Training re-invented

Welcome!
I’m Maria, and I’m here to help you on your journey to becoming an outstanding Job Coach.
I’m excited that you’ve decided to read this guide. In these pages, you’ll discover the things
you need to know about becoming a job coach – the skills you need to hone and the
knowledge you develop. Because the truth is, there’s never been a more important time to
become a job coach. Supporting people who are experiencing unemployment is a crucial
role and with the current state of uncertainty in labour markets across the globe, job
coaches are an important resource.
If you’re thinking about becoming a job coach, we created this guide specifically for you.
This guide isn’t designed to give you every secret skill a job coach needs, but it will help
decide whether or not it’s your purpose to help your clients get great employment
outcomes. These pages will give you everything you need to get started and take your first
steps on this amazing journey.
It takes a special kind of person to become a job coach, and if you know in your heart that
this is what you are here to do, there’s nothing more meaningful than helping people find
their way.
So enjoy this guide, reap its important lessons, and— this is the most important part—take
action afterwards.
Let’s do this!

Maria
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The Bounce Experience
Bounce Australia delivers world-class soft skills and employability skills training to job
seekers and employment providers across Australia, New Zealand and the USA.
Since 2006, we have been developing and tailoring programs and packages to suit the
employment services industry and provide high-quality coaching, mentoring and training
to promote workforce engagement and activation. Bounce is a place where people matter
and the motivation for change is positive and empowering.
What makes Bounce training the best training?
We use the latest and most effective human behaviour science to create our programs.
We take on the challenges using positive psychology, emotional intelligence and
behavioural nudging to help people make positive future-orientated decisions, by
embedding purposeful behaviours that will allow them to thrive. Our training is an
immersive, inspiring, surprising process that encourages people to see their lives in an
entirely new way.

The Way Finders - HELPING YOU, HELP OTHERS
They Way Finders a one-stop-shop for all things training designed for job coaches,
employment consultants and managers. When you join our global community of Way
Finders, you have access to expert soft skills training and the best tips and tools to help
you improve outcomes with your clients.

WEBINARS

PODCASTS

GUIDES & TEMPLATES

BLOGS

Free & on-demand

Listen to industry tailored
podcasts hosted by our
CEO Maria Smith. Hear from
consultants, job seekers
and industry specialists.

Download our beautiful
self-care guide to help you
take care of yourself &
others and our resume
templates designed for
anyone to use.

Super simple, but highly
informative our blogs and
stories will help you get
better outcomes and
increase your learning.

Covering topics of engaging
the disengaged, motivation
and effective feedback

When you’re a Way Finder, you’re part of a global movement of people committed to
creating incredible outcomes for job seekers, helping them to build a bridge from where
they are now to somewhere better. We understand the challenges you face, but we also
know that with the right tools, techniques and training even your most disengaged clients,
can find their way.
Subscribe to the Way Finders and become the best Job Coach you can be.

www.thewayfinders.com.au
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Part 1.

Coach or Consultant?
WHICH ONE ARE YOU?
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See your role differently.
Employment Consultant. Case Manager. Career Consultant. Post Placement Support
Consultant. Recruitment Consultant. Job Placement Consultant.
There are so many different titles for people that work on the frontline in employment
services. But have you ever thought whether they accurately describe the work you do?
At Bounce, we think the time has come to change the narrative in employment services
when talking about the role in which you play in the industry and re-define the important
work you do.
Consultants, by definition, are typically experts in a particular field and are engaged to
deliver technical, specialised advice or assistance. Consultants are employed to impart their
knowledge and inform their clients on what they should do, based on the information that
is relevant to the situation or project.
We think the title ‘employment consultant’ doesn’t adequately describe the role in which
you play when it comes to working with your clients.
Your role isn’t to tell your clients which jobs to apply for, and when to apply for them. It’s
not to instruct them which courses to take or to write their resumes for them. It’s not to
judge them on their abilities or to put unrealistic expectations on them.
Your role is to coach them.

To guide them and help them realise their potential,
uncover their passion and find their purpose.
There’s no doubt, working in employment services is both rewarding and challenging at the
same time. With 42.8% of the employment services industry taking stress leave annually
and frontline workers only staying in their roles for an average of three years (NESA, 2018),
there’s never been a more important time to give you the professional development you
critically need, to make your work more enjoyable, and sustainable.
There has been little connection made between how important coaching skills are when
helping people find employment. Formal training or qualifications specifically designed to
give you the skills you need to perform consistently well in the role are scarce. The
professional development offered, such as a Certificate IV in Employment Services, is only
designed to help you consultant with your clients.
And so with that in mind, we’ve decided here at Bounce, that we’re not going to refer to you
as employment consultants any more. We’re going to call you Job Coaches. Because that is
what you are, and our training will help you become just that.
It’s time to help your clients to find their way.
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What is a Job Coach?
Coaching involves the belief that an individual has
the answers to their own problems within them.
Job coaches aren’t subject-matter experts, but
they are skilled at listening, observing and asking
the right questions to help their clients learn at
their own pace and discover the answers for
themselves.
You’re there to ask good questions and listen
intently, to offer compassion, to explore a
person’s individual vision, and to build a caring
relationship.
Your job is to assist your clients with making a
change, and how you go about it matters. You’re
there to help them spot the learning opportunity,
set the groundwork, and see things through.
The International Coaching Federation (ICF)
defines coaching as:
“Partnering with clients in a thought-provoking and
creative process that inspires them to maximise their
personal and professional potential.”

What it’s not.
Job coaching is not therapy or counselling.
Coaching involves influencing patterns of behaviour, shifting limiting beliefs or changing
habits and motivating clients to move forward, which results in a profound and long-lasting
change that sticks. Job Coaches provide strategies and assistance in gaining meaningful and
long-term employment. A Job Coach, can where appropriate, coach in other areas of a
clients life, for example health or relationships, as this may impact their success in getting
the job they want.
Coaching does not replace therapy or counselling.
There may be times when you have clients that have deep-seated issues or mental health
challenges that are outside your realm of training and knowledge. It’s important to have
options available to refer your clients to specialists for further support if they require it.
We believe that the outcomes from coaching will far exceed the outcomes from consulting
every day of the week.
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Part 2.

Traits of a Job Coach
THE SKILLS YOU NEED
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What makes a Job Coach?
Since 2006, we’ve worked with thousands of job coaches, and we’ve observed the rewards
and challenges that come with the job. The best job coaches all share a handful of common
traits, behaviours and attitudes. These traits play a huge role in helping them get incredible
employment outcomes with their clients.

Self-awareness
The best job coaches are always looking for ways to shine a light of self-awareness on
themselves. They understand that they can’t be a barrier to helping their clients and that
they can effectively self-regulate their emotions, energy levels and behaviours.

Curiosity
Job coaches are curious about their clients view of the world and are skilled at asking
powerful questions that help clients open up. They are motivated to help their clients find
solutions to improve their situation and feel excited when breakthrough moments occur.

Extraordinary Listening Skills
They are master listeners and will always listen more than they speak. Job coaches listen for
elements like tone of voice, key words, emotion and the words left unsaid – this is where
the real meaning can be found.

Compassionate
Job coaches have big, kind, helpful hearts. They believe everyone has a right to happiness,
and they strongly believe in an individual’s freedom to make their own choices. They are
never afraid to have truthful and honest conversations with their clients, but they are skilled
at doing this with empathy and care.

Accountability
The best job coaches will hold their clients accountable to their agreed actions, and likewise
job coaches need to be accountable to their clients. Integrity is also an important part of
the coach-client relationship - making sure that you are true to your word is a critical
element of building trust.

Growth Mindset
Job coaches are committed to learning and developing themselves. They practise effective
self-care and are invested in furthering their skills and honing their coaching craft. They are
committed to stepping outside of their comfort zone and growing to the best job coaches
they can be.
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Take Action.
Think about which of these traits are natural strengths for you and which ones you can
develop further.
Give yourself a rating 1 – 5 (1 = for improvement – 5 = strength). Think about what actions
you could take to improve the areas you rated yourself low (e.g. read a book or watch a
webinar)

Trait

Strength (Rating 1 – 5)

Action Steps

Self-awareness
Curiosity
Listening Skills
Compassionate
Accountability
Growth Mindset

The good news is, these traits can be built on and developed. At Bounce, we are skilled in
coaching coaches, and we use a unique methodology that elevates job coaches to a whole
new level.
Get ready to become an AWESOME job coach!

Job Coach Profile
Being a new consultant in the industry, I found it difficult to build rapport with some clients. Since
completing the Bounce Job Coach Certification, it has become much easier and has had a huge impact
on the progression of rapport building.
I was deeply impacting during the course while learning about the tools that will enable me to effectively
service our clients, without taking on the mental stressors that may arise. This has had an emotional
impact on me and has re-energised and motivated me to bring my best self to work every day.
A moment that stood out to me was when our group was going through the impacts and influence that
our energy can have, and learning how to match our energy to our clients to improve rapport.

Tania
Mansell,
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Part 3.

The Perfect Client
Session Plan
TRAINING YOU NEED
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Change. It begins with you
The most important part of your job coaching journey begins with the understanding that
you hold the power to help your clients see their lives differently.
When you consider that the work you do is about having the biggest impact on the lives of
the people you help, how you show up in your role is critical. Imagine being able to make a
difference so profound that your clients move towards a life that is inspiring and rewarding;
a life that has meaning and purpose. How good would that feel knowing that you played a
part in making that happen?
There are several important elements you need to bring awareness to in order to become
a highly impactful Job Coach.
•
•
•

•

Beliefs – what do you believe about your ability to coach your clients? What beliefs
do have about your clients potential to find a job?
Projections & Perceptions – how we see others and what we expect of them can
impact how we work with them.
Filters – how do you see and experience the world? Do you use words that
generalise like always, never, everyone? Do you forget about or leave our important
pieces of information? Or perhaps you misinterpret or distort information?
Self-care – you must take care of yourself first. To be your best for your clients, you
need to make sure you take care of your mental, physical and emotional health.
Making wellness a priority will mean that you can think more clearly, have more
creative ideas and have more energy to engage with your clients, especially when
they experience challenges.

Take Action
Think about these elements and write down how you feel about them.
Beliefs – do you have any unresourceful beliefs? What empowering beliefs do you have?
___________________________________________________________________________________________________
___________________________________________________________________________________________________
Filters – do you generalise, delete or distort information?
___________________________________________________________________________________________________
___________________________________________________________________________________________________
Self-care – do you need to focus on self-care more and make wellness a priority?
___________________________________________________________________________________________________
___________________________________________________________________________________________________
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Becoming an outstanding

Job Coach

The most important part of becoming a job coach is understanding the fundamentals of
what it takes to be a great job coach. We frequently hear from people in the industry that
they don’t have enough time to build good relationships with their clients and that
appointments are tick-the-box transactions rather than transformational relationships.
Each time you meet with a client, you have a limited amount of time to connect with them,
build trust and discuss a job plan. Without a plan or process to follow, these appointments
may end up being ineffective and unproductive. One of the key elements of coaching is
preparation, and that’s because the more prepared we can be as a coach, the easier it is to
get the client to get the results they are looking for (and for you too!).
We’ve developed the ideal client preparation plan – a simple system that you can follow
every time you prepare to meet with a client.
The PEARLS system for outstanding job coaching is a unique, human-science based system
designed to give you a solid and habitual pre-session process to follow that will help you
achieve consistent outcomes every time you meet with a client.
PEARLS (your Pearls of Wisdom!) will become your go-to strategy for client engagement.
When you are trained to use the PEARLS system, you will become highly skilled in six
specialised techniques that take your client engagement to the next level. PEARLS training
is the pre-requisite training to the full Job Coach Certification course.

Job Coach Profile
I have definitely used this (the learnings from Bounce Job
Coach Certification). First appointment back I had one of my
more difficult clients and had to use your training and surprise,
surprise it worked!! I learnt more in 20 minutes about him then
I had in 6 months by using some of the techniques I learnt at
the Bounce Job Coach Certification. I have recommended your
training to everyone!
Shane Bowen, MADEC
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The PEARLS System
Great client employment outcomes are the result of great coach-client relationships.
The PEARLS system will help you understand the power of being fully prepared for every
client session. The system has been developed to give you a deep understanding of
emotional intelligence, anchoring and listening with intent. You’ll learn how to build
incredible rapport, connection and trust with your clients and how to nudge them towards
positive solutions and outcomes. PEARLS is a 3-hour comprehensive training program
designed to give you the foundational skills you need to become a great job coach.

P
E
A
R
L
S

Plan
Plan for each session using our planning tools so you can be fully prepared to
get a great outcome every time.

Emotional State
Develop your self-awareness skills and understand how to manage your
energy levels so you can engage your ‘super coach’ state.

Anchor
Anchors can be the key to earning your clients trust and get them excited
about meeting with you.

Rapport
Learn our unique method for building connection and trust with every client.

Listen
Develop your listening skills words to track you clients’ model of the world.
Learn what listening patterns to avoid.

Solutions Focused
Get in action around strategies going forward using the A.C.T.I.O.N system for
setting goals that are really achievable.
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Job Coach Certification
If you’re ready to take your client engagement skills to the next level – Bounce Job Coach
certification is the must-have training for anyone working in employment services. Having
the right skills to support job seekers on their employment journey and help them reach
their goals is essential for anyone working in employment services.
Bounce Job Coaches add huge value to any organisation through their acquisition of
specialised communication and emotional intelligence skills and advanced knowledge, and
application of behavioural nudging.
Imagine being able to gently and easily influence your clients to achieve meaningful and
sustainable employment outcomes and change their lives?

The new way to work with clients
The Bounce Job Coach Certification course includes 12 hours of intensive, immersive, inspiring
coaching and mentoring, delivered by experienced Bounce Trainers. Throughout the course,
participants are evaluated and assessed on their understanding of the content.
Participants will master the four modules of the Bounce Job
Coach Certification. These dynamic learning modules focus on
the key areas of positive psychology and emotionally
intelligent behavior change that works with even the most
challenging clients. Through this certified course, participants
will be trained in the most effective methodologies that
demonstrate how powerful soft skills can change the way
consultants work with and support their clients. Each module
in the course leads on from the last, using a holistic approach
to understanding and influencing behaviour change.

Job Coach Profile
"I really thought I had great communication skills and that I could relate to people
before...but now I can really make a difference because I'm not just listening, I'm
coaching. I am suggesting and nudging and I’m not doing so much for them anymore
and trying to get them on board. I'm able to let them find the answers for themselves
through some clever nudging, and because of that I think it makes more change
because they see the solution themselves."

Shay Campbell MADEC
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What’s next ?
Ready. Set. Coach!
If you’re inspired and excited about the possibilities that await you, let’s start a new journey
in the work you do…
A journey to becoming an OUTSTANDING job coach.
This guide is designed to give you an understanding of what it takes to be a job coach that
has a real, lasting impact on the lives of your clients.
If you’d love to see how this works in action…
Join the Way Finders Academy! The Academy is the leading training community for anyone
working in employment services. It's a membership space dedicated to helping
employment consultants get faster, and more effective employment outcomes with their
clients. And it's packed with in-depth, practical training and resources on all aspects of
coaching, communicating and building stronger relationships with clients that lead to better
job placements. PLUS, it has all the community support you need to develop your skills so
you can reach your full coaching potential. There’s nothing quite like this anywhere in the
world!

Join the Way
Finders
Academy for
FREE today!
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