates a list of at least 5 things they have never tried but
are curious about.

e They select one of them as a micro-challenge for the coming week.

o They write down reflective questions she/he will ask herself/himself after
completing the challenge (e.g., “What did | learn about myself?”).

d) Reflection

o What new insights did the individual gain about themselves after
completing the exercise?

e What does this mean for their further job search?
o What actions will she/he take?
Tips:
The reflection part is intended for the next session.
Annex no 10
Exercise “Labour Market and Employer Requirements Analysis”
Purpose of the exercise:
To support the individual in gaining up-to-date information about the labour
market and in understanding what qualifications, competencies, and experience

are currently expected for positions of interest.

Exercise procedure:

a) Introduction

The job crafter explains the purpose of the exercise:
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“Today we will focus on understanding employers’ expectations towards
candidates for a chosen position. This will help you prepare better for

applications and consciously plan your professional development.”

b) Choosing a position
e Theindividual selects one or two specific job positions of interest (e.g.,

Marketing Specialist, Office Assistant).

e Ifneeded, the job crafter supports the choice of position based on the

person’s skills and interests.

c) Searching for job postings
e Theindividual, independently or with the job crafter’s support, browses
current job postings on popular job portals (in Poland, for example:

pracuj.pl, olx.pl, linkedin.com, praca.gov.pl).
e Thetaskistofind at least three current postings for the chosen position.

d) Analysing requirements
The individual writes down in a table or notes the following information from the

postings:

e Required work experience (how many years? in which industry?)
e Required education (field, level)

o Knowledge of foreign languages (which ones?)

e Hard skills (e.g., knowledge of programs, tools)

e Soft skills (e.g., communication, stress resilience)

e Otherrequirements (e.g., willingness to travel, driving licence)

e) Summary and reflection

The job crafter asks the individual:

e Whichrequirements appeared most often?
e Whichrequirements do you already meet?
e Which competencies should you develop further?
91
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e Didyou discover anything surprising?
f) Planning next steps

Based on the analysis, the job crafter and the individual jointly define:

e Whatthe person can already highlight in their CV or cover letter.

e Which development actions are worth pursuing (courses, training,
internships).

Tips for the job crafter:

e Encourage independence — the exercise is designed to build the

individual’s ability to collect and analyse information.

e Remember to motivate: every competency the individual already

possesses is an asset!

o Iftheindividual completes the analysis quickly, the exercise can be
expanded by checking broader labour market trends for the chosen
position (e.g., is the number of postings increasing? are the requirements

changing?).
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Annex no 11

Exercise “Development Conversations with the Employer”
Purpose of the exercise:

The purpose of this exercise is to support the individual in preparing for

HL:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

conscious and assertive communication of their needs, as well as planning their

professional development in a new workplace.

Exercise procedure:

a) Introduction

Explain the purpose of the session.

b) Discussion of key topics

Present the individual with the main areas worth discussing with an em

e Workplace needs and adjustments (e.g., equipment, task modif

working hours)

ployer:

ication,

e Professional development (e.g., training, mentoring, new projects)

e Work relationships (e.g., team communication, collaboration)
e Payrise or promotion (when and how to raise the topic, what arg

to use)

Offer example conversation scenarios:

uments

e “lIneed additional training to perform my tasks more effectively.”

e “lwould like to discuss the possibility of promotion after six months of

employment.”

e “lwould like to discuss the possibility of a pay rise.”

e “| have noticed some difficulties in communication with the team —

| would like to work on this.”

o “lIneedworkplace adjustments (e.g., ergonomic chair, flexible w

hours).”

c) Conversation practice

Role-play method:

www.nevi-evy.eu

Social - I I institute

orking

93

£ 15 EUROPEAN
Innovation & m Codundad by for structural > F @ EULS. RijRaL
Initiative the Eurapean Unian | h S research Akbywizacis CEI’”ETKOHTUFG L YOUTH

7~ DBSERVATORY


file:///C:/Users/Jaśkiewicz-Kłosowska/Downloads/CAŁOŚĆ!!!%20WSTĘPNA%20WERSJA%20MODELU%20JOB%20CRAFTINGU.docx%23Załącznik%20nr%2013
file:///C:/Users/Jaśkiewicz-Kłosowska/Downloads/CAŁOŚĆ!!!%20WSTĘPNA%20WERSJA%20MODELU%20JOB%20CRAFTINGU.docx%23Załącznik%20nr%2013

HL:EW NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

The job crafter plays the role of the employer, while the individual plays
themselves.

The individual attempts to lead the conversation on one of the selected topics.

After the short conversation, both parties analyse together what went well and
what can be improved.

Example conversation structure:
e Preparation: “l would like to talk about ...”
e Presenting the facts: “In recent months ...”
e |dentifying the need: “l believe that ... will be necessary.”
e Proposing a solution: “We could consider...”

e Openness to discussion: “What is your opinion on this?”

Joint reflection:

e Theindividual and the job crafter discuss:

e What was easy and what was difficult for the individual?

e What emotions appeared during the conversation?

e Whatinner beliefs emerged for the individual during the role-play?

e How can the individual prepare for a real conversation with the employer?

e What could be the consequences of not holding such conversations?

Tips for the job crafter:

e Ensure a safe and supportive atmosphere — conversations about salary
and promotion are stressful for many people.

e Reinforce the individual’s sense of competence — even small successes
during role-play should be praised.

e Remind the individual that constructive conversation is not complaining,
but building a professional relationship based on respect and mutual

benefits.

Supporting Material No. 1

How to overcome barriers and communicate effectively with the employer?

The most common barriers and thought patterns of individual:

94
www.nevi-evy.eu

Social - I I institute

R =¥ EUROPEAN
ion @ Co-unded by for structural > EULe.
innovation® [ et | | bglostuotwal (9 fnees @) CenterKonfura  EU3S: mumatvoun

Initiative



Wy

NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

o “ldon’t have the right to ask for this.”
Truth: You have every right to talk about your needs and working
conditions. It is part of building a mature professional relationship.
o “If | ask for a raise or training, I’U0 be fired.”
Truth: Awell-conducted conversation is hot a reason for dismissal.
Employers value employees who think about their development and want
to perform their work better.
e “I’m not good enough to expect more.”
Truth: The very fact that you were hired means you already meet
expectations. Professional development is a natural part of every career.
o “If | ask for something, | will come across as demanding.”
Truth: Requesting a conversation about development, adjustments, or

salary is a sign of responsibility and professionalism, not entitlement.

Supporting Material No 2
How to Mentally Prepare the Individual:
The 2P Method: Preparation - Confidence - Proposal

e Preparation - gathering facts: achievements, newly acquired skills,
identified needs.

e Confidence - awareness of one’s value: recalling successes, positive
feedback, and personal strengths.

e Proposal -a concrete solution that shows the individual is thinking

about benefits both for themselves and for the company.

Supporting Material No 3
Communication Tips for the Individual:

e Speakin terms of benefits:
Instead of: “l need training because | can’t manage.”
Say: “With this training, | will be able to work faster and more effectively,

which will benefit the company.”
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Rely on facts:

Prepare short examples: projects, tasks, achievements.

Use neutral and positive language:

“l would like to discuss opportunities for further development.”

“l noticed that thanks to my work we managed to improve... therefore |
would like to talk about...”

Remember assertiveness:

You have the right to ask for a conversation, but you are not obliged to get
everything immediately.

A conversation is a negotiation, not a demand.

Supporting Material No 4

Techniques to Boost Confidence Before a Conversation:

“Power Breath” technique: take 3 deep, mindful breaths before the
conversation to calm emotions.

Recall 3 personal successes (even small ones!) to boost self-esteem.
Write down 3 reasons why the conversation makes sense —to focus on

the goal rather than on fear.

Supporting Material No 5

Sample Statement Template:

“Good morning, | would like to schedule a short meeting. | would like to present

my achievements so far and discuss opportunities for further development

within the company. Thanks to my commitment, we managed to [insert example

of success], which is why | am considering further enhancing my qualifications.

Could we discuss this matter at a time that is convenient for you?”

Social
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Annex no 12
Employer Form

Instructions:

This form is intended to help identify potential barriers in the workplace and to
plan reasonable adjustments.

NOTE: Specific adjustments should always be discussed with the individual

concerned.
PART 1: Description of the Work Environment
1. Job description:

e Job title:

e Mainresponsibilities:

o Type of work environment (check as appropriate):
O Office
1 Warehouse / production
L] Field-based/outdoor work
[J Remote work

1 Other (please specify):

PART 2: Identification of Potential Barriers
Please check and briefly describe any barriers that may occur in the position or

the workplace:

Does it
Area Example Barriers I[Comments
occur?

Stairs, no elevator, lack of

parking spaces for persons with
Physical Accessibility [1YESTINO
disabilities, narrow

passageways
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Area

Example Barriers

Does it

occur?

|IComments

\Workplace Ergonomics

Lack of adjustable desks, lack of
ergonomic chairs,
Juncomfortable equipment

arrangement

L1YESTOINO

Access to Information

Lack of documents in electronic
format, lack of instructions

adapted to cognitive needs

COYESONO

Work Organization

Lack of clear procedures, fast
work pace, no possibility for

breaks or flexible working hours

COYESONO

Communication

Exclusively verbal
communication, lack of
alternative forms of conveying

information (e.g., written, visual)

[1YESTOINO

Sensory Environment

Loud, noisy surroundings, strong

odors, flashing lights

[1YESTOINO

Work Atmosphere

High stress levels, conflicts, lack

of support from the team

[1YESTOINO

Alarm System

Only auditory signals without

visual or vibrating alerts

L1YESOINO

Adaptation Support

No support person during the
adaptation period, no mentor or

onboarding program

L1YESOINO
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Does it

Area Example Barriers I[Comments
occur?

Other (please
[1YESTINO

specify)

PART 3: Proposed Reasonable Adjustments

Below are examples of possible workplace accommodations. Their selection

must always be consulted with the employee.

A. Physical Adjustments:

Installation of ramps, elevators, widening of doors.

Relocating the workstation to an accessible floor.

Providing ergonomic equipment (adjustable desks, specialized chairs).
Placing documents and equipment within easy reach (for wheelchair users
or those with limited mobility).

Installation of handrails and grab bars in corridors.

Installing self-closing doors with light resistance.

Specialized footrests, wrist supports.

Stools or chairs enabling semi-seated work (for individuals who have
difficulty standing for long periods).

Improved access to kitchens and restrooms (e.g., touch-activated faucets).

Adapting restrooms to the needs of wheelchair users.

B. Technological Adjustments:

Screen reading software (JAWS, NVDA).

Visual alarm signaling systems.

Installation of electronic reminders (e.g., planning apps for individuals with
organizational difficulties).

Software supporting simple voice note-taking (e.g., for people with dyslexia
or memory difficulties).

Use of text-to-speech and speech-to-text tools.
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Colored keyboard overlays for individuals with low vision or manual

difficulties.

C. Organizational Adjustments:

Flexible working hours or remote work.

Possibility of additional short breaks.

Introducing schedules and predictable daily plans.

Providing access to daily/weekly schedules in advance (for people on the
autism spectrum).

Gradual increase in responsibilities during adaptation (“step-by-step
onboarding”).

Work organized into smaller, clearly defined tasks instead of one large

responsibility.

Agreement for shorter working hours (e.g., 6 hours a day) or part-time work

during treatment periods.

Allowing a reduced pace of work in the first weeks of employment.

D. Communication Adjustments:

Providing written instructions.

Step-by-step instructions with illustrations.

Use of messengers and emails instead of only verbal communication.
Using checklists for daily tasks.

Visual daily schedules (e.g., graphics instead of only text).

Sending key information by email even after in-person meetings (for
individuals who need extra time to process information).

Allowing repetition or clarification of tasks without judgment (“no stupid
questions”).

Short and simple instructions instead of lengthy descriptions.

E. Sensory Adjustments:

Social - I I institute

ton ¢ Cotunded by for structural >= EULe.
ionovation® [ it s | bglostuotwal (9 fnees @) CenterKonfura  EU3S: mumatvoun

Initiative

Enabling work in a quieter space or with reduced noise.
Eliminating strong odors (e.g., air fresheners).
Allowing work during hours with lower foot traffic.

Turning off background music in workspaces.
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e Permission to use noise-cancelling headphones.

e Reducingvisual clutter in the workplace.

e Dimming strong fluorescent lighting or using LED lamps with adjustable
brightness.

e Allowing a personal fan at the workstation instead of central air conditioning.

F. Social Support:

e Assigning a support person during the adaptation period.

e Mentoring or appointing an onboarding supervisor for the new employee.

e Organizing short, regular check-in meetings: “What works? What could we
improve?”

e Providing regular, constructive feedback (short, clear, without personal
judgment).

e Promoting openness and respect for diversity within the team.

e Team training on collaboration and communication with persons with

disabilities.

Annexno 13

Set of guiding questions for job crafters in conversations with employers
The following set of guiding questions concerns the realities of work in a given
company for a specific position. The questions are designed to help identify
barriers and capture what may hinder the work of a person with a disability (e.g.,

stairs, noise, lack of flexibility).

They also help assess the employer’s openness to changes and
accommodations for specific needs.

Thanks to these questions, it is possible to select concrete adjustments -
proposing solutions tailored to the workplace and the individual (e.g.,

organizational changes, equipment, flexibility).

Each job crafter selects the questions depending on the specific situation and

the needs of the individual.
Work Environment and Job Characteristics
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1. Whatis the job title?

2. What are the main responsibilities in this position?

3. Inwhattype of environment is the work performed? (office, warehouse,
production, fieldwork, remote, other?)

4. Does the job require moving between different rooms or locations?

5. Canthejob be performed remotely, at least partially?

Identifying Potential Barriers
* Physical Accessibility

6. Isthe workplace accessible to individuals with limited mobility (e.g., no
stairs, wide passages, elevator)?

7. Arethere parking spaces adapted for persons with disabilities?

¢ Workstation Ergonomics

8. Does the workstation allow for height adjustment (desk, chair)?

9. Are equipment and tools easily accessible and ergonomically arranged?

¢ Access to Information

10. Are instructions and documents available in electronic format?
11. Are materials clear and adapted to different needs of recipients (e.g.,

large print, easy-to-read text)?

* Work Organization
12. Are responsibilities clearly described?
13. Can the work pace be adjusted?

14. Are breaks or flexible working hours possible?

e Communication

15. What forms of communication dominate (oral, written, visual)?
16. Is alternative communication possible (sign language, step-by-step

instructions)?

e Sensory Environment

17.1s the workplace noisy, does it involve strong smells, or flashing lights?
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18. Can stimuli be reduced - e.g., headphones, quieter workspace?

e Atmosphere and Relationships

19. What is the organizational culture —is the team supportive?

20. Is there a high level of stress?

e Alarm System

21. Do alarms only have an auditory signal, or also visual/vibrating alerts?

¢ Adaptation Support
22. Does a new employee receive support during the first weeks?

23. Is mentoring or an onboarding supervisor available?

e Readiness for Adjustments

24. Does the company have experience in adapting workplaces?

25. Would it be open to:
e Physical changes to the workspace (e.g., handrails, adjustable

desks)?

e Technological support (e.g., assistive software)?
e Flexible forms of work organization (e.g., shorter hours, breaks)?
e Adjusted forms of communication (e.g., visual instructions)?
e Modifying the sensory environment?

e Mentoring or an adaptation program?

26. Does the employer know that the choice of accommodations should

always be agreed upon with the employee?

27. Can we propose an individual meeting with the candidate to discuss

specific needs and possible accommodations?

Annex no 14

Exercise “What Do Your Tasks Tell You?”
Purpose of the exercise:

o To identify tasks that bring satisfaction and engage the individual’s natural
talents.
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o To gain a better understanding of one’s own resources, skills, and
professional preferences.

o« Torecognize potential areas for change, redesign, or development in the
context of one’s future career path.

Materials needed:
e approximately 20 small sticky notes (e.g., Post-its)
e pen
e abit of workspace (desk, table, or floor).

Steps of the exercise:

a) Writing down tasks

Ask the individual to write down their professional tasks.

Instruction:

“On each sticky note, write one specific task or duty that you regularly perform at

work. Don’t evaluate them yet—just list them.”

b) Sorting into categories

Next, ask the individual to sort them into 3 categories:

o |like this —tasks that bring enjoyment, satisfaction, and are undertaken

willingly.

o ldon’tlike this —tasks that the individual dislikes, avoids, or performs

reluctantly.

o Hard to say - duties about which the individual has mixed feelings or

cannot clearly evaluate.

¢) Focusing on what works

Instruction:

“Keep only the sticky notes from the | like this category in front of you. Put the
others aside. Carefully read what’s written on these notes. Answer the following

questions (ideally in writing):”
e What skills do you use when performing these tasks?
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e How and when did you learn to do them so well?
o What exactly gives you satisfaction in carrying out these tasks?
e Which aspects of your personality show up when you perform them?
o What positive feedback do others (e.g., supervisors, colleagues,
customers) give you about this work?
Guidelines:

e This exercise can be used to reflect on the individual’s entire career, not
only their current job—in that case, more sticky notes should be

prepared.

e Instead of sticky notes, the individual can simply use a sheet of paper and
apen.

Annex no 15

Exercise “Small Changes - Big Impact”

Purpose of the exercise:
The aim of this exercise is to teach the individual how to independently identify

and implement small, cost-free changes at work that can increase:
e job satisfaction,
e sense of agency,
e better adaptation,
e improved workplace relationships,
o alignment of work with personal preferences and strengths.
Steps of the exercise:

a) Introduction

Suggested introduction:

“We don’t always need big changes to feel better at work. Sometimes small,
thoughtful actions can significantly improve your satisfaction and comfort. Today

we will explore such possibilities.”
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b) Opening questions

Ask the individual questions to elicit their first insights:

e What brings you joy in your work?

¢ What sometimes tires or frustrates you?

e When at work do you feel most like yourself?

e When do you feel that your work has meaning?

o Which relationships at work give you energy, and which ones drain it?

c) Areas of small changes

Present to the individual four categories in which small, cost-free changes can

be introduced:

Area Examples of Actions
e Rearranging the order of tasks to make them more
motivating
Tasks
e Looking for more creative ways to complete routine
activities
e Having more frequent conversations with supportive
Relations people

e Askingfor short consultations or feedback

Thinking about work

e Reminding yourself who your work helps

e Looking for greater meaning in everyday tasks

Workplace

organization

e Rearranging your desk
e Introducing small breaks for recovery

e Establishing your own mini-rituals before or during work

a) Creating your own plan

Task for the individual:

Social
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Based on the categories above, write down 1-2 small changes you can introduce

this week:

e Whatwill | change in my tasks?

e Whatwill | change in my relationships?

e Whatwill | change in how | think about work?

e Whatwilll change in how | organize my work environment?

Important: The changes should be realistic, quick to implement, and
measurable.

b) Summary and reflection
Summary questions:

e Which change seems easiest for you to implement?

Which change might improve your well-being the most?

What could make implementation difficult? How will you handle it?
e How willyou check if the change has worked?

Notes for the job crafter:
e Emphasize that even very small changes matter.
e Strengthen the individual’s sense of agency.

e Encourage experimentation and treating changes as tests, not final
decisions.

Support Material No. 1

Worksheet

1. What brings you joy at work?

..............................................................................................................

4. Areas where you can introduce small changes:

Think about and write down 1-2 small changes you could try this week.
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TASKS (what and how | do things)

e.g. different order of tasks, more variety, more creative approach

RELATIONSHIPS (with whom and how | communicate)

e.g. talking more often with positive people, asking questions, allowing yourself

breaks
L (e 1< 7= Tt
L (o [ 7= T2

THINKING ABOUT WORK (meaning, values)
e.g. reminding myself who benefits from my work, looking for meaning in what |

do

WORK ENVIRONMENT (space, rhythm, breaks)

e.g. rearranging desk, ritual to start the day, going for a walk during breaks

5. Summary

Which change seems easiest for you to implement?

..............................................................................................

....................................................................................................................

....................................................................................................................

Support Material No. 2

Examples of small changes:

In the category Tasks:
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e |decide to do the most difficult task first thing in the morning.

e | break large tasks into smaller steps so | can see progress.

e Once aweek, | learn a new function in a program | use (e.g. Excel, CRM).
In the category Relationships:

e Everydayl exchange a few words with a different person in the team.

e Atthe end of a project, | thank the team for their cooperation.

e Once aweek, | ask a colleague: “How can | help you with your work?”
In the category Thinking about work (meaning):

e Each day, | write down one thing I’m proud of in my work.

e |remind myself who directly benefits from my work (e.g. customers, team,
community).

e |see myjob as part of the company’s bigger purpose.
In the category Work organization/environment:
e |rearrange my desk so | get more natural light.

e | set myown mini-ritual to start the day (e.g. coffee and a quick daily
plan).

e Every hourltake a short 1-minute break to breathe and stretch.

Annexno 16
Guiding Questions for Job Crafters in Conversations with Individuals about

Job Crafting

a) Tasks and Responsibilities

e Whattasks and responsibilities do you perform on a daily basis in your

job?

e Which skills are you currently using, and which additional skills could you

use to do the same tasks faster, better, or more enjoyably?

e« Do you have any additional talents or competencies that you are not using
at the moment, but that could help you work faster, better, or with more

satisfaction?
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How could you make better use of your strengths and skills in your

everyday duties?

Are there any tasks that are particularly difficult for you, or that you would

prefer to hand over to someone else?

Are these difficult tasks truly essential to your role? Could they perhaps

be simplified or done in a different way?

Do you see any new tasks you could take on that would allow you to use

your potential more fully?

What changes in your scope of responsibilities could make your job more

satisfying and effective?

b) Workplace Relationships

Social

Initiative

How would you describe your current relationships with your colleagues?
What is your relationship with your supervisor like?

What kind of relationships would you ideally like to have within the team

and with your supervisor?
With whom do you work best, and why?

Are there people with whom you would like to improve your relationship or

collaborate more often?
In which relationships could you use your skills more effectively? How?

From whom can you receive constructive feedback about your work? Who

would be a credible source for you?
Do you receive feedback regularly? If not, what would help you get it?

From whom at work can you learn the most? Do you have a mentor or

someone you admire?

110
www.nevi-evy.eu

- I I institute

e ¥ EUROPEAN
Innovation & m Co-funded by for structural > F @ EU&\_;I RURAL YOUTH
o B nkon | g forstre proverdl CentferKontura s

7~ DBSERVATORY



Wy

NEETcraft Initiative: Innovations for Empowering Youth with Disabilities

Do you feel like a part of the team? What could strengthen your sense of

belonging?

Do you have the opportunity to share your knowledge and support others?

Would you like to do this more often?

c) Overall Purpose of Work

Social

Initiative

What is the main purpose of your work? Why do you do it?

Why did you choose this particular job or profession?

What does this job give you besides money? (e.g. development, contacts,

satisfaction)

What do you like most about your job? What motivates you in it?

In what moments do you feel that your work has meaning?

Do you see the impact of your work on other people or on something

bigger (e.g. the team, the company, clients, the community)?

Is what you do every day aligned with your values and with what matters

toyou?

Do you feel proud of what you do? Why or why not?

What could you do to make your tasks more meaningful to yourself or to

others?

Would you like to change anything in your work so that it feels more

purposeful or meaningful? What would that be?

What gives you a sense of professional fulfilment? How can you

strengthen it?

What would your “dream job” look like? What would stay the same, and

what would be completely different?
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