
Thriving in the Field: 
A Guide to Self-Care 

and Effective Day 
Planning for Job 

Coaches

Pa s s ion is  the  d iffe re nc e  b e twe e n 
ha ving  a  job  or ha ving  a  c a re e r



Who am I?
• Training Associate for TransCen Inc.

• BS from Indiana University of PA in Physical Education and Sports

• MA from Liberty University in Human Services Counseling and Life 
Coaching

• EdD from Liberty University in Education and Curriculum Design

• Mom of 3

• National Subject Matter Conference Presenter

• Member of APSE, PA APSE, PAR, PA Providers, RCPA, and Providers 
Technology Group.

• Graduate of APSE Emerging Leaders



Understand the importance of you - he a lthy m ind
4

Und e rs ta nd ing  how to p rom ote  a utonom y on the  job  
a nd  le s s  job  c oa c hing

3

How to org a nize  your s c he d ule  m ore  e ffe c tive ly
2

Und e rs ta nd  the  job  of a  J ob  C oa c h1

Today’s Objective



What is a 
Job Coach?

What do 
they do?

Why are they 
important?

Activity
Take out a piece of paper and grab your pen!



SUCCESS

Teach
Teach the skills needed for job success

Inspire
Infuse their mind with the feeling that they can do this.

Motivate
Enthusiasm is contagious! Excite them about the job!

Mentor
guide, set goals and support

Lead by Example
Guide through your behaviors not just your word.

Job coaching formula



On the Job
• Assist with trainings

• Assist with learning new tasks

• Support when problems arise on 
the job

• Provide praise and encouragement

• Encourage workplace natural 
supports and relationships

• Advocacy when needed

• Schedule assistance

Off the Job
• Team/Family communication

• Ensuring uniform is clean

• Ensuring transportation to/from work

• Progress Note completion

As a Mentor
• Dressing appropriately for the job.

• Groomed appropriately for the job.

• Obeying the rules of the job.

• Speaking to customers an workers 
in a professional manner. 

• Assisting in self - advocacy

How will we scale in the future

Roles of a job coach



We have to be so many different things!
How?

Job Coach

Teacher

Personal 
Assistant

Job Coach

Mentor 

Communication 
Expert

Transportation 
Expert

Advocate 

Our c up  is  
a lm os t full!



Job Coaching is not a science 
but a skilled person that helps 
individuals with a disability 
navigate a career path that 
promotes autonomy

Re m e m b e r!  
Prom ote  
Autonom y !

Are  y ou d oing  to 
m uc h?



Ha c k # 1!

Are  y ou d oing  too m uc h?
Are  y ou p rom oting  Autonom y ?

Ha ving  ind e p e nd e nc e  or 
fre e d om , the  c ond ition to 
s e lf- g ove rnm e nt or the  rig ht 
to s e lf- g ove rnm e nt;  
ind e p e nd e nc e .



1. Evaluate your support plan -
Are you promoting 
Autonomy?

2. Is there a piece of technology 
that you can introduce that 
allows the person to be more 
autonomous?

3. Read the room! Do they really 
need you there all the time? Or 
are you there….”just because 
you always have been.”

4. Can some of your time be 
freed in order to help others on 
the job?

Tip  # 1- Don’t we a r 
out y our we lc om e !



Ha c k # 2!

S c he d uling - How m a ny  c olors  d o y ou us e  on 
y our s c he d ule ?



A Job Coach position is a bit 
harder to schedule than most of 
the working world. We base our 
schedules around the work 
schedules of others! By Friday, 
you usually know the schedule 
for the following week of all of the 
people you support. So let’s 
schedule!

Tip  # 2 - Org a nize  
y our s c he d ule !



Every Friday sit down and start to 
organize your next week. Put this on 
your calendar and do it consistently!

1. Place your must job coach supports 
in first. Those that can not be 
changed or altered.

2. Place any that are “stop - n- go’s in or 
those that have rotating schedules 
but not needing you there 100%.

3. Place others that may need bus 
training, shopping for uniforms, 
onboarding paperwork, etc., in to 
open spots.

4. Schedule paperwork times in daily 
(we’ll talk about this later).

Tip  # 2 - Org a nize  
y our s c he d ule !



The key to this is consistency ! 
Schedule it and it will happen!

30 Minutes a day! That’s all you need!

Tip  # 3 - Org a nize  
y our a d m in tim e !

No Note s  turne d  in!

This  is  not the  na m e  y ou 
wa nt for y ours e lf!



Some things about notes!
● The y  a re  im p orta nt!
● Funding Sources can ask for your notes at anytime.
● The individual you support/families/supports brokers 

(coordinators) can ask for your notes at anytime.
● Payment for services can be denied for an improperly written note 

showing no services were performed.
● Job Coach call - off – Supervisor or co - worker can seamlessly jump 

in after reading your note.
● Data collection for fade
● Cover your butt!!!



Million Dollar Tip -
Do your notes right the first time 
and right away! This will save you 
hours!

1. Do y our note s  b e fore  y ou le a ve  the  
a p p ointm e nt. 

2. Dic ta te  the  note s
3. Don’t ke e p  a  note b ook a nd  d o 

the m  a ll a t one  tim e !





Tip  # 4  - Ke e p  a  s c he d ule !  Up d a te  y our 
s c he d ule !

1. Ke e p  a  s c he d ule  via  te c hnolog y  
s uc h a s  g oog le  c a le nd a r or us e  a  
p a p e r a p p ointm e nt b ook!

2. Put y our p riva te / c a n not m is s  
e ve nts  in the re  too!

3. Put y our tra ve l tim e  in the re  s o y ou 
d on’t ove rb ook!



Time Monday Tuesday Wednesday Thursday Friday Saturday Sunday

9:00am Support Chris 
@ OfficeMart

Support Chris 
@ OfficeMart

Day off! Support Chris 
@ OfficeMart

9:30am

10:00am Support Amy @ 
Hope Hospital

10:30am

11:00am

11:30am Travel to 
Bayside & lunch

12:00pm Travel to City Support John @ 
Cleanz car

Travel to City Travel to City

12:30pm Support 
Michael@ 
Ollie’s 

Support 
Michael@ 
Ollie’s 

Support 
Michael@ 
Ollie’s 1:00pm

1:30pm Lunch Travel to office

2:00pm Travel to Platos Organize 
calendar for 
next week2:30pm Drop in on Jess 

@ Plato’s
Onboarding 
paperwork for 
food n stuff

3:00pm



Tip  # 5  - Ta ke  C a re  of You!

Burnout is  re a l!  Don’t le t y our c a nd le  b urn out!

Burnout is a form of exhaustion caused by 
constantly feeling swamped. It's a result of 
excessive and prolonged emotional, physical, and 
mental stress. In many cases, burnout is related 
to one's job. Burnout happens when you're 
overwhelmed, emotionally drained, and unable to 
keep up with life's incessant demands.



Monitoring Signs of a Burnout
1. I feel run down and drained of physical or emotional energy. 
2. I have negative thoughts about my job. 
3. I am harder and less sympathetic with people than perhaps they deserve. 
4. I am easily irritated by small problems, or by my co-workers and team. 
5. I feel misunderstood or unappreciated by my co-workers. 
6. I feel that I have no one to talk to. 
7. I feel that I am achieving less than I should. 
8. I feel under an unpleasant level of pressure to succeed. 
9. I feel I am not getting what I want out of my job. 
10. I feel that I am in the wrong organization or the wrong profession. 
11. I am frustrated with parts of my job. 
12. I feel that organizational politics or bureaucracy frustrate my ability to do a good job. 
13. I feel that there is more work to do than I practically have the ability to do. 
14. I feel that I do not have time to do many of the things that are important to doing a good quality job. 
15. I find that I do not have time to plan as much as I would like too



Ad d  up  y our s c ore s !

Not at All - 1 Point Each
Rarely- 2 Points Each
Sometimes - 3 Points Each
Often- 4 Points Each
Very Often- 5 Points Each



▪ 15-18 No sign of burnout here. 
▪ 19-32 Little sign of burnout here, unless some factors are 

particularly severe. 
▪ 34-49 Be careful – you may be at risk of burnout, 

particularly if several scores are high. 
▪ 50-59 You are at severe risk of burnout – do something 

about this urgently. 
▪ 60-75 You are at very severe risk of burnout – do 

something about this urgently.



Take out a piece of 
paper

Rank 1 to 10 in order 
of importance with 1 
being most important 
and 10 being least 
important



Take a look at where your priorities placed:
Spiritual    ____ out of 8
Relationships ____ out of 8
Physical Fitness ____ out of 8
Sleep ____ out of 8
Pleasant activities ____ out of 8
Emotional ____ out of 8
Nutritional ____ out of 8
Professional ____ out of 8

Are  y our 
p rioritie s  in the  
ord e r tha t y ou 
wa nt the m  to 

b e ?



Strategies for Burnout
1. Ta lk to y our s up e rvis or!  Exp la in wha t y ou ne e d  he lp  with!  

Te ll the m  wha t y ou ne e d  to s top  the  b urnout!
2. S c he d ule  tim e  in y our d a y  for the  im p orta nt thing s  on 

y our we llne s s  whe e l!  If it’s  p hy s ic a l fitne s s , p ut tha t on 
y our c a le nd a r for b e fore  or a fte r work!

3. Eva lua te  why  y our p rioritie s  b e c a m e  out of ord e r. Fix the  
s y s te m !

4 . S ta rt y our ne w s y s te m  of s c he d uling  a nd  s c he d uling  tim e  
for y ou!

5 . Te a c h y ours e lf to b e  he a lthy  in a ll a s p e c ts  of y our 
we llne s s  whe e l!  Ha b its  ta ke  30  d a y s  to form  a nd  9 0  d a y s  
to e s ta b lis h a s  a  ne w ha b it!



Tip  1 - Don’t we a r out y our we lc om e !
Tip  2 - Org a nize  y our s c he d ule !
Tip  3 - Org a nize  y our a d m in tim e !
Tip  4  - Ke e p  y our s c he d ule  up d a te d !
Tip  5  - Ta ke  c a re  of y ou! !



Tha nk y ou! !

Dr. Lis a  S vid ron- S troup , Ed D., C ES P, W IP- C  
Tra ining  As s oc ia te  with Tra ns C e n Inc .

Prog ra m s  we  p rovid e : S c hool to W ork 
tra ns ition, J ob  C oa c h Tra ining s , AC RE 
C e rtific a tion, Me a ning ful Da y  S e rvic e s , 
Em p loy m e nt S p e c ia lis t Tra ining  a nd  
m ore !

ls vid ron@ tra ns c e n.org
( 30 1) 4 24 - 20 0 2

mailto:lsvidron@transcen.org
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