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Brief Overview of the SoCoT Project 

 

Programme: Erasmus + 
Project name:SoCoT – Social Competence Training and other Supporting 
Measures in Newly Developed Training Courses 
Project number: 14/KA2AE/2384 
 

Objectives 

The SoCoT project - Social Competence Training and other Support Measures 
in Newly Developed Training Courses is an Erasmus project financed by the 
European Commission. The project is implemented by an international 
partnership from 1st September 2014 – 31st August 2016.  
The project’s target is the development and implantation of a new training 
material to support and motivate low-skilled young persons from 16-36 years 
to reintegrate them into the labour market. 
The present training material provides trainers of the target group with a 
toolbox of activities and tasks which facilitates their work with NEET (Not in 
Education, Employment or Training) people in the primary target group. It also 
inspires implementation of their labour market awareness raising  

 

The SoCoT Project Partnership and its Expertise 

Lead partner:Savaria (Savaria Vocational Training Development and Adult 
Education Centre Public Non-profit Kft.), Hungary 
 
Partners: BFI Wien – Berufsförderungsinstitut Wien (Austria), Ce.S.F.Or.Centro 
StudiFormazioneOrientamento (Italy), LEED Nonprofit Kft. (Hungary), NGi (UK) 
Limited (United Kingdom). 
All the partners have a profound knowledge in the development of training 
material and curricula. Young adults and NEETs are in the centre of interest of 
their provided services. All of the partners have a strong cooperation with 
labour market institutions and are experts in labour market issues.  

Short presentations of each partner including their specific expertise related 
to the project are provided below: 

SzombathelyiKépzőKözpontKözhasznúNonprofit Kft. (Training Centre of Szombathely 
Non-profit Kft. in the public interest):organises trainings for adults and provides adult 
education services. In addition to the trainings, the company also organises labour 
market development trainings for job seekers and NEET people. As a unit of DFKKK 
(Dual Higher Education and Research Centre), it takes part in dual mechanical 
engineer training by providing professional support.  
The Non-profit Kft. cooperates with various economic partners. In this field they 
develop and implement tailor-made training. 
Other services include: 

➢ Developing and implementing tailor-made trainings. 
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➢ Providing professional support for further development of the dual mechanical 
engineer training. 

➢ Delivering trainings for NEETs. 

 
BFI Wienstands for Berufsförderungsinstitut Wien (Vocational Training Institute 
Vienna). It is one of the leading providers of vocational and adult training in 
Austria. BFI’s services provide access to further professional qualifications and 
personal development for both employed and unemployed individuals. The 
training courses are designed to result in professional and social success, 
security of employment and labour market reintegration. BFI Wien is a 
contracting partner for the Austrian National Employment Service and 
contributes to the implementation of the Austrian active labour market policy.  
BFI Wien also provides a wide range of adult education / life-long learning 
opportunities, tailor-made to labour market requirements, for individuals 
seeking to obtain new skills as well as for specific in-company training.  
BFI Wien training services target young people and adults interested in 
improving their status in the labour market. For unemployed persons, BFI Wien 
provides services under the national active labour market policy. Other 
training services target employed individuals or groups interested in 
upgrading skills or referrals by companies under tailor-made training courses.  
In addition, BFI operates a commercial school (secondary level vocational 
education) and a university of applied sciences (tertiary level vocational 
education). 
Expertise: 

➢ Providing VET and TVET, management of large vocational training centres 

➢ Providing services pertaining to active labour market policy 

➢ Providing further education, adult education, life-long learning measures 

➢ VET and TVET reform 

➢ Modernising curricula and training materials 
 

Ce.S.F.Or.(Centro StudiFormazioneOrientamento) is a non-profit organization 
that works in the fields of education, training, guidance, counselling and 
mobility for young people and adult citizens. Cesfor activities are aimed at 
the total growth of the human person and his social inclusion. Moreover, 
Cesfor develops innovative methodologies and training activities. They 
provide counselling and research in mobility and training. Training 
development is focused upon arts, culture, tourism and non-profit sector. 
Vocational Guidance activities involve individual and group innovative 
methodologies based on years of field experience and activities in many 
areas: from school drop-out to elderly people inclusion in the labour market. 
Expertise: 

➢ Providing services to the labour market policy 

➢ Consultation and trainings for NEETs 

➢ Training material and curricula development 

➢ Developing and implementing innovative trainings and methodologies 

➢ Facilitating inclusion into the labour market 
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LEEDLocal Economy and Employment Development Non-profit Kft. was 
founded in 2010 with activities focusing on local economy and employment 
development, sustainability and strengthening partnership among economic 
sectors.The organisation operates on a non-profit basis, working for 
community benefit. Their services are certified by a reference issued by OFA 
NKft. (National Employment Non-profit Kft. in the public interest). They are also 
founding owners of the goodworks European Economic Interest Grouping 
(http://www.goodworks.social/). 
Expertise: 

➢ Developing social economy, mediating between for-profit and non-profit 
sectors. 

➢ Developing employment and labour market strategies, forming and 
managing employment pacts. 

 
NGi Limited is a small for-profit business that works with employers to develop, 
improve and/or up-skill their workforce in 'Green Skills' through VET (vocational 
education and training). The business owners are committed to helping 
business organisations of all shapes and sizes move into the low carbon field. 
The Low Carbon Environmental Goods and Services (LCEGS) sector is broad 
but at its heart is a term for capturing a range of activities spread across 
many existing sectors like transport, construction, energy but with a common 
purpose - to reduce environmental impact. Currently the NGi Limited clients 
are drawn from both the private and public sector; the business is well 
connected within the region we operate (Derbyshire and Nottinghamshire) 
with direct contact to 447 low carbon businesses alone.  
Expertise: 

➢ Experts in the initiative EQF and ECVET. 

➢ Providing and implementing new training programmes. 

➢ Curricula development for new qualifications. 

➢ Strong cooperation with labour market institutions and the economy. 

➢ Providing services for NEETs and handicapped persons. 

➢ Experts in the “Green Sector” and new qualifications. 
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Connecting the Curriculum to the Labour Market 

 
Countries participating in this partnership (UK, Austria, Hungary, Italy) might seem very 
different at first view. Indeed, there are considerable differences in lifestyle and 
standard of living of residents, GDP and labour-market particularities of each 
country; to mention but a few areas. During the preparation phase of the project, 
conversations with future partners about young people's difficulties in finding 
employment and integrating into the world of labour suggested the message of the 
book title by LászlóMérő, Hungarian author; 'In the most different ways we are all 

alike'. 
Similarities of difficulties each country encounters regarding unemployment were 
underpinned by the results of need analyses (80 people from all four countries were 
examined) and the findings of the preparatory workshops done during the project; 
and they were further supported by the content of questionnaires completed by 
respondents from the target group of the project before launching the pilot training. 
Labour organisations, experts and trainers of every partner country have to face the 
fact that certain unemployed individuals may fulfil their employment objectives only 
if they are provided substantial assistance from labour market experts. There is a 
need for special programmes providing life situation and age specific support. 
 
The present project aims at improving chances of finding employment and labour 
market situation of young people by developing two training materials: training 
materials for inactive people in the labour market and for experts specialised in 
delivering labour market trainings. Getting to know the life situation of the target 
group served as a point of departure. A brief overview of the major findings of the 
needs analysis carried out during the project is provided below; factors that are 
difficult for individuals in the target group and are characteristic of their labour 
market integration are also summarised. 
− Needs of the society and families of these individuals coincide: both want the 

young people to find employment or learn a trade. 
− Special attention must be paid to young people out of formal education aged 

16-18 to make sure they are engaged with activities useful from a labour market 
perspective (training or work); the lack of this is likely to render them long-term 
unemployed and marginalised. 

− Individuals in the target group of the project: 
⋅ have difficulties formulating labour-market objectives and plans, need 

assistance to choose their (new) vocation, 
⋅ lack carrier-building, communication and life skills.  
⋅ mostly characterised by low level of motivation, 
⋅ way of living rendered difficult by intrapersonal factors: lack of self-

awareness, self-confidence and motivation and fear of failure were typical 
to prevent some of the respondents from obtaining vocational qualifications 
during earlier courses. 

⋅ Unfortunately, their knowledge of the world of labour and employers' 
expectations is extremely superficial; making it challenging to meet 
requirements of aptitude tests. Besides, those with job experience reported 
unmanaged distress at work.  

 
The concept of developing the training material focussed on enabling 
participants to formulate and implement labour market objectives, thus 
becoming an active participant of the labour market. The content to be 
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developed were determined by experts accordingly, which include raising 
awareness, shaping attitudes, developing skills and transferring knowledge. 
The pilot trainings played an important role in developing an efficient training 
material for the labour market. Experience gained from the pilot training 
supported developing the final content.  
 
Implementing this training material alone could be successful in preparing 
participants for the labour market, moreover it could also serve as an 
effective tool in employment programmes supporting job seekers. 
Implementation of career plans designed during group sessions could be 
facilitated by operating the training as a complex system instead of an 
isolated one.By doing so, personality development of the individual and 
application of supporting tools (even simultaneously) will be interconnected. 
It is highly recommended to use the training material in: projects aiming at 
young individuals, preparatory and guidance project phases preceding 
vocational training and subsidised employment.  

Components and phases of a possible complex labour market integration 
programme are briefly introduced below: 
− During recruitment and selection, individuals in the target group have to be 

addressed and motivated to participate in the project. 
− It is important for NEET people and groups in the labour market to clearly 

determine their status and make expert records of it. Factors preventing 
applicants from finding employment (social situation, family problems, etc.) have 
to be mapped in a personalised way using employment and education 
providers.  

− This is followed by development sessions (this training programme can be used as 
an excellent development tool or project component) where, completing the 
sessions, a personalised way out is designed considering application of special 
supporting and development tools and programmes. 
The individual action plans are based on the current situation of individuals, their 
expectations and possible realistic objectives. It is worth considering specific job 
opportunities and all the tools at disposal to seize them. Different skills 
development, life-skills, social, educational, training and employment services 
have to be interlinked in the framework of projects including complex labour 
market interventions. 

− Providing further services when necessary (e.g. life-skills, psychological, 
rehabilitation and social counselling, services for family members, psychological 
aptitude tests, using social services, etc.) 

− Completing the group sessions is followed by trainings (if part of the action plan): 
⋅ remedial course - if necessary 
⋅ vocational training 
⋅ providing apprenticeship/internship, preferably with a mentor 

− job search assistance on demand (one to one or in a group) 
− providing support to find employment (placement, mentoring, planning 

commuting; in cooperation with employers and municipalities, etc.) 
− providing assistance in using different forms of support 
− mentoring supporting integration into and remaining in work, integration 

coaching Based on our experience, competence development through working 
(e.g. punctuality, cooperation skills, civilised behaviour, communication, etc.) 
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has proved to be successful in development programmes. It is important for 
employees to reinforce their professional identities related to the profession 
recently mastered during this process.  

 
An essential part of implementing such complex projects could be the training 
material developed in this project. 
 

A summary of the modules, their objectives set by the team of experts during 
preparation, and the activities through which these objectives are achieved 
are introduced below: Besides, expected outcome is also formulated. 
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A Brief Introduction of the Modules of the Training Material Developed for the Unemployed 

 

Title of the 

Module 

Objectives Tasks Expected Results 

1.  

Entering – 

Team building 

 

to get to know each 

other, strengthen 

group cohesion, 

support inclusion into 

the training 

⋅ group members to get to know each other, promote 
openness towards each other, 

⋅ establish group rules, set and clarify operating 
conditions, 

⋅ provide participants with information about the 
curriculum 

⋅ provide information about the training venue  
⋅ develop the skill of self-reflection 

facilitating establishment 
of an operable group 
initialing awareness-
raising 

2.  

Personality 

development 

module: 

increasing self-

awareness, 

skills 

development 

 

To increase 

awareness and self-

confidence, develop 

skills 

⋅ develop participants' self-reflection skills, strengthen 
self-confidence, 

⋅ promote a realistic self-image, 
⋅ shape thoughts and feelings about unemployment 
⋅ develop thinking about objects of life, highlight the 

individual's personal responsibility for their own life 
path, 

⋅ draw attention to occasional irrational thoughts. 

Developing a more 
realistic way of thinking, 
deeper self-awareness 
and achieving a more 
assertive behaviour. 

3.  
Labour Market 
Module  
 

To promote 
formulating realistic 
labour market 
objectives, 
employment 
alternatives 
(regarding 

To develop deeper understanding of labour 
market operations, gain knowledge and 
experience from the world of labour, reconsider 
and evaluate their own individual real-life 
situations. 

Achieving adequate 
ways of thinking and 
behaving of participants 
that are in accordance 
with labour market 
operations. 
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employment, training, 
career-plan) 

4.  
Moving on – 
Formulating 
and Preparing 
Individual 
Action Plans 
 

To determine steps 
leading into (and 
back) to the labour 
market, motivate and 
strengthen 
commitment to being 
employed. 

Career planning: in terms of training plans and 
employment plans. 

Developing an individual 
action plan for 
implementing the career 
plan: having the possible 
concrete steps 
determined, for as long 
period of time as 
possible, considering the 
individual's abilities. 
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SoCoT - 'Toolbox' 

Introducing the Training Material, Methodological Aspects for its Utilisation 

 

 

The course curriculum was developed in the framework of an international 

partnership, over the course of a number of steps.  

 

First, every partner carried out a needs assessment with individuals in the 

target group, which was followed by consultations with trainers who deliver 

labour market trainings. After that, expert specialised in delivering labour 

market trainings and preparing training materials established the subject 

matters of the training material which are listed as follows: entering – team 

building, personality development, labour market information and moving on 

- activities aiming at labour market re-integration. Experts then designed the 

training material. There was an opportunity to deliver pilot trainings in the 

context of the project. Designing the final version of the training material, 

recommendations and experience of trainers who deliver trainings for 

unemployed people were taken into consideration, and also feedback from 

participating group members. 

 

 

Experts of the project decided on developing a 'toolbox' type of curriculum 

including a 'collection of activities'. The ethos that underpins the approach of 

the curriculum is ultimately to enable trainers to tailor the training material to 

meet local needs of NEET participants.  

 

The structure of the training material in each module are as follows: first, a 

theoretical introduction about the content of the module, descriptions of 

each activity, and finally, annexes of worksheets to delivering the activities 

(with numbers corresponding to those of the activities). 

 

The modules are designed to be used in two different ways: 

− either a comprehensive and complete training material - where activities are in 

a successive sequence according to the activity deliveries; thus, the whole 

training can be delivered based on the description; 

− or meeting the needs of each group/group member, the trainer chooses the 

activities based on the objectives to achieve and the areas to develop.  

The idea is that it aims at shaping and improving certain individual behaviours 

or skills needed for participants to progress into vocational training and 

employment.  
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Direct connection between activities in terms of their content (successive 

activities, activities that develop the same skill, etc.) is summarised in a cross 

reference table at the end of each module. This will allow the ‘toolbox’ to be 

used to cover particular themes highlighted by the trainer prior to the start of 

the course or within the sessions as the course progresses. 

Direct connections between modules is also indicated in the table; trainers 

attention is thus drawn to systematic thinking. This will help group leaders to 

tailor their development sessions to their current group. 

 

Activities have been designed with the participant in mind and are ‘learner- 

focussed’. They take into account the diversity of possible groups such as 

age, individual ability levels as well as differences in ethnic, social and 

cultural backgrounds.  

 

Application of the techniques of Assessment for Learning (AfL) is 

recommended during the whole training process, which ensures participants 

to become aware of their own development. These techniques also enable 

the trainer to identify areas that still need to be developed which in turn can 

help shape the rest of the training package. Effective application of the 

toolbox allows the trainer to create an environment where individuals are 

given the opportunity to really develop vital skills and attitudes needed for 

the world of employment, education and training. 

 

An important aspect of developing the training material was that activities 

are easy to use for group leaders. The intention was to write activity 

descriptions so that experienced trainers can apply them easily. Another 

important aspect is that application of worksheets in the annexes do not 

require any further work; they are ready to be simply photocopied before 

delivering the sessions. 

 

Methods most frequently used in the activities of the training material (in 

alphabetical order): 

− educational conversation 

− experiential learning 

− instruction 

− managed self-disclosure 

− metaplan technique 

− observation 

− panel discussion 

− questionnaire 

− role-play 

− short presentation 
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− skills practice 

− small group work 

− structured activity 

− worksheet 

 

Apart from all these, continual application of AfL techniques are 

recommended. 

Personal requirements of delivering the training: 

To deliver the activities of the training material described here, during the 

preparation when recruitig the person to deliver the training, the following 

criteria are to be considered: 

− they have the necessary labour market knowledge and expertise in delivering 

labour market trainings; the training material itself cannot fulfil the function of 

training the trainers; 

− a person with tertiary educational attainment (preferably a degree in 

Humanities) is recommended; 

− an advantage is to have experience in working with NEET people. 

 

Facilities of the training: conditions, equipment, tools 

An important aspect of delivering the training is a training room with facilities 

that meet the requirements below: 

− considering public transport connections: easily accessible 

− accessible for people with disabilities 

− disturbance free environment (e.g. noise); in a peaceful and quiet location 

− social rooms are available 

− its size and furniture make it capable of hosting the training 

Tools necessary for the training: 

− training material 

− photocopier 

− sheets of writing paper (coloured ones, too) 

− flip chart and paper 

− board markers, felt tip markers 

−  

− writing implements: pens, pencils, crayons, coloured felt tip markers 

− magazines 

− video camera 

− projector 

− computer 

− printer 

− internet access 

− smartphones 
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Module 1: Entering, Team Building 

 

Introduction 

Module 1 provides trainers with a range of learning activities that will help 
participants during the in group building process, initiates development of 
self-awareness, and provides food for thought about labour market 
objectives.  
 
The Group Building Module was designed having taken following under 
consideration: 
The group development process does not end with the first training week, but 
accompanies the trainer along the entire SoCoT training. 
Each group has a life of their own; nevertheless it is known that different 
phases appear during the group building process. Thus, contents of this 
module are the following: 

− Warm-up, Getting to know each other 
− Norming 
− Orientation: Developing career planning skills 
− Storming: Awareness-raising in terms of social relationships, Conflict 

Management, Assertiveness 
− Performing: Objectives, Strengths, Success 
− Farewell 

 
During the first days group forming is in the centre of interest, the main task of 
the group leader is to establish a cohesive group. The relationship between 
course participants is more informal and impersonal. Group members 
observe each other and try to get known each other. After this process, 
participants try to define their roles within the group as well as the group lays 
the basis for their own group culture. Confrontation and many discussions are 
dominant in this process. The result of the norming phase is defining group 
rules and individual positions of participants within the group. These definitions 
are the basis for further training activities as well as gives the possibility to 
effectively work with the group in the later phases (orientation, 'storming'). The 
performing phase is characterized by high motivation, concentration and 
cooperativeness. The last group phase at the end of the training is Farwell. It is 
important to actively perform this phase with the group to be able to let 
participants gently leave the course that is the basis for the new challenges in 
their life. 
 
To highlight group dynamics processes, activities to close the group are also 
to be found in this module, instead of Module 4 - 'Moving on' which deals with 
labour market integration. 

 

Module 1 as a whole contains tasks and activities that try to support the 

trainer along the entire SoCoT training and that can be chosen during its 
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various modules and phases. The intention is that there are activities that can 

be chosen during the various modules and phases in the SoCoT training. 
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Activity Descriptions 

 

1.1. Forming 

 
Background:Moving around helps reduce insecurities and tensions. That is why the 
stage of getting to know each other will be more relaxed and easier when these 
activities are combined with physical ones (see: Rabenstein, R. / Reichel, R. / 
Thanhoffer, M., 2001a). It makes sense to provide the opportunity for group members 
to get first indications about shared personal circumstances, which evokes the 
feeling of belonging to a group of people because of having something in common 
(e.g. the number of people in one’s household). In this way, the participants can get 
into conversation with the help of uncontroversial topics and thus gain an overview 
of the whole group.  
 
Activity Objectives: Getting to know each other; discovering similarities 
 
Source:Braun / Hoffmann-Ratzmer / Lindemann / Mauerhof (2007); Praxishandbuch: 
Methoden der Berufs- und ArbeitsmarktorientierungfürJugendliche, AMS Wien, Page 
37. 
 
Activity Delivery:Participants are asked to take their place along an imaginary line 
according to a given scale. Possible scales are for example: 
• How many living beings (people and animals) live in your household? 
• The number of siblings they have; 
• Age;  
• Birthday according to month: from January to December;  
• Shoe size;  
• Height;  
• Alphabetical order of first names.  
 
The scale used can also be three-dimensional, as for example:  
Indicating in which compass direction you would someday like to fly (first indicating 
where north, south, west and east are in the room).  
After the line-up has been established the participants briefly talk about it.  
 
Duration: 15 minutes. 
 
Resources Needed: none 
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1.2. Move like a … 

 
Background: The beginning of a joint seminar or training is often marked by 
tense uncertainty because the participants have to first adjust to the trainer 
as well as the other participants.  
 
In order to reduce these tensions, physical activity combined with the playful 
actions helps everyone to get to know each other (see: Rabenstein, R. / 
Reichel, R. / Thanhoffer, M., 2001a). In the activity presented, the participants 
should empathize with the subject of 'Occupation', get acquainted to the 
training room and exchange first words with their colleagues. 
 
Activity Objectives: To reduce tensions, increase concentration. 
 
Source: Braun / Hoffmann-Ratzmer / Lindemann / Mauerhof (2007); 
Praxishandbuch: Methoden der Berufs- und 
ArbeitsmarktorientierungfürJugendliche, AMS Wien, Page 37f. 
 
Activity Delivery: The participants move around the room and adapt their 
movements to particular selected role models such as: 
• a businessman / businesswoman 
• a construction worker 
• a gardener 
• a computer scientist 
• a photographer 
Whenever two participants meet, they should greet each other according to 
their respective role model and move in an appropriate manner. 
 
Duration: 30 minutes 
 
Resources Needed: none 
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1.3. Bee Hive 

 
Background:In order to effectively design a vocational orientation measure, it 
is necessary that the expectations of the individual seminar participants 
should be identified and, if possible, to take these into consideration in the 
further work. The expectations usually vary depending on the target group 
and life situations of the participants. The 'beehive' method is used to identify 
these expectations. In addition, the method can be used to introduce a 
specific theme and to promote communication, as well as awareness of the 
individual concerns. 
 
Activity Objectives:To get started with a topic, to promote communication, 
to become aware of individual concerns and for the documentation of 
individual expectations. 
 
Source:Rabenstein / Reichel / Thanhoffer, Methoden in der 
allgemeinenBerufsbildung, 2001b, 2.A 12, Münster. 
 
Activity Delivery:Participants discuss some questions. 

These questions relate to a specific topic chosen by the trainer. In the first 

instance each participant answers questions individually and write their 

answers, expectations and any other issues on coloured cards. Then small 

groups of 3-6 participants each will be formed. These responses are within the 

small groups then ranked together according to their degree of importance 

(task: reducing the pool of question pools to a block of essential questions) 

and these shall be fixed on a blackboard or flip chart in this order. The 

resulting grouping of the questions then forms the basis for further work in the 

seminar: they are first discussed within the small groups, then together aiming 

to seek consensus among the groups. 

 
Questions: 
1. To what extent, am I, personally affected by this issue? 
(e.g. how far am I personally affected by the subject of 'long-term 
unemployment'?) 
2. What support do I expect to receive within the framework of this career 
guidance measure? 
3. What additional questions or expectations come to mind concerning this 
subject? 
 
Duration: 30 minutes 
 
Resources Needed:Coloured A5 size cards, markers 
 
Notes:The large group shall be divided in to workable small groups. 
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The 'beehive' method is used to get to know each other and to generally 
loosen and breakdown communication barriers; first within the small groups 
and further ideally within the entire group. Furthermore, it serves for collecting 
the participant’s expectations.  
 
Possible Problem: Group dynamics 
Within small groups 'dominant' people often tend to influence the content of 
the 'line' of discussions. (e.g. Experience shows that expectations of 'weaker' 
participants differ from those of more dominant peers and their views might 
not be fully revealed.) However, since communicating with one another as 
well as in the group is in foreground of the 'beehive' method, biased 
responses related to group dynamics are not seen as being problematic in 
the presented method. 
 
Tip:If the participants exclusively want to be 'thematically warmed-up', then 
just one of the above questions should be sufficient. Similarly, if question 2 
results in such responses that the trainer does not need to go further into it 
(e.g. it presents the ideal image of the course).  
 
Target Groups:All groups 
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1.4. Personal Learning Objectives 

 
Background:By encouraging the participants to take personal responsibility, 
the method 'set your personal learning objectives', aims at guiding them 
towards self-determination in this respect, rather than letting others decide for 
them. The balancing act between 'rules' and 'encouragement' creates a 
tension between the requirements of the trainer and the self-determination of 
the participants. This alternation between self-observation and being 
observed by others (changing perspective views) is the basic requirement 
necessary to soften already internalized value structures and existing 
preferences and allow the individual to be open to new ideas. 
 
That career guidance measures not only encourage knowledge transfer, but 
above all an orientation in order to cope with difficult personal and social 
situations resulting from long-term unemployment, then methods of 
promoting self-reliance are particularly suitable here. This is so because a re-
orientation often requires a fundamental change in attitude and behaviour. 
Such a change can be initiated through 'setting personal learning objectives', 
in that personal initiative and self-responsibility is demanded from the 
participants. 
 
Activity Objectives:To promote self-determination and self-responsibility, to 
reflect on personal learning objectives, to stimulate the personal initiative. 
 
Source:Rabenstein / Reichel / Thanhoffer, Methoden in der 
allgemeinenBerufsbildung, 2001a, Münster, 1.E 11. 
 
Activity Delivery:Participants are requested to define their personal learning 
objectives in writing on the basis of the following questions (which are also 
interchangeable and can be added to): 
• What information do I want to obtain? 
• How do I want to organise myself? 
• What contact experiences do I want to make? 
• What assistance do I want to receive? 
• How will I deal with conflicts? 
• What do I want to take with me on leaving the course? 
 
Duration: 45 minutes 
 
Resources Needed:Prepared questionnaire, sheets of paper (1 page per 
participant) 
 
Notes:In the case of longer course durations, experience has shown that 
exact specifications of the course process (methods, themes and their order; 
rhythm and tempo, means of expression, etc.) by the seminar leader have 
proved to be not very appropriate. To prevent an excessive demand on the 
part of the participants, it is advisable to involve the participants in the 
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process and the design of the course. The method 'setting personal learning 
goals' aims to encourage the participants to co-determination. By 
communicating the participants learning objectives their self-determination 
and self-responsibility is promoted. 
 
This method is particularly employed when the course duration exceeds 30 
hours and where great importance is attached to the participant’s own 
initiative. Establishing self-determination, rather than letting others decide for 
them, ensures that every participant takes responsibility for achieving their 
own course aims. In addition, participants pursue their own objectives at the 
same time. Skills such as leadership, and self- and external reflection are also 
specifically trained. 
 
Tip:In the group, the learning objectives of each individual can be discussed 
together and weighted in the order of preference (elaboration of common 
preferences). In the case of a large group of more than 12-15 people, doing 
the work in small groups (2 to 3 participants) makes sense. 
 
Target Groups:All groups  
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1.5. Business Cards with Topics  

 
Background: In order to orient oneself in the complexity of this world (variety 
of behavioural options), individuals in the course of their socialization develop 
behavioural assumptions based on their everyday life experiences (= total of 
all possibilities for action). By means of this, they free themselves from the 
necessity to continually develop new ways of acting that are appropriate to 
the situation. Events occurring within their own everyday life (= total of all 
possible options for action) thus become expectable.  
The individual, however, does not exist alone. Other individuals (alter ego), 
who also act as sources of experiences, lifestyles and preferences for action, 
but who belong to other ways of life, share their worlds with him/her; a fact 
that on the one hand causes insecurity, but on the other hand is also 
enriching. Even if the probability that certain expectations are not fulfilled, 
they increase with the number of interacting alter egos (the individual can 
never be completely sure how an alter ego will react). It is exactly the 
existence of different alter egos that opens up a wealth of perspectives for 
the individual that would otherwise be deprived from him/her for reasons of 
lacking opportunities for realisation. 
 
Conclusion: The interaction with the alter ego offers the individual the chance to 
gain experiences and to get to know other behavioural preferences and thus to 
broaden ones horizons - without investing a lot of time. The activity 'Business Cards 
with Topics' is designed to connect different ways of life through communication, to 
get to know other behavioural preferences and thus to increase the individuals 
range of options for action. 
 

 
Activity Objectives: To get to know each other, establish a connection to the 
course content, relax and reduce fears; work together for the first time; 
formulate personal expectations for the seminar.  
 
Source:Rabenstein / Reichel / Thanhoffer, Methoden in der 
allgemeinenBerufsbildung, Münster, 2001a, 1.C 5. 
 
Activity Delivery: Each participant receives a small strip of paper and is asked 
to fold it into five sections (they are still kept together) and to write their 
names on each section. Using a flip chart, the trainer then presents his/her 
prepared questions to the group (the list of questions can be varied):  
• What was your last occupation?  
• What is your dream job?  
• What do you expect from the course?  

• If you could start again from scratch, would you do anything differently with 
regard to your educational and your professional career? If so, what would it 
be? 
(If required, the questions could be added to or modified by the group 
leader.) 
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Each participant is invited to answer the questions and write the answers on the 
back of the paper segments, whereby the rear side of the top segment shall be left 
blank. So the participants write their personal answers to the questions on the back 
of the other four segments (a different answer on each segment). Once this has 
been done, the paper is cut into 5 strips that are then attached on the chests of the 
participants (e.g. using adhesive tape.)  
The participants are then asked to find conversational partners, to introduce 
themselves, to exchange cards and then to talk about the topic written on the back 
of the card.  
Returning to the large group, they give account of how they felt during the 
conversation. 
 
Duration: 30 minutes. 
 
Resources Needed: A4 size sheets of paper cut in halves, questions prepared on a 
flip chart 

 
Notes: In seminars in which several people who do not know each other 
participate, conversations between two people are an effective means of 
stimulating an initial 'contact'. The method 'Business Cards with Topics' allows 
for relaxation and informal movement that affords participants the chance to 
get to know each other in 'passing' and in 'approaching one another'. In this 
way, existing insecurities and inhibitions limiting communication are broken 
down through play. The activity also provides an initial introduction to a 
certain topic. By answering the questions, the participants are prompted to 
reflect on their expectations and goals.  
 
Tip:The movement-method for warming up described here is also suitable for 
later phases in the seminar. A seminar that starts with 'movement' and then 
involves nothing but sitting is not very effective. If the room where the event is 
being held does not permit a flexible seating arrangement, it is 
recommended that the 'get to know you' phase be carried out in a different 
room. 
 
Target Groups:All target groups 
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1.6. What was it like? 
 
Background:NEETs (Not in Education Employment and/or Training) seem to 
be a homogenous group but in fact it is a very heterogeneous one. 
Therefore, there is an importance to highlight differences and similarities in 
order to get to know each other as well as to get to know various learning 
needs.  
 
Activity Objectives: To realise own positions, highlight differences and 
similarities 
 
Source:Tamara Baca, Karin Steiner, NiederschwelligeBildungsangebote – 
Kompetenzentwicklungbildungs- bzw. 
arbeitsmarktfernerPersonenalsBeitragzurUnterstützung der (Re-) Integration in 
den Arbeitsmarkt, in: Ernst Gesselbauer / Carin Daniel Ramirez-Schiller 
(Hersg).: Die Rolle von Guidance in einersichwandelndenArbeitswelt, Wien, 
2014 
 
Activity Delivery: Participants form small groups and work on following the 
questions for 45 minutes. Their answers shall be written on a separate sheet of 
paper. 

• Which trainings did you start / complete?  
• Which schools did you start / leave unfinished /complete? 
• Did you have learning difficulties? Were demands low or excessive? Were you 

bored? 
• Have you been afraid of not being able to complete your studies? 
• What have you learned in your free time (e.g. in further training seminars, as a 

hobby, in private surroundings, at the working place)? 
• What positive or negative experiences do you have about learning? 
• What thoughts and feelings occur to you when you hear the concept of 

'lifelong learning'? 

After discussing these questions the answers shall be discussed in the plenum. 
The most important contents are written on flip charts. Flip charts titles are 
'similarities' and 'differences'. This is followed by a guided conversation in the 
large group. 
 
Duration:120 minutes. 
Resources Needed:2 flip-charts, sheets of paper for each group, pens 
 
Target Groups:NEETS and young adults 
  



28 
 

1.7. Feedback – First Experience 
 
Background:It is very useful at a start of a new orientation phase / education 
to highlight experience and expectations, in specific in a group that will stay 
together for a longer time. This is a possibility to recognise wishes, problems 
and conflicts in an early phase and gives the possibility to make adequate 
sessions and support trainees. 
 
Activity Objectives:To evaluate first experience and expectations at the 
beginning of a new (education) phase 
 
Source:MoniraKerler, adapted from Basitan, Jonnes / Vombe, Arno / Langer, 
Roman, Methoden der Berufs- und Arbeitsmarktintegration von Frauen, AMS, 
Wien 2007 
 
Activity Delivery:Participants (learners) write the following questions on a flip 
chart: 
Which good experiences have you had until now? What did you like? 
Which experiences did you not like? 
What do you want to experience during this course? 
What do you not want to experience on this course? 
Regarding the group situation the trainer has the possibility to work in small 
groups or on an individual basis.  
Answers to the questions are written on a moderation card (one card per 
answer). Answers are pinned on a wall and clustered by the trainer working 
with the participants.  
After this session the whole group does some brainstorming trying to find 
answers to the following questions: 
In which way is it possible to further strengthen good experiences? 
In which way is it possible to avoid bad experiences in the future? 
In which way is it possible to make wishes come true? 
In which way is it possible to avoid fear-driven experiences? 
In the frame of this activity it is also important to be clear about the group, 
rules of the institute, etc. 
 
Duration: 60-90 minutes 
Resources Needed:Flip charts, pin walls, pins, moderation cards, pencils 
 
Target Groups:All target groups 
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1.8. Development of Group Rules 

 
Background: Interactions are reciprocal relationships between actions. An 
interaction exists when an actor (individual, group, and organisation) does 
not just orient himself/herself on incidental or immediately recognisable 
conduct of a different partner, but also and primarily on his/her expectations, 
attitudes as well as an assessment and evaluation of the situation they both 
share. Such a reciprocal or mutual orientation toward the partners is only 
possible in the framework of an existing social structure of shared values, 
normative patterns, symbol’s and communications techniques – within a 
shared environment. Shared environments are not however uniform for all 
people. 
Environments differ. When various environments meet each other, the 
differing expectations also come together. Since social interactions are 
bound by social roles as elements of social systems (environments) and 
regulated by norms, defining and disclosing the rules makes sense.  
The method 'Development of Group Rules' serves to reflect these norms and 
create a level on which a productive exchange between the different 
environments / expectations can take place. 
 
Activity Objectives: To improve general conversational behaviour, create a 
productive atmosphere for discussion, promote active participation in the 
group, stimulate mutual acquaintance, and reflect on the personal HOW of 
speaking with each other. 
 
Source:Rabenstein, R., Reichel, R., Thanhoffer, M.: Das Methodnset. 2. Topics  
bearbeiten, 11. Auflage, Münster: Okotopia 2001. 
 
Activity Delivery: Groups have rules. Most rules are unwritten, exist informally 
and therefore cannot be checked. This activity serves to let the group work 
out its own set of rules. Communicating the rules and their disclosure makes it 
possible to check them and observe them.  
 
Small group phase: The large group is asked to break up into small groups (of 
4-5 people). 
The small groups should work out answers to the following questions. 
• What prevents a good conversation? 
• What is necessary for creating a climate for productive discussion? (a 
collective phase) 
The goal is to develop the group rules in imperative form. (e.g. Do not have 
conversations on the side.) 
 
Large group phase: The small groups communicate the rules they developed 
to the panel. The large group discusses which rules are deemed especially 
important and they work together to develop a catalogue of rules, which 
apply for them (ideally 6-10 rules). Contradictory rules, if they are selected 
with the required majority, can be part of this catalogue. In order to be able 
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to check and to obey the list of group rules, a follow-up 'discussion of the 
discussion' should be held. (Metacommunication) In this way the HOW of 
communication is reflected, which then should lead to the desired open and 
productive climate for discussion.  
 
End phase: At the end of the event, participants are invited to explain in turns 
(keeping it brief) how they experienced the activity. Important: Avoid follow-
up questions and discussions here. 
 
Duration: 120 minutes 
 
Resources Needed: Sheets of paper and pens 
 
Notes: In discussions in large groups frustration often builds up. The method 
presented here helps all participants to remain in productive engagement 
with themselves and others with respect to a specific topic and to create a 
good atmosphere for discussion.  
It is questionable whether everything that is required for a good discussion 
can be stated in the form of a rule (e.g. Discussion of 'interesting' topics; How 
is 'interesting' to be defined and who defines it? For whom will it be 
interesting?). Furthermore there is room to doubt that all rules that occur to 
the group will be verbalised. There are rules coming from the trainer that 
have to be respected, so that a good climate for discussion can be 
achieved. It is to be assumed that such rules on the part of the group will 
tend not to be made topics of discussion. 
 
Tip: If there are tensions or an impasse is reached (discussion slows to a crawl) 
in the large group, a 'lightning round' is recommended: each participant in 
turn is asked to say how he/she is doing. Follow-up questions and discussions 
must – if possible – be avoided. The 'lightning round' is used to loosen up and 
to improve the discussion. 
 
Example: Rules that are frequently developed in groups: 
Do not have any conversations on the side (with individual group members 
outside of that group). 
Say 'I' instead of 'you' or 'we'. 
Try to participate in the discussion. 
Let others have their say. 
Take time to give your answer. 
Speak clearly and appropriately. 
Stay on-topic. 
Ask if you do not understand something. 
Be honest and open. 
Keep eye contact with your interlocutors. 
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1.9. Observing Group Rules 

 
Background: This activity is intended as a continuation of the activity 
'Development of Group Rules'. If people have to observe too many new rules 
at once, it can lead to being overloaded which in turn leads to none of the 
rules being observed. That young people identify the most important rules for 
themselves stimulates the individual motivation to observe the rules and the 
tasks assigned become tangible. If the participants pledge that they will 
observe the stated standards of conduct, this is also indicative of an 
increasing sense of responsibility for the function of the group. Additionally, it 
is important for participants to experience that any violations of the rules are 
noticed and criticised by their peers which also makes a reflexive 
engagement with their own conduct and updating the self-assessment 
possible (c.f. Philipp, 1998, Klippert, 1999). 
 
Activity Objectives:To learn self-control by observing the rules; learn to 
accept and observe rules.  
 
Source:Petermann / Franz, Petermann, Ulrike (2007): Training mitJugendlichen 
– Aufbau von Arbeits- und Sozialverhalten, Göttingen, Page 136ff. 
 
Activity Delivery:This activity immediately follows the activity 'Development of 
Group Rules'. Each participant is asked to select one or two rules that he/she 
deems important and resolves to observe from now on. It is essential that 
these rules be individually adapted to the specific person.  
Whether one or two rules are selected depends on the specific participant 
since some of them are already overwhelmed by two rules. It is important to 
make sure that no rules are selected that would be too easy in following.  
These rules are written down on a small piece of paper and visibly posted in 
the room and discussed together. The group chooses the ones they would 
like to have enforced. 
Again, make sure that not only rules that are easy to observe are chosen: 
easy rules should have a more difficult one added to them in every case. 
These rules should apply from now on to every participant but can be 
modified or changed, if, for example, they prove to be too easy or a specific 
life situation makes them necessary. As early as possible the trainer should 
then intervene and lend support in formulating a new rule. The entire group 
can be integrated into the process again.  
 
The rules should accompany the entire course. The trainer will prepare a large 
poster on which the rules for each person and the number of sessions are 
noted. On this feedback table, it is possible to enter dashes, points or 
numbers and then assess each of the participants at the end of each course 
unit. The following procedure can contribute to self-assessment and third-
party assessment: The person in the seat to the left of the participant assesses 
the participant’s conduct with respect to the rules and then the party being 
assessed judges himself. Then the trainer gives an evaluation. If the responses 
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do not agree, the attempt is made to reach a shared result in a discussion. 
This result will then be entered in the feedback table. 
 
Duration: 60-90 minutes 
 
Resources Needed: Large poster and pens 
 
Notes: It can be advantageous if the trainer includes him/herself in the 
process and defines rules that he/she will attempt to observe (e.g. being 
patient, not interrupting others when they are speaking). This can contribute 
to the participants' motivation to observe their own rules.  
Examples of possible individual rules: 
Do not get distracted from the on-going topic with inappropriate requests to 
speak. 
Concentrate, do not interrupt, and be attentive. 
Speak clearly so everyone can hear you. 
Look at the speaker when you are listening. 
Remain patient. 
Contribute in the group and do not hesitate to join in. 
 
Tip: Additionally, the participants can be asked to consider which rule they 
would find most difficult to follow. These rules will be collected and then 
discussed in the group.  
The basis for discussion could be the question of how some rules are easy and 
others hard to follow. In these group discussions, a maximum of four rules can 
be selected that make living together and the shared work easier. Examples 
of possible group rules: 
Stay calm when talking to each other. 
Take turns in a conversation. 
Listen well. 
Start and stop punctually. 
Everyone should participate. 
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1.10. Training Contract 

 
Background:In the course of training, continuous cooperation of the 
participants is a decisive factor. For that reason, it is important to motivate 
the participants to actively participate from the very start. A binding 
relationship between the trainer and participants should be established by 
means of a formal contract.  
  
Activity objectives: To make agreements concerning the course of training, 
provide information about the training course, and clarify mutual 
expectations. 
 
Source:Petermann / Franz, Petermann, Ulrike (2007): Training mitJugendlichen 
– Aufbau von Arbeits- und Sozialverhalten, Göttingen, Page 82f.  
 
Activity Delivery:At the start of the course, all training modalities are discussed 
with the youth. The trainer introduces some of the important goals of the 
training and explains why it is important for the participants to pursue these 
goals. In a second step, the participants should consider what goals they 
have for the course personally. Once the conditions of the training are 
explained, each participant receives two pre-filled training contracts which 
are them customised by the participant and which are finally signed by both 
the participant and the trainer. One copy stays with the participant and the 
other is given to the trainer. 
 
Duration: 45 minutes 
 
Resources Needed: Annex 1.10.  
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1.11. Contract with Myself 

 
Background:Career-orientation training should offer participants a broad 
leeway for personal responsibility and decision-making. The participants have 
a decisive influence in determining their own progress in learning and are 
personally responsible for the implementation. For this reason it is important to 
establish a strong sense of commitment with respect to implementation and 
strengthen the participants’ sense of responsibility.  
 
Activity Objectives: To create a sense of commitment and foster personal 
responsibility on the part of the individual participants; the participants should 
seriously consider which steps they can implement in the next weeks.  
 
Activity Delivery:Each participant receives a sheet of unusually beautiful 
paper. The participants are then invited to produce a contract for 
themselves. Subjects of the contract are consequences and behaviours for 
the coming 4 weeks. The proposed activities are to be described as 
concretely and accurately as possible so that someone who is not in the 
group can understand them. The components of the contract are the 
counter-consideration, the benefit that one expects from it, which would the 
following possibilities, the reward, formal and informal recognition of their 
efforts and any success achieved. The trainer and the participant sign the 
finished contract.  
 
Activity Variation: The contract when prepared, should be signed by the 
participant and also by a fellow member of the group, both receive a copy. 
Both participants agree on a date during the training (could be more than 
one) on which they meet each other in order to discuss the fulfilment of the 
contract. 
 
Duration: 45 minutes 
 
Resources Needed: beautiful sheets of paper 
 
Notes: Since the trainer is actually not a contract partner or object of 
contract, the trainer’s signature constitutes an inequality in the relationship. 
One must consider in the individual case whether the participant does not 
feel controlled, monitored and especially not disenfranchised. 
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1.12. Associative Drawing 

 
Background: Being unable to express one’s worries, anxieties and 
uncertainties in words is a situation that can feel quite oppressive. There are 
people who are unpractised in verbalising their feelings and thoughts or who 
have simply not become aware of these emotional processes. Creative 
activity here offers the chance to face one’s own problems, reflect on one’s 
self and also express one’s self to others articulately. 
 
Activity Objectives: To become familiar with associations relating to their 
choice of career.  
 
Source: Braun / Hoffmann-Ratzmer / Lindemann / Mauerhof, Praxishandbuch: 
Methoden der Berufs- und ArbeitsmarktorientierungfürJugendliche 2007, AMS 
Wien, Page 39f. 
 
Activity Delivery:The activity is introduced with: 'Take time to think for a 
minute about the search for a career and position as an apprentice that you 
are about to embark on. How do you imagine it? What problems do you 
expect? What are you afraid of? Try to express what seems important to you 
in drawing. You can draw abstract forms or draw concrete things and it does 
not matter how pretty your drawing is.' In order to achieve an individual 
result, the associations should not be set any boundaries if possible. 
After the drawings are completed (after about 15-20 minutes), each 
participant gives his/her work a title. 
Then, the drawing is presented in the panel and anxieties, fears, joys and 
expectations of the participants are discussed.  
The important thing is to think about the participants’ possible associations 
concerning career choice ahead of time and how participants can be dealt 
with who do not like to draw or have problems with their career choice. 
 
Duration: 30 minutes 
 
Resources Needed: white A4 size cardboard sheets, pens, pencils, and 
crayons (of different sizes and colours) for each participant 
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1.13. How do I Imagine my Future? 

 
Background: The reason behind an imaginary journey is to set the young 
people into the situation in a relaxed atmosphere, allowing them to fantasize 
about their own situation in life when they are old. Through targeted 
questions, they are prompted to engage different aspects of their future and 
to develop questions and desires with respect to their future.  
 
Activity Objectives: To develop and creatively present ideas, needs, dreams 
and perspectives; get to know alternatives in a reciprocal exchange, foster 
group processes.  
 
Activity Delivery:Once the participants have found a comfortable spot in the 
room, the trainer will set a relaxed ambience for the imaginary journey with 
meditative music. The trainer reads the assigned texts in a quiet voice, at a 
relaxed pace, stopping occasionally.  
Once the meditation is concluded, each participant creates a personal 
collage using the craft materials, displaying their various stages in life in the 
collage (18, 21, 25, 30, 45 and 65 years of age). 
At the conclusion, each participant presents their collage to the group. 
Various ideas can be exchanged in the discussion. The posters created will 
serve to decorate the group room and thus foster the entry into the topic of 
'Career Orientation' in the following work units. 
 
Duration: 120 minutes 
 
Resources Needed:Meditative text (Annex 1.13), CD-player, meditation-
music, scissors, glue, crayons, catalogues and newspapers 
 
Notes: Since an imaginary journey is a type of meditation, it is important that 
the atmosphere be very quiet, from previous experience, this is not always, a 
strength of young people. For that reason it is important that the group not 
be too large and that the method be explained to the participants in detail.  
Since the success of the method depends on all parties involved really 
engaging with it, in case of very young participants, it makes sense to 
consider if boys and girls should do the imaginary journey activity together. 
A quiet atmosphere is important for the meditative part. The participants 
often have no experience with meditation so that leading them into the 
method is important. Preparing the text well is rational, in order to be able to 
maintain the atmosphere through extemporaneous speaking and eye 
contact. Likewise, the music should have a quiet character and be chosen 
carefully. 
The activity can also be used for other age groups for self-reflection and for 
identifying their position in life. The text in the annex then needs to be 
adapted for each age group.  
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Tip:  
This method is especially well suited to serve as a starting point for the topic of 
'career orientation', which is in connection with the imagined life plan. Other 
methods, could be applied here, that put the focus on personal needs with 
respect to their career and work life.  
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1.14. My Future – Near and Far 

 
Background: Developing and consistently pursuing realistic objectives is an 
important point in life and career planning (c.f. Wurzer, 1998). Breaking larger 
objectives down into smaller ones and into easily realisable steps helps to 
make these distant objectives more tangible and provides concrete steps. 
Thinking in smaller steps and therefore in short-term goals, and then acting, 
assumes a capacity for strategic and patient action. This sort of active life 
planning enables young participants to realise their goals through their own 
independence and out of their own motivation.  
 
Activity Objectives: To learn to distinguish short-term from long-term ones; 
learn to identify helpful short-term goals for long-term ones. 
 
Source:Jugert, Gert / Rehder, Anke / Notz, Peter / Petermann, Franz (2008): Fit 
for Life – Modules und Worksheets zum Training 
sozialerKompetenzfürJugendliche, PädagogischerVerlag, p. 156f 
 
Activity Delivery:The trainer presents the activity based on a few examples. 
He/she demonstrates that every long-term goal must be reached by 
reaching short-term goals first. In the next step, the participants are asked to 
consider a long-term goal and then define the matching short-term goals. 
After 10-15 minutes, all participants come back together and the results are 
compiled on a large poster. The trainer checks to make sure that the young 
people have correctly assigned goals to short-term/long-term goals and 
encourages them to check their own definitions of goals again. Finally, each 
of the participants presents their short-term and long-term goals and answers 
questions from other group members and the trainer.  
 
Duration: 90 minutes 
 
Notes: Possible examples useful in explaining the procedure: 
 
Example: 
Long-term goal: To become a dental technician 
What short-term goals can be defined for this objective? 
To get more information about the profession. 
To acquire the required diploma. 
To arrange for a training position. 
 
Possible questions for a final discussion: 
What was more difficult: finding a long-term goal or short-term goals? 
Did you get any new ideas or encouragement from this activity? 
What advantages does it bring if one distinguishes between long-term and 
short-term goals? 
Can you imagine using the procedure from the activity to make a decision 
about a goal? 



39 
 

 
Tip: This activity is suitable to follow-up to the activity 'How do I imagine my 
future?'. 
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1.15. Wish Résumé 

 
Background:Analysing biographies, is a constitutive element in labour 
research and shows that work-specific experiences in one’s own résumé must 
be evaluated in a biographical sense. This means one can assume that, e.g. 
decisions made in the working world will be made and interpreted by an 
individual on the basis of his/her developing identity. In each case the 
subjective orientation will shape and regulate the party’s interests, views, 
convictions, etc. and will therefore have an influence on aspirations and 
attitudes with respect to work and a profession (c.f. Traue, 2005). Young 
people are at the beginning of this work-specific biography and develop 
and formulate their basic attitudes, aspirations and goals over time. This 
activity is meant to be a tool so that youth become aware of their aspirations 
and can discuss the results of their thought processes. 
 
Activity Objectives: To verbalise and structure wishes for the future. 
 
Source:Sacher, Kristin (2005): “LebenswertBeruf” – Praxishandreichungfür die 
ArbeitmitSchulfrühabgängern, AMS Wien, Page 11. 
 
Activity Delivery: Consulting the worksheet, the participant should reflect on 
certain aspects (career, residence, partnership, children, etc.) at certain 
future points in their lives. The objective is to put objectives, thoughts, desires 
and dreams in writing. All participants should have the opportunity to imagine 
some of the life stations that are important to them. When needed, if the 
participants only gave very vague answers, the situations can be discussed 
even more concretely in this discussion. 
 
Duration:30 minutes 
 
Resources Needed: Copies of the handout 'Wish Résumé' (Annex 1.15), pens 
 
Notes: The ideal time for this activity is the situation immediately after the 
activity 'How do I imagine my future?'. In this activity, the young people take 
an imaginary journey into their future. 
The activity 'Wish Résumé' can contribute to making these imaginings 
concrete, structuring them and verbalising them. 
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1.16. Iceberg in Sight 

 
Background:In order to be able to deal with a conflict constructively, it is 
essential to take the psychological factors that form the background of a 
conflict into account and express them. It is especially important to teach 
young people to recognise and communicate their feelings, needs, 
perceptions, aspirations and intentions. It is just as important to perceive, 
understand and accept them in others. The iceberg model serves as an aid. 
This model should clarify that feelings, needs, imaginings, objectives and 
intentions all hide behind a conflict. Admittedly, they are invisible, but they 
can express themselves in deeds, words and body language, which in turn 
can have an effect on the interlocutor and influence the direction of the 
conversation. Expressing these needs, feelings and objectives can quell the 
conflict. 
 
Activity Objectives: To learn to deal with conflicts constructively and avoid 
fighting and escalation. 
 
Source:Jugert, Gert / Rehder, Anke / Notz, Peter / Petermann, Franz (2008): Fit 
for Life – Module und Arbeitsblätterzum Training 
sozialerKompetenzfürJugendliche, PädagogischerVerlag, Page 204. 
 
Activity Delivery:At the start of the activity, one should work out and discuss 
the so-called iceberg model with the young people (see handout 'Iceberg in 
Sight', Annex 1.16). Then, participants should be put into conflict situations in a 
role-play in which they articulate their invisible emotions, desires and needs. 
The participants can express a feeling: 'Now, I’m disappointed'. Or they can 
communicate desires or intentions: 'I came here to talk to you'. The 
participants should always speak in the I-form. 
The role-plays can be done in groups of two or three and recorded with a 
video camera and then evaluated.  
 
Duration: 120 minutes 
 
Resources Needed: Annex 1.16. 'Iceberg in Sight' 
 
Notes: In order to evaluate the activity, the following questions can be 
worked through in the large group: 
Was it difficult for you to perceive how you felt and then articulate it? How 
did you feel when others express their feelings?  
What must one do in paying attention to their own perceptions, feelings and 
needs, and wants to communicate them to others in an appropriate form? 
What effect does it have in an argument if the partners express their feelings, 
needs and goals? 
In your everyday interactions do you consider your partner in a conflict, to be 
an opponent or more like a training partner in a sport? 
Do you sometimes express your feelings in an argument? 
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Tip: Possible conflict situations that can be presented: 
You come to your training job with a new lip piercing. Your boss is disgusted 
and wants you to take it out.  
By sheer coincidence you learn that your fellow trainees met in a cafe after 
work yesterday but they did not tell you anything. You are mad and you 
want to give them a piece of your mind.  
Since you have started doing more things with your Austrian-Turkish 
colleague, your friends have begun avoiding you. One day a fight actually 
develops from this. 



43 
 

1.17. Good Times, Bad Times 
 
Background:In times of crisis it is often difficult to find a way out of the 
unfortunate situation. It is therefore important for young people to learn how 
to avoid crises in advance so that they clearly understand what activities 
help them and what they should avoid, when they already recognise the first 
signs of a crisis.  
 
Activity Objectives: To manage crisis in an appropriate and skilled manner. 
 
Source:Jugert, Gert / Rehder, Anke / Notz, Peter / Petermann, Franz (2008): Fit 
for Life – Module e and Worksheets zum Training 
sozialerKompetenzfürJugendliche, PädagogischerVerlag, Page 179. 
 
Activity Delivery:Right at the start of this activity; the term 'Crisis', is defined 
within the group. A good visual aid is of great help, allowing the trainer to 
collect various aspects, ideas and terms as well as the early warning signs of 
a crisis on cards that can be stuck on the wall. The trainer might well cover 
the information with QR-codes which the participants can decode using their 
smartphones. 
Following this, each group member receives a shoebox; that he/she can 
customise into a personal ‘emergency box'. In the large group, the 
participants will discuss how they can fill up an emergency box in order to 
best avert a crisis or survive it without great losses. Once all participants 
finished the discussions and emergency boxes are filled with ideas (planned), 
they are asked by the trainer to bring these emergency boxes actually filled 
for their next session.  
 
Duration:60 minutes 
 
Resources Needed:A shoebox for each participant, sheets of paper, pens, 
and poster. 
 
Notes: Possible contents of the emergency box: 

− List of fun activities 

− Sport activities 

− List of cultural events / activities 

− Important telephone numbers 

− Friends who are good listeners 

− Individual activities (e.g. taking a bath, taking the dog for a walk, 

eating/drinking something really good, calling your best friend) 

− A personal talisman 

− Photos that remind you of something beautiful 

− A CD, a book 

− A 5-euro note 

− List of positive characteristics 
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Tip: Possible questions for evaluating the activity: 
Did you enjoy assembling the emergency box? 
Does the emergency box make you feel more secure? 
What did you learn about yourself? 
What was the most important thing that you learned about (dealing with) crises? 
What advice would you give a friend who’s not doing so well right now? 
How will you deal with a bad mood or a threatening crisis in the future? 
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1.18. Obstacles on the Road to Career 

 
Background:Finding the route to a career is not necessarily free of problems 
and obstacles for most young people. The important thing is to identify 
possible anxieties in advance and at the same time think out approaches to 
solutions and coping strategies. On the one hand, obstacles and hurdles must 
not be accepted as givens; instead, solutions should be actively developed. 
On the other hand, relieving anxieties and fears can contribute to resolving 
situations self-consciously and without escalation. 
 
Activity Objectives: Do not accept obstacles as givens, but influence the 
situation. 
To facilitate the development of personal attitudes to cope with stress. 
 
Source:Sacher, Kristin (2005): “LebenswertBeruf” – Praxishandreichungfür die 
ArbeitmitSchulfrühabgängern, AMS Wien, Page 26. 
 
Activity Delivery:First, a 'bad luck bird' is drawn in the small groups and it is 
hung on the wall in the room. Participants are asked to brainstorm all of the 
possible obstacles en route to a career and affix them on post-it notes next to 
the bird. Then, participants can decide within their small groups which of 
these obstacles that can be influenced they want to deal with in a role-play. 
They practise their roles in the small group and then play them in the panel. 
The other participants can then guess what obstacle it is about. Then, in the 
large group, they all discuss possible solution strategies.  
 
Duration:45 minutes 
 
Resources Needed: Pens, flipchart paper, post-it notes 
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1.19. Conflicts in the Training Situation 
 
Background: Conflicts arise in situations that are characterised by unequal 
power relationships, among others. Becoming a victim of bullying means that 
one is discriminated against for a long period of time by one’s superiors or 
employees with the objective and/or desired end effect being a termination 
of the employment relationship of the person being bullied (c.f. Esser / 
Wolmerath / Niedl, 1999). Since no one is immune to such attacks, this activity 
should demonstrate to participants how they can react to unfair treatment 
from colleagues or superiors and what means of legal recourse are available 
to protect employees against discrimination. 
 
Activity Objectives:To prepare for rights, obligations and fields of conflict 
during training in a fictive mediation office. 
 
Source:Schabacker-Bock, Marlis / Marquard, Markus (2007): Von der Schule in 
den Beruf, TrainingsmaterialzurBerufspreparation von HauptschülerInnen, 
page 61.  
 
Activity Delivery:Participants work with the sample case of an apprentice 
who has massive problems with colleagues at work. These colleagues assert 
that the apprentice has been negligent in his/her duties. The apprentice feels 
that he/she is facing a bullying situation. In a role-play, the case is to be 
heard in front of a court of arbitration. All participants are assigned to one of 
the possible roles/parties:  
Apprentices, work colleagues, trainers / mentors, possibly parents, company 
CEOs. 
In each small group, the situation is discussed and opinions of the respective 
parties are worked out. In the role-play that follows, these opinions are 
presented to the arbitration office (made up of group members).  
The arbitration office attempts to achieve a resolution. For example, 
stipulations could be worked out that each of the different parties must fulfil 
(e.g. the apprentice being punctual and/or patient instruction from the 
colleagues). If no agreement is reached, the arbitration office should make a 
suggestion on how to proceed. 
 
Duration: 45-90 minutes 
 
Resources Needed:Prepare a sample case (Annex 1.19) 
 
Notes: This activity also offers a good opportunity to discuss the rights and 
obligations of apprentices at the end.   
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1.20. To Stand Group / Peer Pressure 
 
Background: In various situations you are confronted with pressure from the 

group. There is a need of much self-awareness to be able to stand this 

pressure. Therefore, it is supportive to exchange experience in the group and 

to learn about action alternatives for such situations. 

 

Activity Objectives: To exchange with other trainees; learn about various 

action alternatives 

 

Source:Portmann, Rosemarie, Die 50 bestenSpielefürSozialkompetenz, Don 

BoscoMedien, 2009. 

 

Activity Delivery: The trainer starts with individual work. Individuals start to work 

on the following questions: 

Remember a situation where you experienced group pressure and you tried 

to stand this pressure. Please describe this situation by using following 

questions: (1) What things/factors/people put pressure upon you? (2) In which 

way did you try to cope with the pressure? (3) Were you able to stand the 

pressure? (4) Were you satisfied? 

After the individual work the answers are discussed in the plenum. The 

following questions are discussed: 

In what ways does a certain group start to build up pressure on the 

individual? 

Did you do any actions to stand group pressure? 

Which actions worked for you? 

Which further actions would you recommend? 

 

Duration: 40-60 minutes 

 

Resources Needed: sheets of paper and pens 

 

Target Groups: NEETs and young adults 
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1.21. Dispute about an Orange 

 
Background: Acknowledging that efficient communication is able to remove 
and avoid conflicts is in the centre of interest in this activity. Conflicts exist for 
example if there are different interests and/or if two people would like to 
have the same object. Conflicts can have disastrous consequences but with 
appropriate assistance, they can be transformed into constructive 
discussions. 
 
Activity Objectives: To introduce to the topic of conflicts; work out various 
conflict solutions. 
Source: Markus Marquard, MarlisSchabacker-Bock und Carmen Stadelhofer: 
Alt und Jung imLernaustausch: 
EineArbeitshilfefürintergenerationelleLernprojekte. Juventa, Weinheim 2008. 
 
Activity Delivery: Situation: two people would like to have the same orange. 
Nobody indulges and a conflict arises. Both like to solve the conflict and 
realise that each of them needs the orange for other reasons. One person 
would like to eat the pulp and the other person needs the peel to make a 
cake. Hence, the orange can be divided according to their wish.  
At the start, two people play this role-play. These two people are instructed 
before the class, so that the rest of the group does not know that it is only a 
game.  
On the basis of this example it is possible to display various possibilities to solve 
the conflict. 
 
Duration: 60 minutes 
 
Resources Needed:An orange and two volunteers who would like to 
participate in this role play. 
 
Notes:Various conflict solutions are possible: 
Reversal – reversal: Both people lose; the orange is smashed during the 
conflict. 
Victory – reversal: The stronger person wins and takes the orange from the 
weaker one. 
Victory – reversal (avoiding): One of them lets the other person have the 
orange. 
Compromise: Both people win partly. The orange is divided into two parts. 
Constructive conflict solution: Participants talk to each other and tell each 
other why they need the orange. Each one needs it for different purposes – 
one person needs the pulp the other one needs the peel. Both get 100 % of 
the part they need. 
 
Tip:The activity could be amplified by completing the Thomas–Killmann 
conflict mode questionnaire and by discussing their conflict model.  
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Extra duration:30 minutes 
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1.22. D.A.T.A. (Desires, Abilities, Temperament, Assets) 
 
Background: It is important for career re-orientation that one knows one’s 
own aspirations and objectives, as well as one’s strengths. Reflection on one’s 
strengths does not just serve to check whether the objective is realistic, but 
also to consciously implement them on reaching the goal. If one asks people 
about their abilities and strengths, they often fixate on aspects that can be 
directly or indirectly demonstrated as strengths. They often forget how much 
they have already accomplished in life, which they could use as indirect 
foundational material from which they can derive their strengths second-
hand, so to speak. 
 
Activity Objectives:Participants to reflect individually on their aspirations and 
strengths, which are important for a future professional re-orientation. Then, 
an exchange with other participants acts as a complement and as a means 
of identifying blind spots.  
 
Source: Bridges, William  (1996), Ich und Co., Hamburg, Page 105ff in Seidl / 
Beutelmeyer 1999, die MarkeIch. So 
entwickelnSieIhrepersönlicheErfolgsstrategie, Wien, Page 127ff. 
 
Activity Delivery: 
Step 1: The participants first reflect on themselves based on the following 
aspects: 
Desires: What things do you pursue as signs of success in your life? How do 
you imagine your life in three months, in one year and in five years? This 
includes professional activities, hobbies, aspirations, desires for house and 
home, family and marriage / partnership. 
 
Abilities: What can you do well? Write down a list of your abilities, and list 
them in order of precedence. Keep in mind that you may be able to do 
many things that you never 'studied'. This also includes hobbies or concealed 
abilities that you may only use rarely but which may help you advance in 
your career later.  
 
Temperament: What is your personal approach to tasks and life situations? 
Under what working conditions do you most want to work? (e.g. following 
detailed instructions, with broad discretion for decision making, practical or 
theoretical approach, concept-planning or action-driven).  
 
Assets (personal assets): What are your personal assets, meaning advantages, 
which you only mentioned in passing when listing your abilities? These include 
significant life experiences, social contacts, clothing, and appearance. All of 
these aspects can increase your 'market value' as an employee and are 
therefore important to take into consideration.  
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Step 2: The results are presented and discussed in small groups (3-4 people). It 
is essential that there is no judgement of the person’s self-image but that the 
other group members only supplement it with positive aspects. 
 
Duration: 120 minutes 
 
Notes: The trainers will instruct the participants to operate using the KISS (Keep 
it simple, stupid) principle to work out their D.A.T.A. 
 
Target Groups: Adults, meaning primarily people with work experience, the 
unemployed, people returning to professional life and older gainfully 
employed people. 
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1.23. Own Qualifications, Abilities and Strengths 

 
Background: When one asks people about their abilities and strengths, they 
often fixate on aspects that they can directly or indirectly demonstrate as 
strengths. They often forget how much they have already accomplished in 
life, which they could use as indirect foundational material from which they 
can derive their strengths second-hand, so to speak. To become aware of 
one’s own strengths and skills is of key importance in the area of career 
orientation, especially for the unemployed and those returning to work, since 
it can help restore a weakened sense of self-worth. 
 
Activity Objectives: Participants are to become aware of their own resources 
and attributes; in terms of professional expertise and social skills. They will 
visualise these with images or articulate them verbally. Additionally, 
depending on the aspects of their personalities that the participants 
themselves consider weaknesses, to show them how to present these as 
strengths. This trains them in reframing their abilities, which is especially helpful 
in job interviews. The poster especially contributes to helping participants find 
their identity. With the visualisation in the form of a picture, unconscious 
knowledge shall also be made clear and the self-image will be clarified more 
intensely.  
 
Source: Martina Schubert and Karin Steiner for the AMS-Training Workshop 
“JobcoachingfürAkademikerInnen” (Venetia) 2000, in Egger / Simbürger / 
Steiner 2003, Page 54. 
 
Activity Delivery:Participants receive different colours of pens and posters 
and they reflect on their own strengths, abilities and skills. They are asked to 
formulate three 'weaknesses' as strengths. They should be visualised in the 
form of a picture (animal, object, figure), supplemented with language. The 
participants have 45 minutes to do this. After that, the posters are hung up 
and presented. An opportunity to ask each other question’s is given. After 
completing the activity, participants can take the posters home. 
 
Duration:60 minutes 
 
Target Groups:All Target groups 
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1.24. The Key to Success Lies with Me 
 
Background:Every person has specific abilities and personal strengths. Non-
professional experiences are also important resources for identifying one’s 
own strengths, interests and abilities. Becoming aware of one’s own strengths 
and abilities is of key importance in career planning, especially for the 
unemployed and people returning to work, since it can help restore 
deteriorated feelings of self-worth. One’s own perception is not objective; it 
helps us to see things as we would like them to be. For this reason it is 
important to compare one’s own self-image with feedback from others. 
 
Activity Objectives: To reflect on qualifications and strengths; let other 
participants inspire you with various professional activities; raise creativity; 
compare self-image to how others see us; 
To reflect on own skills and strengths; become aware of one’s own rich 
experience, and/or call it to mind; compare self-image / image created of us 
by others. 
 
Source: Winkler 2000,  AMSForschungsneztwerg, Wien, page 50f. 
 
Activity Delivery:All participants receive pens and a poster and draw a tree 
with roots on it. In the roots they write down their formally acquired 
qualifications (diploma, university study, etc.). On the trunk they write down 
their personal, social, intellectual and physical strengths. The trunk is left open 
so that the other participants can draw in the branches. Then the posters are 
hung up or laid down. All participants go around with pens and should draw 
branches extending out from the tree and write in what (professional) jobs 
could arise from these qualifications and strengths. At the end, each person 
evaluates his/her own poster and says which jobs he/she can identify and 
which they cannot identify with. At this point one can also ask how these 
associations came about. The important thing is that the feedback rules be 
observed and that these associations not be subjected to (negative) 
comments. 
 
Activity Variation: The trainer asks all participants to recall three to five work-
related or non-work-related experiences that they consider successful. These 
experiences are noted with a key word on the poster. It is recommended that 
one explicitly state that the participants do not need to limit themselves to 
specific professional or educational experiences, but can and should also 
include personal/private successes (sports, volunteer work, hobbies, etc.).  
Then, participants are asked to reflect on why they see this experience as a 
success. Participants also take notes of their thoughts in the poster. If needed, 
the trainer can offer assistance. 
 
Then, participants reflect on their own successes and examine which 
personal skills and abilities were decisive factors (personal strengths and 
characteristics, knowledge/know-how, other experiences, etc.). 
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In the next step, they jointly reflect on the skills and add further opinions to the 
results. To this end, the trainer asks a volunteer to write a description of a 
personal success. The participant explains why he/she considers this event to 
be a successful experience and which skills were decisive factors in it. The 
other participants listen without interrupting. They can only ask questions or 
give comments in order to support the person in explaining the experience 
and his/her skills. 
 
Depending on group size, work can continue in a panel or in small groups (of 
2-3 people each). In the small group work, make sure that each participant is 
given the time to present their own selected success story and to analyse it. It 
is essential for this activity that rules of feedback are observed and the 
comments are not (negatively) judgemental. 
 
Resources Needed:Sheets of paper and pens (pin boards) 
 
Duration: 90 minutes 
 
Notes: Of course, it is possible that contents are mentioned in the activity that 
the creators of the strengths-trees disagree with. For this reason, it is important 
to ask which jobs a person can 'accept' and which ones they accept after 
the brainstorming session. The participants can also give their reasons for this. 
Since becoming aware of one’s own strengths is an essential component of 
this activity, the participants should be given enough time for it. 
 
Tip: The essential thing is that rules of feedback are observed and that the 
associations are not subjected to (negative) comments. 
 
Target Groups: Elderly people, people returning to work, unemployed adults, 
young people and young adults after they have completed their education. 
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1.25. Objectives and Intentions 
 
Background:Groups are sources of creativity. This source can be brought to a 
head with targeted activities. A joint project (group work) makes it easier on 
group members to make contact with possible new solutions and models. 
Additionally, discussion and shared selection and weighing of ideas among 
the participants introduce a process of reflection. 
 
The intention of this activity is to collect different objectives and intentions for 
the future and check them for feasibility. This uses the group’s creative 
potential. 
 
Activity Objectives: To formulate objectives and intentions for the future, as a 
closing activity. 
 
Source:Rabenstein / Reichel / Thanhoffer (2001c), Methoden der 
allgemeinenBerufsorientierung, Münster, 3.B 19. 
 
Activity Delivery:Each participant receives the handout 'Objectives and 
Intentions' (Annex 1.25) and is asked to answer the questions. Each person is 
allocated 30 minutes and instructed to think about their personal objectives 
and intentions for the future.  
 
Then small groups of four participants each are formed. First, each 
participant reads their responses to question 1 of 'Personal Objectives' to the 
group. The individual statements will then be discussed in the small group. The 
goal is to draft a catalogue of tasks with which all participants declare their 
agreement to. 
 
In the next step, each participant explains their intentions (question 2) and 
considers whether they are in accordance with the objective and the 
catalogue of tasks worked out with the group. 
 
If some intentions prove no (longer) tenable, the meeting is adjourned in 
order to give the group members the opportunity to revise and re-work their 
intentions. After a brief period (note: this time will be specified jointly in the 
large group), the small group will then reform in order to go through the 
catalogue of tasks again. The session continues until agreement is reached.  
 
Duration: 90-120 minutes 
 
Resources Needed: Copies of the handout 'Objectives and Intentions' (annex 
1.25), pens, flipchart, markers and tape. 
 
Notes: The method is suited for working groups with longer duration. The 
objective of the activity is to explore options and work together to formulate 
objectives and intentions for the future. 
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1.26. Letter to Myself 

 
Background:Moods are 'context-based'. If the context changes, impressions 
and moods often vanish quite quickly. Since professional orientation-courses 
are intended to have an effect that goes beyond the course (lasting effect) 
through the transfer of what was developed in the course into everyday life, it 
is important that participants occasionally review the impressions, ideas and 
thoughts they picked up during the course and that they take notes of the 
most important results achieved so far.  
 
This activity constitutes a methodological aid for taking the ideas and 
thoughts that came up in the course into the 'time afterward'. The letter 
enables participants to imagine their way back into the time of the course at 
any time regardless of context.  
 
Activity Objectives:To reflect on the course, raise awareness and finish up. 
 
Source:Rabenstein / Reichel / Thanhoffer (2001 d), Methoden der 
allgemeinenBerufsorientierung, Münster, 4.C 14. 
 
Activity Delivery:In a deliberately relaxed atmosphereparticipants are asked 
to write a letter to themselves. It should be written down to communicate 
thoughts that the participant would like to communicate to the recipient with 
respect to the course completed. 
 
The trainer asks questions as prompts for structuring the content but 
emphasizes that it does not need to be strictly observed: 
How have parts of the course been so far?  
How have I experienced the time spent here? 
What was bad? What was good? 
What is the take-away for me? 
What do I do after the course? 
 
Notes: It is important to keep the questions as open as possible in order to 
keep the ideas flowing. 
 
 
Duration: 30 minutes 
 
Resources Needed:Letter paper, pens, stamps, music (stereo system). 
 
Notes: Addresses are written on the letters and then they are sealed. The 
letters are kept and then posted by the trainers on a date agreed on with the 
participants (either immediately after completing the course or a few days 
later). The stamps and any other cost is provided by the training organisation.  
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Tip: Quiet, pleasant music in the background creates a relaxed atmosphere 
(e.g. early Mozart symphonies). Since the letters are very personal, it is 
advised that only a 'soft' structure be given to the content.  
 
Target Groups:All Target groups  
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1.27. My Boycotter 

 
Background:One’s own individual development can be hindered by certain 
personal characteristics. It is especially helpful to conclude a mutual 
agreement (contract) with another person concerning how this 'disruptive' or 
'inhibiting' personal features will no longer be allowed to have effects in the 
future (e.g. for a certain period), and it supports one in personal 
development. Motivation and positive action are additional aspects of this 
activity. 
 
Activity Objectives: As a closing activity, to stimulate personal growth, 
courage to change, support and differentiation. 
 
Source: El Hachimi / Stephan (2000), SpielArt- 
KonzeptefürsystemischerSupervisionsberatung und Organisationsentwicklung, 
Instrumentefür Trainer und Berater, Göttingen, Mappe 4, Activity 14. 
 
Activity Delivery: Each participant examines him/herself for characteristics 
that hinder his/her personal development. He/she selects on that he/she 
wants to refrain from for a specified time (even after the end of the course). 
In pairs, participants set down a (mutual) contract for how long they want to 
refrain from this characteristic (e.g. 1 week, 2 months, etc.). The parties agree 
on one (or more) dates after the end of the course when discuss their 
experiences either over the phone or in person.  
 
Duration: 45 minutes 
 
Resources Needed: Sheets of paper and pens 
 
Notes: Participants can alternatively opt for a discussion in email or on a 
community website. Young people are expected to choose this way of 
communication. A date also over the phone or in person is more ideal for this 
activity; mutual exchange taking place through these channels is more 
communicative and stimulating for participants. 
 
Target Groups:All Target groups  
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1.28. Backwards and Forwards 

 
Background:People are wont to be their own worst critic particularly 
identifying their own 'faults' or 'weaknesses', to self-recriminate or even punish 
themselves. The end of module 1 of this course / training receives an 
additional positive tint through group members showing mutual respect and 
appreciation. It is recommended to share with others what characteristics 
one appreciates in other people and in oneself, since it enhances feelings of 
self-worth. 
 
The need for appreciation can be broken down into appreciation from the 
outside and internal appreciation. The desire for recognition, social status 
and attention from other people is expressed in the need for external 
affirmation. Feelings of recognition and attention for one’s own person 
and/or achievements lead to feelings of satisfaction. People do not just strive 
for belonging, but also want to have a role within a certain group, which 
extends to individuality and uniqueness in the community. Attention that 
people receive from others indicates that they are an important member of 
the group. On the other hand, a sense of inner appreciation (for one’s self), 
self-acceptance, allows one to appreciate and recognise others. 
 
Activity Objectives: To conclude, establish mutual recognition and 
appreciation, raise feelings of self-worth (aspects of give and take). 
 
Source: El Hachimi / Stephan (2000), SpielArt- 
KonzeptefürsystemischerSupervisionsberatung und Organisationsentwicklung, 
Instrumentefür Trainer und Berater, Göttingen, Mappe 4, Activity 20. 
 
Activity Delivery:At the end of the module, every participant receives a 
piece of cardboard / heavy paper with a safety pin; which is attached to 
his/her back. Participants go through the room and write on the back of 
each person what they especially appreciated about him/her during the 
course. Then each person reads the list of appreciative comments. 
 
Duration: 30 minutes 
 
Resources Needed:Heavy paper (or cardboard), pens, safety pins. 
 
Notes: As a follow-up, one can note what people wish for each person. The 
notes are then collected - not read - and sent to the participant after the 
course. 
 
Target Groups:All Target groups 
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1.29. Monthly Vision 

 
Background: Becoming aware of one's own future, how one can discern it, 
actively shape it and develop visions for it increases one’s motivation. 
Knowing what one wants provides orientation and structure for future 
scheduling. In any case it is meaningful that all goals and everything that is 
personally important does not need to be put into action at once. The 
important thing is to have a clear overview of what is really essential. Setting 
down certain strategies and rules is particularly important for reaching goals. 
With this in mind, one draws on certain aspects of time management, such as 
avoiding 'time eaters' which can get in the way of reaching a goal.  
 
An additional decisive factor is the style of attribution (attributing causes) for 
successes and failures (stable / variable, internal / external), which success 
factors and de-motivating factors can be meaningful with respect to 
achieving the goal and have effects on future behaviour. 
 
Activity Objectives: To conclude the event and give a look ahead/ vision for 
the future. 
 
Source: El Hachimi / Stephan (2000): SpielArt- 
KonzeptefürsystemischerSupervisionsberatung und Organisationsentwicklung, 
Instrumentefür Trainer und Berater, Göttingen, Mappe 4, Activity 27. 
 
Activity Delivery: Each participant develops a vision for the coming month. 
Afterwards, they discuss the following in pairs: 
 
What are my objectives? 
What strategies do I use to reach my goal? 
What rules do I need to observe? 
 
Duration: 45 minutes 
 
Resources Needed: Sheets of paper and pens 
 
Notes: Supplement and/or alternative: The two participants who worked 
together will agree that after a certain period of time has passed (even a 
long one) they will send each other a letter/e-mail and report how many of 
their objectives they were able to achieve. 
 
Target Groups: All Target groups, but mainly people returning to work and the 
long-time unemployed. 
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1.30. Fish and Fishing Net 

 
Background:Feedback is a form of conversation, which allows the 
participants to tell the trainer something about how they perceive the trainer 
and/or for the trainer to learn how others see him/her. This exchange can 
take place in each case at the end of a work session, a group work or even a 
presentation, in order to learn from concrete earlier experience (feedback) 
and improve his/her technique/conduct as a moderator. Given feedback is 
combined with different objectives: A feedback-situation is therefore often 
precarious so that it is advantageous that the person giving and the person 
receiving feedback both observe certain feedback rules. The important thing 
is to pay attention to what the feedback actually contributes to the situation. 
Only then should they reflect on the meaning of it and on the resulting 
change of the perspective along with the opportunities for continued 
development that the feedback may mean for the trainer. 
 
Reflection aims at a holistic observation and reflection of connections. 
Questions about the satisfaction of the participants and suggestions for 
improvements can therefore be answered. The goal is to use this final 
reflection on the course to improve future courses as well as a higher degree 
of satisfaction among the participants (including an implicitly opportunity to 
contribute to improving it). The result of the course is thus perceived and held 
on to. 
 
Activity Objectives: To reflect on the course, to bring it to a close (feedback 
game). Through this feedback game, we assure that feedback to the trainer 
is given in a playful form. Through the complementary elements of 'net' and 
'pond' we have something of a counter to the 'end of workshop adulation' 
that is often suggestively introduced.  
 
Source: Seifert / Göbel (2001), Games – Spielefür Moderation und 
Gruppenleiter, Offenbach, Page 34f. 
 
Activity Delivery:A fisher’s net is depicted on a pin board (or a real one can 
be hung up, through a fish bucket can also do as a substitute). Using tape, a 
'pond' is 'sketched out' on the floor. The trainer gives the participants 
moderation cards (each participant gets 2-3) along with flipchart pens. The 
trainer explains the activity, that everyone should write in the 'fish' (the 
moderation cards) what he/she would like to take away from the course 
(what he/she has 'caught') and – in other moderation cards – also what 
he/she would rather leave behind ('throw back in the pond', what message 
they have for the trainer). The trainer waits until the participants have finished 
(about 5-10 minutes). Then each participant goes forward and throws the fish 
back in the 'pond'. He puts the ones that he caught and wants to keep in the 
'net'. 
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In the break that follows (or after the course is over), the trainer can look over 
the 'fish' in peace and take his/her feedback home.  
 
Duration: 10-15 minutes 
 
Resources Needed: Fishing net / bucket with a suspension mechanism (on 
the pin board or on the flipchart), moderation cards (possibly cut in the 
shape of a fish- the participants can do this themselves), possibly scissors, 
(coloured) tape and/or thread (symbolising the pond), flip charts pens. 
 
Notes: Participants can (but do not have to) identify the 'good' or 'bad' from 
the group that they throw into the net. This final game should only be played 
at the very end of the course. After the course – participants should either be 
able to go home or to take a break (let them know ahead of time).  
 
Tip: Quiet, pleasant music in the background creates a relaxed atmosphere 
(e.g. electronic chill-out-music, 'esoteric' music). 
 
Target Groups:All Target groups 
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Annex 1.10 
Training Contract Sample 

 
 
 
Which is entered into between ___________________ and 
________________________ 
The training event is held in the period from ____ to and including _____ 
organised by ____________________. 
Location of the training: ___________________. During the training you will be 
assisted to reflect on your labour market situation, so that you are able to set 
your learning and employment objectives and develop an action plan to 
implement them.  
During the sessions you are provided more information about labour market 
operations. The activities and annexes will help you gain knowledge about 
how to prepare for and behave at a job interview.  
You can set your own goals in this training, for example: 
 
__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

 
 
12-16 participants are expected to take part in the group sessions. 
Any absence due to sickness shall require the participant to produce a 
medical certificate. Absences arising due to special personal circumstances 
shall be required to be discussed with the group leader. No one shall fail to 
attend more than one training session through their own fault (e.g. forgetting, 
lack of motivation); this rule shall apply to both the individual and group 
training sessions.  
 
It is planned that all participants take part in a social event at the end of the 
training (e.g. go out to eat, go to the movies) where every participant is 
invited. Recommendations for the event shall be discussed and decided on 
later. Everyone can participate who arrives punctually and regularly and 
agrees to cooperate.  
 
 
Done at _____________________________ on _____________________________ 
 
 
 
   _____________________________ _____________________________ 
 Participant  Trainer 
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Annex 1.13 
Meditative Text for 'How do I Imagine My Future?' 

 
Starting 
You are still in this room, in a large building with many sounds. You hear others 
moving around, you hear sounds from outside, hear your own breathing.  
 
Becoming Aware 
You feel how your breath moves, how your chest and abdomen rise and fall – 
and you sense how your breath comes into your nostrils cool – and streams 
out again warm. 
 
Relaxing 
Direct your attention inward to the point on your body that is touching the 
floor (either the wall or the chair). 
Feel where your weight is centred. Begin with your feet, feel where they are 
touching the floor. Then guide your attention elsewhere inwardly. Feel where 
your legs and hips are resting – then your back – your shoulders – your head. 
You may release your weight now. Let your entire weight be supported by 
the floor. You no longer need to hold yourself up and can relax completely. 
 
Turn on the music; listen to it for one minute. 
 
Travelling 
The music flows into the room like an aroma and fills it more and more. First it 
brushes past your ear, and then wraps you up softly like a feathery blanket. 
You let the music carry you away over fields and houses. 
The air smells like summer, like freshly mowed grass. The sun warms you from 
your toes to the tips of your hair. You float away, carried securely.  
The music carries you through time into your future. 
Let it carry you along and guide your journey with your imagination. 
 
Imagine how you will live when you are 18 (adjust to group members). 
Images rise up in you, sometimes out of focus, sometimes clear. You can 
watch the images in peace. Then the music carries you farther into your 
future: 
 
You are 21 years old. You see yourself as an adult – where you live – with 
whom you live – and your work. 
 
Bid farewell to these images and let yourself be carried along in your life to 
the age of 25. 
In these 4 years certainly much has happened. How do things look to you at 
home? Who lives there with you? Where does your money come from? What 
do you do with it? 
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You continue your journey, floating lightly away on the music, letting your 
thoughts and imaginings flow along. Feel the sun on your skin and the scent 
of grass fill your nose. 
 
Now when you look into your future, you are already 30 years old. Once 
again images rise up within you of how you will live at the age of 30. What 
has become of you and the people around you? Do you have children? Do 
you have a job? Do you have money?  
Give yourself over to the music again and let it carry you far ahead into your 
life. When you look down again, you are already 45 years old. 
 
How will you look then when you are approximately as old as your parents 
are today? Do you have a large family?  
Are you still living with your partner? Where are you living? Do you have a 
good job? 
And once again music carries you away; Let go of the images and you float 
away. You fly over mountains and seas and are pleasantly warmed by the 
sun.  
 
After a long journey you are 65 years. Your working life is behind you. If you 
have children, they are already out of the house and have families of their 
own. 
Where are you living? Who are you living with? Are you doing well or is 
something missing? What do you do all day? You have so much time now. 
 
Returning 
Bid farewell to your future; leave all of the images behind. The music brings 
you back, light and relaxed you float back to your present, – here – in this 
building – in this room. 
 
30 seconds only music and then turn the music off 

 
You wake up slowly. Quietly keep your eyes closed, bend and stretch a bit – 
and calmly join us in the circle.  
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Annex 1.15 
Work Materials 'Wish Résumé' 

 
 
How I’d 
like to 
live  … 

Partnership Children Home Job Money Leisure 

 
... … 

when I 
am 18 
years 
old 

 
 

      

 
 

... … 
when I 
am 21 
years 
old 

 

      

 
... … 

when I 
am 25 
years 
old 

 
 

      

 
... … 

when I 
am 30 
years 
old 

 
 

      

 
 

... … 
when I 
am 45 
years 
old 
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... … 

when I 
am 65 
years 
old 

 
 

      

Source:JugendhausErfurterBrucke 2005, Appendix 5  
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Annex 1.16 
'Iceberg in Sight' 

 
 
 
 

 
 
 
 
 
Source:Jugert et al. (2008), SozialeKompetenzfürJugendliche, Grunlagen 
Training und Fortbildung, Page 211. 
 
  



70 
 

Annex 1.19 
Conflicts in the Training Situation 

 
Situation Report 
One can determine in advance what kind of company it is (production, 
sales, service provider). 
The problems can be described in greater detail if necessary.  
In a medium-sized company there are problems between a trainee Mathias 
Axel / Hanna Krüger) and several employees. The trainee has the feeling that 
he/she is being repeatedly pranked and harassed by two employees. He/she 
thinks that they are constantly saying bad things about him/her to the boss. 
Since the situation is becoming constantly more difficult for him/her, he/she 
has decided to bring a complaint before an arbitration board. The different 
viewpoints are now being presented to the office of arbitration: 
 
The Trainee’s Viewpoint 
Axel / Hanna say that he/she mainly had problems with the two employees in 
whose department he/she currently works. He/she immediately got a 
complaint when making the least mistake or would be 'put down' with 
phrases like 'How could you possibly screw that up?' And it is not just what is 
said but how it is said that is corrosive. 
Due to this harassment, he/she is constantly anxious and afraid of making 
mistakes. This pressure in turn leads to more mistakes being made and this 
even in processes that are very easy to master. The two employees would 
report these faults to the boss, who has yelled at him/her already a couple of 
times. He/she thinks the two want to drive him/her away, or at least that’s the 
feeling he/she gets.  
The trainee’s mother has also weighed in: Her son/daughter is often 
completely distraught when he/she comes home after work. This is just not like 
him/her. He/she is otherwise a very vivacious and happy young person. The 
reason for this distressing change must lie in the job. 
 
⋅ Try to put yourself in Mathias Axel's/ Hanna Krüger's position. Gather arguments 

that you would like to present to the arbitration office.  . 
⋅ Can you imagine anything that you could have done that might have 

contributed to the conflict? Possibly you were not always fully focused on your 
work. 

⋅ What do you want to accomplish with the arbitration office? What possible 
solutions are there from your point of view? 

 
The Employees' Viewpoint  
The employees admit that they reacted so a couple of times. It could well be 
true that they said some things they should not have. That however only 
happens because Mr. Axel / Ms.Krüger is insufficiently focused on the work, in 
their opinion, and this constantly leads to errors. They have had to explain 
even the most basic things at work to him/her five and more times and 
he/she were still unable to complete the work successfully. He/she constantly 
makes mistakes that they then have to correct. Furthermore, he/she has 
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already been late for work several times all of these things delays the work 
flow. 
 
⋅ Try to put yourself in the position of the colleagues of Mathias Axel / Hanna 

Krüger? Gather arguments that you would like to present to the arbitration 
office.  

⋅ How can the employees and colleagues contribute to making things run better?  
⋅ What would you like to accomplish with the arbitration office? 
⋅ What options do you see for solving this conflict? 

 
 
Source:Schabacker-Bock / Marquard (2005): Praxishandbuch: Methoden der 
Berufs- und ArbeitsmarktorientierungfürJugendliche, Page 150/151 
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Annex 1.25 
Objectives and Intentions 

 
 
 

1. Personal Objectives 

My most important tasks: 

1. 

 

2. 

 

2. Personal Intentions: 

During the next (six months, nine months, 1 year, 2 years, as you wish), I will do 
the following for my work: 

My Objective, 
Intention 

Achieved till 
when? 

Criteria for 
Success 

Whose assistance 
do I need? 

1.    

2.    

3.    

4.    
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Module 1 - Cross Reference Table 

 
 
Activity 
Number 

Name of Activity Duration Activities Directly Connected 

1.1. Forming 30 minutes 2.26.; 

1.2. Move like a … 45 minutes 3.6.;  

1.3. Bee Hive 60 minutes 1.22.; 1.23.; 1.24.; 2.7.; also the 
beginning of modules 3 and 4 

1.4. Personal Learning 
Objectives 

45 minutes 1.11.; 2.6.; 3.25.;  

1.5. Business Cards with 
Topics 

90 minutes 1.10.; 2.8.; 

1.6 What was it like? 120 
minutes 

3.4.; 3.29.; 4.3.; 4.9.; 4.11.;  

1.7.  Feedback – First 
Experience 

60 minutes 1.8.; 1.9.; 2.7.; 2.8.; 

1.8. Development of 
Group Rules 

120 
minutes 

1.9.; 

1.9. Observing Group 
Rules 

60 minutes  

1.10. Training Contract 45 minutes 1.8.; 1.11.; 

1.11. Contract with Myself 45 minutes  

1.12. Associative Drawing 30 minutes 3.13.; 3.14.; 3.15.; 3.26.; 

1.13 How do I Imagine My 
Future? 

120 
minutes 

1.14.;1.15.; 2.28.; 3.24.; 3.26.; 4.17.; 
4.18.; 
 

1.14 My Future – Near and 
Far 

90 minutes 1.13.; 1.15.; 2.28.; 4.17.; 4.18.; 4.20.; 
4.21.; 

1.15. Wish Résumé 30 minutes 1.13; 1.14; Module 2 - Life Graph; 
4.2.; 4.3.; 4.4.; 

1.16. Iceberg in Sight 120 
minutes 

 

1.17 Good Times, Bad 
Times 

60 minutes 1.18.; 2.7.; 

1.18. Obstacles on the 
Road to Career 

45 minutes 2.7.; 2.8.; 2.32.; 
 

1.19. Conflicts in the 
Training Situation 

45 minutes 1.21.;  

1.20. To Stand Group / Peer 
Pressure 

40 minutes 2.10.; 2.13.; 2.21.; 

1.21. Dispute about an 
Orange 

60 minutes 2.13.; 2.14.;  

1.22. D.A.T.A. (Desires, 
Abilities, 
Temperament, Assets) 

120 
minutes 

1.23.; 3.22.; 3.29.; 4.3.; 4.11.;  

1.23 Own Qualifications, 
Abilities and Strengths 

60 minutes 4.3.; 4.9.; 

1.24. The Key to Success 
Lies with Me 

90 minutes 3.21.  
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1.25. Objectives and 
Intentions 

90 minutes 3.24. 3.25.  

1.26. Letter to Myself 30 minutes 3.25.  

1.27. My Boycotter 45 minutes 1.18 

1.28. Backwards and 
Forwards 

30 minutes 2.15. 2.16. 2.17. 2.18.  

1.29. Monthly vision 45 minutes  

1.30. Fish and Fishing Net 10 minutes  
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Module 2: Personality Development: Increasing Self-Awareness, Skills Development 

 
 

Introduction 

 
The concept of personality is hard to define; among the great number of 
existing definitions out there, there is not a universally accepted one. 
According to the definition of Gordon Allport: 
'Personality is a dynamic organization, inside the person, of psychophysical 
systems that create the person's characteristic patterns of behaviour, 
thoughts and feelings'  
Personality of people is not 'born ready'; it evolves during one's life, based on 
genetic endowments and affected by experiences gained. Personality traits 
manifest in people's behaviour and reactions with a great number of 
conscious and unconscious motives, and external processes in the 
background. 
Personality development sessions aim at providing stimuli and affect the 
individual so that changes in the individual are triggered. 
 
The intention of the personality development module of this training 
programme is to help participants by exploring the following topics: 

−  Self-awareness 
−  Self-confidence 
−  Assertiveness 
−  Managing the emotional response to unemployment 

 

The Personality Module was designed having taken the following into consideration: 
− In the needs-assessment carried out in the countries of the project partners, 

when asked what made training difficult, one of the most common shared 
responses was ‘Psychological, typical comments include getting motivated, 
handing workplace stress, disappointment, concentration, a lack of self-
confidence’. 

 
− Identified factors that made it difficult to start new training for respondents 

were ‘self-confidence and self-esteem’ and ‘perceived weaknesses in 

communication skills’ that affected two in every five respondents. 

 
− Based on these findings, the modules ‘should also reflect the respondent’s 

psychological needs, particularly improving self-confidence and dealing with 

anxieties that many respondents had about change in lifestyle and placing 

themselves in a new environment with different people.’ 
 
The module as a whole contains tasks and activities that are founded in psychology 
with the aim to try and shape and change patterns of thought and help shape 
behaviour, necessary to help raise self-esteem and raise confidence. 
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The module has been planned to initially raise self-awareness followed by 
assertiveness, confidence/self-esteem, communication and finally motivation in 
relation to employment.  
 
The underlying intention is that unconscious and sub-conscious thoughts become 
conscious in order that behaviours can change accordingly. Activities aim to ensure 
the participant is given the opportunity to really think about where their low self-
esteem and confidence originates and puts forward ways in which to change it. 
 
The tasks and activities that have been included are suitable for all abilities as can 
be adapted by the trainer according to the group/individuals. 
The design of the module itself is based on Glaser’s Model (1990) who showed how 
cycles could be used to underpin a training programme. It has then been adapted 
to incorporate relevant tasks and activities specific to personality development. See 

the figure in the next page. 

 
At the end of each day, the session concludes with an assessment for learning task 
to ensure that change and learning has taken place. 
 

  



 

•Ice breakers

•Sharing 
aspirations 
about the 
day-are 
there any 
particular 
areas 
individuals 
want to 
develop?

•Asking key 
questions 
relating to 
confidence, 
assertiveness 
etc.

Stage 1 
Warm-up

•Games- that 
promote 
individual 
confidence/self-
awareness etc

•Simulations-
role-play 
responses to 
unemployment

Stage 2 Providing 
a structured 

learning 
experience 
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•Identifying 
common 
areas 
resulting 
from a 
discussion

•Categorisin
g activities

Stage 3 
Processing

•Assessments on 
individual 
confidence, 
assertiveness 
and self-
awareness 

•Think pieces-
e.g. 
paragraphs 
about self-
esteem for 
small groups to 
discuss and 
interpreted 

Stage 4 New 
knowledge and 

theory input  •Futuring-
coming up 
with group 
goals about 
assertiveness

•Diamond five–
e.g. prioritise 
statements 
about 
confidence

Stage 5 
Assimilating 
Knowledge 

 

•Scenario-
planning 
e.g. discuss 
possible 
responses to 
real life 
scenarios of 
unemploym
ent

•Applying 
concepts to 
the self 

Stage 6 
Application

•Reviewing-
learners 
capture 
what they 
have learnt 
and 
consider 
next steps in 
the process 
of raising 
confidence
/self-
awareness 
etc. 

Stage 7 
Integrating
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Activity Descriptions 

  
 
2.1. Self-Awareness Discussion / Topic Ice-Breaker 
 
Background: A set of thought provoking questions that encourage individuals 
to think about and discuss what motivates them. The activity develops a 
more conscious understanding of their thought patterns. It is also useful as an 
ice-breaker into the topic. The trainer can use these questions in several ways 
that allow the learner to gain more self-awareness.  
 
Activity Objectives: To raise self-awareness 
 
Activity Delivery:The handout 'Self-Awareness Questions' (Annex 2.1) is cut up 
and placed on three tables. Participants sitting at the tables choose 2-3 
questions from the list which they would prefer to discuss in a small 
group/among each other. Then, the discussion takes place. 
 
An alternative delivery of the activity is when the trainer chooses 5-6 
questions from the list for trainees to write about. In this case, statements are 
completed individually, and then discussed in small groups of 2-3. 
 
Duration: 
45-60 minutes 
 
Resources Needed:Self-Awareness Questions (Annex 2.1) 
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2.2. Personal Timeline (Tube Line) 
 
Background:A useful tool for promoting discussion and reflection and key 
concepts that relate unemployment to low confidence, enabling learners to 
identify the emotional ups and downs.  
Participants develop more of an understanding and awareness of their 
personal journey and what their hopes and expectations are for the future. 
All this is facilitated by visualising thoughts. 
 
 
Activity Objectives:To consider important events in the individual's life, 
develop vision. 
 
Activity Delivery:  
On a horizontal piece of A4 paper, participants draw a line and fill in 
significant milestones. The trainer then uses a set of discussion point questions 
to prompt discussion into interesting features and events of the individual’s 
life. 
 
An alternative to the activity is to give students a blank tube map where key 
concepts (unemployment, lack of self-confidence, self-confidence, change 
of personality) are written at one or both ends of the line. It is the group 
leader's responsibility to adjust the information in the handout to the 
individual or the group. 
Participants fill in the rest of the stations so that there is a clear connection 
between each consecutive one. Individuals must be ready to explain their 
connections and give legitimate reasons for their choices. 
The tube line handout could be prepared for more able learners so that the 
departure (current situation) and the terminus (objective to achieve) are left 
blank for them to complete as well. At the end of this stage, it makes sense 
that the trainer checks the group member's progress and lets them move on 
to labelling the stations (road to go down) only afterwards. 
 
Duration: 
45-60 minutes 
 
Resources Needed: 
A4 paper, markers, discussion prompts, tube map 
 
Notes: It is recommended that the trainer monitors participants continuously 
and provide individual assistance, if necessary.  
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2.3. Self-Awareness Quiz 
 
Background: Participants develop more of an understanding and awareness 
of their personal journey and what their hopes and expectations are for the 
future. This quiz contains statements that focus on self-awareness, managing 
emotions, awareness of other people and managing other people’s 
emotions.  
 
 
Activity Objectives:To raise self-awareness, draw attention to the topic of 
emotional intelligence 
 
Activity Delivery: 
Trainer briefly discusses emotional intelligence, then individual fills in the quiz 
(Annex 2.3) and scores themselves.  
High scores indicate high emotional intelligence in that area.  
After that, the group leader and members discuss areas where individual 
scored highly and areas there may be gaps. What skills does each individual 
need to develop? 
Discuss with participants areas that they gave themselves a low score. Do 
different circumstances/people have an effect on the answer they gave?  
Analyse if managing one's own emotions is more of a challenge than 
managing others'? Do they manage their own emotions better than others' or 
both are managed equally effectively? 
 
Duration: 45-60 minutes 
 
Resources Needed: Self-Awareness Quiz (Annex 2.3). 
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2.4. Family Sociogram 
 
Background:Sociograms are visual representations of relationships in a group 
and they can help individuals develop an awareness of the relationship they 
have with their family and their position in it. The task can be used to highlight 
how often one recreates family patterns within their groups of friends.  
 
Activity Objectives:To raise self-awareness and their own responsibility. To 
draw up a personal family sociogram and discuss with the group. 
 
Activity Delivery: Trainer hands out some examples of sociograms and then 
asks participants to draw their own using different coloured markers to 
represent the different relationships they have within their family and attitudes 
they have about them. A set of questions in Annex 2.4.1 can then be used to 
examine specific aspects of the sociogram.  
This activity can also be used at the end of the module to represent group 
dynamics by doing a ‘Physical Sociogram’.  
 
Duration: 
45-60 minutes 
 
Resources Needed: Example Sociograms (Annex 2.4.1-3), A4 sheets of paper, 
pens, discussion points 
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2.5. Listening for Feelings 
 
Background: An activity aimed at developing an increased awareness of 
feelings, being able to identify and recognise them. 
 
Activity Objectives: Self-disclosure and skills development.To be able to 
identify feelings and emotions 
 
Activity Delivery: 
Using post-it notes, the group comes up with as many examples of emotions 
that they can think of. The trainer then plays a series of musical clips to small 
groups and individuals listen and try and identify what emotion the music is 
trying to evoke. Groups compare notes. They might listen to the clips again 
and discuss what triggered the specific emotions. 
The group leader draws members' attention to observe how much their 
emotions are similar to or different from the ones described by others.  
If individuals are struggling to collect or identify types of emotions for the 
music, it can be handy for the trainer to have a list (Annex 2.5) to use a 
prompt for them. 
 
Duration: 45-60 minutes 
 
Resources Needed: Annex 2.5, post-its, a CD with music clips, pens, sheets of 
paper 
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2.6. Hammer or the Nail 
 
Background:Symbols often help individuals to formulate their thoughts and 
feelings. Exploring and raising awareness of reasons for free choice of symbols 
can develop individual's self-awareness. 
 
Activity Objectives:A fun activity aimed at developing the individual’s 
awareness of how much control they have in their life. Using imagery can 
help the individual identify this more easily. 
 
Activity Delivery: 
It can be used in a discussion round a table or as a more physical activity. 
The trainer either hands out copies of the list 'Hammer or the Nail' (Annex 2.6) 
or places the objects in the list the room. He/she discusses with group 
members that the objects/concepts symbolise human attitudes, behaviour or 
emotions. Then, the trainer asks questions and participants mark the object in 
the list or stand near the object in the room which most represents their 
personality, emotion about the situation. It makes sense that members keep 
track of their choices on a small sheet of paper during the activity. Finally, 
they also receive the list of questions in writing. After that, they individually 
consider the questions and their spontaneous answers, and have 
conversations in pairs or small groups where they are made aware of reasons 
for their choices. 
 
Duration: 45 minutes 
 
Resources Needed: A list of objects: Annex 2.6., objects, sheets of paper, 
pens 
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2.7. Dig your Way Out 
 
Background:According to Erikson the following types of crisis are 
distinguished: 

- Developmental crisis: age related, relatively longer periods of time 
characterised by changes related to development. Everybody goes through 
them. 

- Accidental crisis: Triggered by a specific life event at a specific time. They are 
truly unique. It is essential to develop the ability of resilience, so that the 
individual is able to regain balance. One might need external assistance to 
do so. 

Crisis is not an illness but might cause one.  
'Dig your Way Out' is a visual tool to use when people feel they are at the 
bottom of a pit and may struggle to see their way out. This can help enable 
people to start thinking about what is oppressing them and what they have 
to do so that they can get out of the ‘hole’. Discussion points can involve 
discussing a situation where a participant has become entrenched and 
cannot see a way out and times when they have been able to work their 
way out of it.  
 
Activity Objectives: To be able to identify problems that are holding 
participants back and try and identify ways of overcoming them – e.g. when 
they are unemployed. 
 
Activity Delivery: Participants think of things they feel oppressed by (they 
write these on the stones) and draw where they feel they are in the picture. 
(Annex 2.7) On the sides, they think of ideas on how to ‘get out’. Discuss and 
share in a group how feeling ‘entrenched’ can become a familiar habit and 
being at the bottom can also be enough for people to motivate themselves 
to ‘dig themselves out’.  
 
Duration: 45-90 minutes 
 
Resources Needed: Annex 2.7. 
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2.8. Life Graph 
 
Background: During personality development one might become capable of 
identifying patterns and attitudes which may stem even from their childhood. 
They are mostly unconscious, but significantly affect individual's lifestyle and 
relationships. In case of patterns with negative effect (according to Beck's 
theory, they are presumptions and basic patterns), it can have serious 
consequences. In a personality development session, it makes sense to 
provide participants an overview of their life and highlight ‘life patterns’ that 
may occur and how it might affect current events. Raising awareness of 
these things opens up opportunities to develop alternative and more 
adaptive behavioural patterns. 
 
Activity Objectives:To identify life events that may have had an impact on 
participants and their current behaviours/situation 
 
Activity Delivery: The trainer hands out each participant a copy of 'Life 
Graph' (Annex 2.8). Individuals draw lines to represent decisive life events 
according to the indications; going up to represent positive events and lines 
going down to represent negative ones. They can then add ‘blobs’ of colour 
to represent significant events.  
The trainer is recommended to assist group members in understanding 
relationships and recognising recurrences and cause and effect relationships. 
It makes sense to engage into short conversations to assist group members in 
their work if requested. 
 
After that, participants draw another graph in another handout about their 
vision for the upcoming years, it is recommended to also display reorientation 
objectives.  
The drawings are then discussed and shared with the group. The trainer 
should control the conversation to focus on changes. 
 
Duration: 60-120 minutes 
 
Resources Needed: Annex 2.8, pens 
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2.9. Statements Analysis 
 
Background: Assertiveness is an efficient tool of communication, which 
includes self-empowerment and taking others' interest into consideration at 
the same time. It lays down the conditions of nonviolent communication and 
social efficiency. Assertive communication can be learned and become a 
tool for the individual to manage conflicts. 
This activity is useful for developing assertiveness. Learners are given a 
number of statements and asked to analyse/identify whether they think they 
are assertive statements or not. Enables the individual and trainer to be able 
to identify how assertive they are and promotes discuss on the topic.  
 
Activity Objectives:To raise awareness, develop the skill of assertiveness. 
 
Activity Delivery: 
The trainer gives a short presentation on the definition of ‘assertiveness’. Then, 
he/she hands out copies of 'Assertiveness Statements' (Annex 2.9.). Group 
members first analyse/understand the statements individually, then they work 
in small groups (of 3 people). Here, individuals read out the content of the 
statements and analyse whether it is to do with the language used or the 
verbs etc. Then they try to separate adaptive statements from assertive ones. 
(It might be necessary to imagine a life situation for them.) 
In small groups, group members could develop statements that are more 
‘assertive’. 
Finally, group members discuss their opinions in the large group. The trainer 
must be very careful here to reinforce members' perception of assertiveness 
and encourage them to apply these. 
 
Duration:45-90 minutes 
 
Resources Needed: Annex 2.9. 
 
 
  



87 
 

2.10. Assertiveness Questionnaire 
 
Background: Individuals are unable to change their behaviour without 
having a clear image of themselves or self-knowledge. Completing the 
questionnaire initiates this process.  
 
Activity Objectives:To raise self-awareness and their own responsibility. This 
questionnaire allows participants to assess the style in which they 
communicate, what their common tendencies and habits are and to 
become more aware of areas of assertiveness they need to work on. 
 
Activity Delivery:Before handing out the questionnaire, the trainer needs to 
encourage individuals to think of evidence for each statement to help them 
identify patterns of communication. 
 
To facilitate self-disclosure (more objective feedback) and to refine self-
image, individuals can fill in the Assertiveness Questionnaire (Annex 2.9.) 
which indicates what steps they have to make to improve their 
communication in an assertive way. 
 
Duration: 45-60 minutes 
 
Resources Needed: Annex 2.10, pens 
 
Notes:The questionnaire is not a psychodiagnostic tool. Its purpose is to raise 

awareness and develop participants' self-awareness. The activity draws 

attention to the concept of assertiveness and gets group members to reflect 

on their own behavioural responses.  

 

Tip:It may be useful to have a discussion after completing the quiz about how 

assertiveness can change depending on certain situations.  

It makes sense to make participants formulate observations about themselves 

and their objectives and speak their mind about it. It reinforces commitment 

to change. 
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2.11. Assertiveness Role-Play 
 
 
Background: Besides broadening knowledge, practical activities also have to 
be done during a training. Role-plays assisting social learning (group 
members observe and asses each other's behaviour and its 
effects/consequences) is invaluable in the learning process also when 
developing assertive behaviour, and they also help gaining new knowledge 
in practice. For more kinaesthetic learners, it is especially important to 
incorporate this method into the training.  
An expected outcome of applying role-play is that participants acquire the 
elements of assertive behaviour as a skill, thus they are able to apply what 
has been learned in everyday life more efficiently. 
 
 
Activity Objectives: To promote social learning: observe and assess elements 
and consequences of peers' behaviour in role-plays, thus develop 
assertiveness. 
 
Activity Delivery:'Assertiveness Role-Play' text (Annex 2.11.) is handed out to 
participants. According to the instructions, first they read the situation and 
select which instance of behaviour they identify with most.  
Then, they try to match the definitions of different behaviour patterns and the 
behaviour alternatives. This is followed by a joint discussion. 
After that, participants role-play the work place situations in small groups; the 
group leader assigns (or participants decide on) which behavioural pattern - 
style of communication - to display in the role-play. Group members not 
taking part in the activity act as an external observer and evaluate effects of 
the behaviours. They formulate the possible advantages of assertive 
behaviour and under what circumstances to apply it. 
Group members playing originally non-assertive roles or those acting as 
observers could try to implement their own assertive solutions of the situations. 
The rest of the group provide feedback and identify areas of assertiveness 
and where assertiveness needs developing. 
 
Duration:60-120 minutes 
 
Resources Needed: Annex 2.11. 
 
Notes: Group leaders experts at the technique of psychodrama are 
recommended to apply other elements of the method when managing role-
play. 
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2.12. Photo Language 
 
Background: This activity can be useful for discussing assumptions made 
about people with low confidence or discussing what assertiveness ‘looks’ 
like.  
It is an effective activity for more visual learners within the group.  
 
Activity Objectives: 
To discuss and evaluate what assertiveness can look like. 
 
Activity Delivery: 
Trainer places a number of photos around the room that depict individuals 
with various gestures, facial expressions and body language cues. Then, 
he/she asks learners to discuss, interpret and compare the photos. They must 
consider which behaviour of people in the photo is assertive. 
This is followed by a group discussion. 
 
Duration:45-60 minutes 
 
Resources Needed:e.g. pictures of Annex 2.12; the trainer might choose 
different pictures It makes sense to hand out pictures of social roles and 
expected target jobs of group members. 
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2.13. Saying ‘No’! and Saying ‘Yes!’ 
 
Background: For a great number of people it is difficult to recognise their own 
boundaries and to insist on them in interactions with others.  
The activity explores why people say ‘yes’ when they mean ‘no’ and 
techniques are shown for when saying ‘no’ makes sense. It is useful in 
developing an individual’s ability to manage potential work/life balance and 
expectedly ensure they focus on their individual aspirations. 
 
Activity Objectives:To be able to identify and develop an understanding the 
fear of saying ‘no’ to people. To make them aware of how it hinders their 
progress.  
 
Activity Delivery:Working in small groups, participants recall life situations 
when it was difficult for them (created tension) to say 'no' to somebody's 
request/expectation. 
Then, they complete the table in Annex 2.13. individually. 
Working in small groups again, individuals assess what it is that they fear when 
saying ‘no’ to someone’s request and the message it sends out. Discuss 
whether they feel they are allowing others to dominate them and by not 
saying ‘no’ they are leaving themselves open to people overloading them.  
Participants think about situations when or to what kind of people they are 
likely to say ‘yes’ when they want to say ‘no’ and vice versa. It makes sense 
to make group members write down their typical sentences in both 
categories and then compare the different responses. The trainer helps 
everyone understand what needs motivate behaviours. 
 
In the second part of the activity they need to think of a time when they were 
not able to say ‘no’ and a time they were and then compare the two: in 
terms of behaviour, emotions, thoughts and self-esteem. They are written in 
the appropriate boxes at the bottom of the handout.  
To finish up the activity, the trainer opens up a large group discussion to 
encourage participants to formulate their needs and be assertive about 
them. The discussion should largely build on constructive comments of group 
members. 
 
Duration: 45-90 minutes 
 
Resources Needed: Annex 2.13., pens 
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2.14. Assertiveness and Values 
 
Background: Following on from the previous activity, individuals assess their 
needs and values and ask themselves which value is responsible for them not 
being able to say ‘no’. This is an activity that promotes deeper understanding 
of how values relate to assertiveness.  
A significant factor of being assertive is whether individuals recognise the 
right to satisfy their own needs and to be aware of others' needs as well. 
 
Activity Objectives:To develop self-awareness, raise awareness. To be able to 
identify how values relate to assertiveness. 
 
Activity Delivery: Discuss with the group what ‘values’ means to them. Can 
they name the values important for them? How do they shape their life?  
Looking at the table in Annex 2.14, participants consider what they value the 
most from the list. Then they discuss the results in pairs; what values are higher 
than their self-worth? Why do they think this is? Special attention should be 
paid to values scoring high and low points. 
 
Finally, the trainer starts a conversation about insisting on boundaries, which 
could be initiated by the list of Techniques for Saying ‘no’ at the bottom of 
the handout.  
 
Duration:45-60 minutes 
 
Resources Needed:Annex 2.14, pens 
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2.15. What is Self-Esteem? Self-Esteem Statements and Self-Esteem 
Questionnaire 
 
Background: Self-esteem starts developing at an early age during interaction 
with others (initially parents, later teachers and peers). Feedback from people 
important for the individual have a significant effect on shaping self-image.  
The activity is used as an introduction to the topic, which is aimed at 
generating an understanding of what it means to have an unrealistic self-
image: with low self-esteem/low confidence.  
 
Activity Objectives: To encourage individuals to become aware of aspects in 
their life that may be linked to low self-esteem. 
 
Activity Delivery: In pairs, individuals to try and come up with a definition. To 
do so, they sort high and low self-esteem statements in Annex 2.15.1 and 
discuss. Building on active participation of group members – meaning they 
might look up the definition of self-esteem on the Internet –, the trainer helps 
to formulate a definition-like sentence about self-esteem. 
The trainer could apply QR-codes to distribute the statements, or 
alternatively, after the group have formulated their definition, the trainer 
could hand out a QR-code concealing a definition of self-esteem. After 
decrypting the code, the two definitions are compared, which completes 
knowledge about the concept. 
 
Then, participants complete the Self-Esteem Questionnaire (Annex 2.15.2) 
and score themselves on self-esteem statements. They discuss in pairs/small 
groups aspects of life shaping self-esteem that perhaps they have not 
thought about before. The group leader briefly summarises what effects 
shape individual's self-esteem in their life. 
Discuss as a group the rollercoaster effect: group members consider what 
events in life may cause ups and downs 
(stress/redundancy/unemployment/hormonal changes/etc.)? How to they 
affect their self-esteem? 
 
Duration:45-60 minutes 
 
Resources Needed:Annexes 2.15.1 and 2.15.2 
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2.16. Self-Esteem Diary 
 
Background:An important factor in shaping self-esteem is that individuals 
recognise the process affecting their self-esteem. 
It can be used at the start of the topic and throughout. Participants reflect on 
causes/factors/people affecting self-esteem. Individuals start to identify if 
there is a pattern relating to high/low self-esteem. The activity can be used 
intermittently in a group or in a 1:1 discussion.  
 
Activity Objectives: Self-disclosure, to develop the skill of self-reflection. 
 
Activity Delivery:The group leader asks participants to keep a diary for a 
period of time agreed on together (e.g. a week) which focuses on life events 
of the day and emotions about self-esteem. 
During this time, participants complete the grid in the diary about situations 
affecting self-esteem with: 

− time of day; 
− score of self-esteem in that specific situation; 
− factors affecting the person: people, emotions, thoughts; 
− and patterns they recognised.  

The trainer discusses the grid with individuals, after the analysis, they try to 
recognise obstacles and ways in which they can improve self-esteem in their 
lives. 
 
Duration:On-going throughout the topic. 
 
Resources Needed: Annex 2.16. 
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2.17. Self-Esteem Scale 
 
Background: Task involves individuals thinking about what it means to have 
self-esteem and to be able to identify that it can change and fluctuate. By 
being able to identify this more easily, participants can become more aware 
of when they are feeling low, that they might not always feel like that. 
 
Activity Objectives:To raise self-awareness, fill out the self-esteem scale and 
assess it. 
 
Activity Delivery: Participants choose from their earlier life events (later the 
activity can be repeated with different ones), consider them in terms of self-
esteem and write them into the corresponding place in the self-esteem scale. 
It makes sense to recall various situations: where their self-esteem was 
low/medium/high. 
In pairs or in small groups, group members discuss the factors affecting self-
esteem in the situations which were different. 
 
Duration: 30-50 minutes 
 
Resources Needed: Annex 2.17. 
 
Notes: The trainer should assist the process of self-disclosure in accordance 
with the needs of individuals to avoid reaching false cause and effect 
conclusions.  
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2.18. Think of the last time you…  
Recognising Factors that Cause Low Self-Esteem 
 
Background:Individuals think about factors that can affect low self-esteem, 
where does it come from? By being conscious (aware) of it, it can make it 
easier to tackle it. 
 
Activity Objectives: To establish a more realistic self-image.  
 
Activity Delivery: 
The trainer hands out each participant a copy of 'Think of the last time you...' 
(Annex 2.18). Individuals complete the statements in the handout about 
themselves. 
After that, in a large group, participants discuss factors that have affected 
their low self-esteem and factors that have made them feel valuable using 
flip chart paper. General findings are put in writing by the trainer. These 
sheets could be put on the wall in the training room. 
 
Duration: 60 minutes 
 
Resources Needed: Annex 2.18., pens, flip chart paper 
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2.19. Self-Esteem Map and Spotting Self-Critical Thoughts  
 
Background:'Hierarchical structure of cognition' model of cognitive 
behaviour therapy theory, Beck's cognitive theory. 
 
Activity Objectives:To establish a more realistic self-image, spot self-critical 
thoughts. 
 
Activity Delivery: The trainer presents the figures about the basic concepts of 
the 'hierarchical structure of cognition' theory of cognitive behaviour therapy 
(Annexes 2.19.1-2) and introduces the content of the model using these tools.  
Participants are asked to choose a current life situation of theirs which is 
difficult to handle and become aware of their emotions attached to it.  
(e.g. unemployment - anxiety about rejection) 
Then, using the model, they try to understand the processes taking place 
inside: understand connections and identify patterns, assumptions and finally 
early experiences which are activated (play a role in) in their current 
perceptions. 
 
The activity is completed moving from the bottom to the top; participants 
complete the blanks in Annex 2.19.1 with content about themselves. 
 
In order to understand how self-critical thoughts and emotions are 
connected, the trainer presents Annex 2.19.3 and explains its content. Then, 
he/she hands out Annex 2.19.4 and discusses how to complete it.  
 
Duration:100-150 minutes 
 
Resources Needed:Annexes 2.19.1-4., pens. 
 
Notes: It is a challenging task for individuals to describe their own structure of 
cognition and to identify self-critical thoughts. This requires increased 
individual support for group members from the group leader. 
 
Tip: Due to the fact that the activity may touch upon personal issues 
(information about one's family), the trainer should avoid starting a group 
conversation automatically about their findings. This content is to be 
discussed if requested by group members only. In case of labour market 
trainings, it is still recommended to regulate the extent of self-revelation. The 
trainer must make sure that there are no significant differences regarding the 
extent of self-revelation of group members.  
It makes sense to have one-to-one conversations. 
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2.20. Combating Self-Critical Thoughts 
 
Background:Theory of cognitive behaviour therapy 
 
Activity Objectives:To establish a realistic self-image, correct self-critical 
thoughts, formulate alternative thoughts. 
 
Activity Delivery: 
Trainer gets the group to write down common self-critical thoughts on sticky 
notes and put in centre of table.  
Group members then discuss statements in the handout 'Key Questions in 
Combating Self-Critical Thoughts' (Annex 2.20.1) with the trainer. After that, 
they draw or choose one of the statements from the table which is then used 
by the trainer to demonstrate how to complete 'Combating Self-Critical 
Thoughts' (Annex 2.20.2). This will provide an example of how to work 
individually. Using the template, individuals fill in the handout.  
 
Duration: 60-90 minutes 
 
Resources Needed:Sticky notes, Annexes 2.20.1 and 2.20.2 
 
Notes:The notes written for Activity 2.19 apply here as well. 
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2.21. Positive Feedback 
 
Background: To develop healthy self-esteem it is important to develop a 
realistic, yet overall positive self-image. One of its sources could be feedback 
from peers. 
 
Activity Objectives:For participants to be more aware of how they are 
perceived by others and to gain confidence from that. Also gives them 
opportunity to raise awareness of skills and qualities that perhaps have not 
been observed by others. 
Can help the individual identify skills and qualities they have not been aware 
of and help further develop their confidence.  
 
Activity Delivery: Learners are given a list of skills, personal qualities and 
characteristics to use a prompt and asked to write down at least one 
skill/quality they have observed in each of the other learners on sticky note 
paper and it is put in a box and collated by the trainer and given discussed 
with the individual. 
 
An alternative to deliver the activity is when group members hand over their 
observations to each other. Again, it makes sense to discuss with the 
individual what effects the statements produced on them. 
 
Duration:On-going throughout the topic or 60 minutes 
 
Resources Needed:list of characteristics, sticky notes, pens 
 
Notes: A useful tool to use once the group is fairly established.   
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2.22. Positive Affirmations 
 
Background: 'Self-image is built up of information received about the self and 
is based on reflecting on our relationships to others and on ourselves. It is the 
central factor of human experiences and existence and it influences 
perception of the world, creating values and behaviour' 
http://www.lutheran.hu/ujsagok/lelkipasztor/l960908.html 
 
Self-image is an internal image full of emotions of a person about the self, 
which starts developing in childhood, primarily based on parental feedback; 
it can be negative and positive. 
According to Damon and Hart it includes the following schemes: the physical 
self of bodily and material possessions, the social self and the psychological 
(cognitive) self. 
According to Smith and Mackie it can be described by two concepts: the 
self-concept (the cognitive representation of ourselves) and self-esteem (the 
affective evaluation of ourselves). 
 
Activity Objectives: To establish a positive relationship between the individual 
and themselves. 
The objective is to enable participants to be more compassionate towards 
themselves in times of difficulty. 
 
Activity Delivery: 
Participants think of the negative/critical messages they usually say to 
themselves and write them into the thought-clouds in Annex 2.22.1. Applying 
the method learnt during the activity 'Combating Self-Critical Thoughts', they 
replace negative thoughts with positive/kind messages and write them into 
Annex 2.22.2. The group leader provides individual assistance to rephrase 
them; nevertheless, the participants are warned to only write statements that 
they can identify with. 
Individual work is amended by a group discussion and peer feedback. 
 
Duration: 45 minutes 
 
Resources Needed:Annexes 2.22.1-2 
 
Notes: A quick, useful tool to use after 'Combating Self-Critical Thoughts'.  
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2.23. The Drama Triangle 
 
Background:Eric Berne's and Stephen Karpman's theory and works of 
transactional analysis. 
 
Activity Objectives:To transfer knowledge and raise self-awareness. To 
develop a deeper understanding on the impact of group dynamic on 
confidence in relation to the work place. 
 
Activity Delivery: 
The trainer presents the three roles in the theory of transactional analysis 
(persecutor, victim, rescuer; Annex 2.23.1). It makes sense to create a ppt for 
the presentation. 
The trainer divides the group into small groups and hands out one of the 
Annexes from 2.23.2-4. The small groups read and understand the traits of 
each role individually. They may search the internet for further information. 
Participants also answer the questions in their handout.  
After that, under the guidance of the trainer, the small groups report on their 
work to each other. 
 
In the second part of the activity, participants then think of work-based (in 
case of young people school-based) scenarios which involved the Drama 
Triangle. (These might as well be performed as role-play.) Based on this, they 
reflect and discuss impact on confidence. 
This task gets individuals to think about times when they may play the role of 
the ‘victim, ‘persecutor’ or ‘rescuer’ and to recognise how the triangle can 
switch and how it can affect person’s confidence. 
 
Duration: 90-120 minutes 
 
Resources Needed:Annexes 2.23.1-4., computers, Internet access, printer 
 
Notes:The activity is recommended for more able learners. 

A prerequisite for dramatic performance is that the trainer have expertise in 
this method. 

Tip:The small group preparation phase of the activity could be assigned as 
homework. 
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2.24. Body Language – Creating a Good Impression and Dress 

 
Background:Content of the theory of non-verbal communication. 
 
Activity Objectives: This task is about getting participants to think about what 
their body language and clothing says about them. To have a broader idea 
of appropriate dress for employment. 
 
Activity Delivery: The trainer projects the images in 'Body Language' (Annex 
2.24.1). Then he/she distributes the handouts and asks the group members to 
try to remember what instances of body language/facial expressions they 
recognised most. 
After that, he/she encourages them to consider their own appearance. They 
are given Annex 2.24.2, which they complete about themselves. Should 
anybody require, they may make other group member(s), whose opinion 
they respect, answer the questions at the bottom of the page. Then, they 
compare opinions. 
 
Using magazines/images from the internet, Individuals can create a ‘mood 
board’ for appropriate clothing to wear to their preferred job choice. More 
able learners should seek to create a ‘capsule wardrobe’ of a variety of work 
appropriate clothing. To prepare this activity, Annex 2.24.3 on Dress is read 
and discussed together. 
 
Duration: 60-90 minutes 
 
Resources Needed: Annexes 2.24.1-3, magazines cut outs, access to the 
internet where possible 
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2.25. Communication Collage 
 
Background: First impressions considerably influence the opinion one has 
about others. This task helps develop an awareness of the importance of 
creating a good first impression with a positive appearance. 
 
Activity Objectives:To improve presentation and appearance for 
employment. 
 
Activity Delivery: 
Individuals think about a potential job interview for a specific role and using 
images from magazines, collate appropriate clothing to create a poster. 
They must also identify clean hair, nails, appropriate use of make-up etc.  
Everyone presents the image created for the group. Peers listen and share 
their observations. 
 
Duration: 60-90 minutes 
 
Resources Needed:A wide range of magazines, glue, card and scissors, 
larger pieces of hard paper 
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2.26. Create a Team with… 
 
Background: 
Not only does this task help develop good team working skills, it can also 
encourage people to use their initiative and improve networking skills. 
 
Activity Objectives: To be able to work effectively as a team and improve 
communication techniques. 
 
Activity Delivery: 
Trainer calls out instructions to the group and individuals have to get into 
small groups based on those instructions. Trainer can use the following 
examples (or make up their own) to get the group into small teams based on 
common ground. 

- Has a birthday in the same month as you 
- Likes the same type of music as you 
- Watches similar TV programmes as you 
- Likes the same food as you 
- Enjoy similar sports/hobbies as you 

 
 
Following the task, they discuss as a group ways in which communication 
could be improved next time and whether there was anything that hindered 
it.  
 
Duration: 30 minutes 
 
Resources Needed: Set of instructions, enough space for people to move 
about 
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2.27. Circle of Excellence 
 
Background: Develops an awareness of what confident body language looks 
like and the link between ‘looking’ confident and ‘feeling’ confident.  
 
Activity Objectives:To develop and improve an awareness of self-confidence 
. 
 
Activity Delivery: 
Willing volunteers from the group close their eyes (or use blind folds) and think 
about a time they felt really confident and able to cope with anything and 
step in the circle which is drawn on a large piece of paper. Participants 
observe changes in body language/posture. Using a large mirror, participants 
can also observe their current posture and they are requested to pay 
attention to their bodily sensations. 
Discuss how people can gain confidence by changing their body language 
associated with feeling confident. 
 
Duration: 45 minutes 
 
Resources Needed:Tall mirror, large piece of paper and pen 
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2.28. Your Body Language and How it Shapes Who You Are 
 
Background:A useful and informative talk by social psychologist Amy Cuddy 
who discusses the power of body language and how it can affect our 
chances of success.  
 
Activity Objectives: To be more aware of how body language can affect 
confidence and vice versa. 
 
Activity Delivery:Group members watch the talk on the website given 
together. 
After that, participants to discuss their own body language and what they 
think they are conveying to others and how they can improve it.  
 
Duration: 
45-60 minutes 
 
Resources Needed:Computer, projector or interactive board 
http://www.ted.com/talks/amy_cuddy_your_body_language_shapes_who_y
ou_are?language=en 
 
  



106 
 

2.29. Listening Skills 
 
Background: Theoretical principals of active listening. 
 
Activity Objectives:To improve listening and critical thinking skills by working in 
pairs. 
 
Activity Delivery: Participants are asked to work in pairs and are given eight 
index cards with different topics on. One partner takes one blindly and gives 
their opinion on the subject for three minutes. The other partner must listen 
and is not allowed to debate, agree or disagree with them. When the time is 
up, they must simply summarise what has been said to them. Partners then 
switch roles.  
After the activity, body language and emotions could be discussed. The 
discussion could be guided by the following questions: 
 

Just Listen… 
- How did speakers feel about their partners' ability to listen with an open 

mind? Did their partners' body language communicate how they felt 
about what was being said? 

- How did listeners feel about not being able to speak about their own 
views on the topic? How well were they able to keep an open mind? 
How well did they listen? 

- How well did the listening partners summarize the speakers' opinions? Did 
they get better as the exercise progressed? 

- How can they use the lessons from this task at work? 
 
Duration: 45-60 minutes 
 
Resources Needed:index cards; possible topics are found in Annex 2.29 
 
Notes:During the discussion, chairs arranged in pairs to face each other. 
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2.30. Speed Networking 
 
Background:The idea behind this is based on ‘speed dating’. People are put 
into dyads of pairs and aim to create a comfortable interaction with other 
people that improves networking/communication skills. 
 
Activity Objectives:To improve communication skills especially questioning 
and listening techniques. 
 
Activity Delivery: The trainer places 2-2 chairs scattered around in the room 
so that conversations in pairs can take place. 
In pairs, individuals discuss topics such as background, family, career 
aspirations etc. (These are selected by the trainer, tailored to the group 
members.) Pairs switch every three minutes. The trainer measures the time 
and rings a bell when it is up. Then, participants quickly move on to another 
conversation partner. 
In debrief, discuss and share interactions and observations. Possible 
observation criteria include: Did questioning/answering get easier as the 
activity went on? Why is communication an important skill to have in the work 
place?  
 
Duration: 60 minutes 
 
Resources Needed: chairs 
 
Tip:Tables and chairs to be positioned so pairs are able to move around the 
room easily. 
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2.31. Thoughts in Your Head 
 
Background: Anxieties and fears are inhibiting against individual's behaviour 
and implementing future plans. These negative emotions often stem from 
attitudes towards the world (shaped already in childhood), ways of thinking 
and unrealistic assumptions which are very often not conscious. 
 
Activity Objectives:To be able to identify worries / worrying factors that may 
be preventing the participant from moving forward. 
 
Activity Delivery: Ask participants to imagine that the drawing is their head 
and to write down into the clouds worries and thoughts that they are giving a 
lot of time to.  
This will enable the trainer to get to know what fears about the future 
individuals may have.  
 
Duration: 45 minutes 
 
Resources Needed: Annex 2.31. 
 
Notes:It can be emotionally overloading for people to face maladaptive 
behaviours related to themselves and discover their reasons. Participants 
must be supported to honestly complete this process; however, they must 
also be granted the freedom to choose how deeply they would like to talk 
about it in front of others. It makes sense to enter into discussions in pairs or 
groups of 3 after the individual self-disclosure. In the large group, it is not 
necessary to talk about the content revealed; it is enough to focus on 
emotions felt during self-disclosure. The trainer must respect if somebody does 
not want to talk about their findings at all, and must not push them to do so. 
This will provide an example of how to relate to other group members. 
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2.32. The Hand 
 
Background:To shape pro-active attitude, it is necessary that individuals be 
able to develop plans about their own future and have a vision. 
 
Activity Objectives: To help participants identify and imagine life goals and 
discuss with the rest of the group. 
 
Activity Delivery: 
Individuals draw their hand and write or draw their imagined future on it 
including their objectives, desires and also fears about the future. This is then 
discussed in pairs. In the large group, it is enough to present their works, of 
course, if requested, they can briefly summarise their thoughts as well. 
 
Duration: 45-60 minutes 
 
Resources Needed: A4 size sheets of paper, coloured sheets of paper, 
crayons, coloured pencils, markers, pictures 
 
Notes:Completing the activity requires creativity, and it could scare some 
people for the first time. The group leader could provide assistance by 
showing some of the creative solutions of his/her previous groups (with the 
consent of the group members). This might inspire group members and 
reduce occasional resistance.  
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2.33. The Gravestone 
 
Background:Encourages individuals to look to the future and think about 
what they want to be remembered for. Can be used to motivate and 
uncover identity. 
 
Activity Objectives:To become aware of lifetime goals and aspirations. 
 
Activity Delivery: Participants to think about how they would like to be 
remembered by others, what they would have liked to have achieved and 
how to go about it. They imagine what they would like to be written on their 
gravestone (Annex 2.33). 
Setting objectives helps participants to define: how they would like to carry 
on and manage their life. 
 
Duration: 45 minutes 
 
Resources Needed: Annex 2.33, pens 
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2.34. Logical Levels of Change 
 
Background:Achieving objectives considerably depends on whether they 
can recognise all the components of implementation. These components 
help to break down objectives into sub-objectives and cast light upon ways 
to implement them. 
Follows on from The Gravestone activity, participants use the Logical Levels of 
Change Model to think about changes that need to be made in order to 
achieve individual purpose. 
 
Activity Objectives: To examine what changes need to happen in 
participants to make change. 
 
Activity Delivery: The group leader presents the figure 'Logical Levels of 
Change' (Annex 3.34.1). With the help of this, individuals think about areas 
where they could make changes in order to achieve their purpose, since 
these areas also reveal points of intervention. By answering the open 
questions of Annex 2.34.2, they can formulate what / how they could 
change. 
 
It makes sense to motivate members to choose an area where they start 
change. The topics need to be revised occasionally to update the things to 
do. This could be followed by a discussion in small groups where they must 
focus on concrete steps of implementing change. Trainer and peers assist the 
individual with their advice. 
 
Duration: 45 minutes 
 
Resources Needed:Annexes 2.34.1 and 2.34.2 
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2.35. Diamond Eight 

Background: Analytical thinking, critical thinking and to develop the ability to 
formulate priorities based on individual needs / interests is an essential part of 
personality development. Undertaking individual points of view and learning 
to confront them appropriately reinforce the ability to work in a team which is 
a valuable asset in the labour market as well. The activity also develops the 
ability to take decisions. 
 
Activity Objectives:To raise awareness, develop skills. To be able to identify 
and explore emotions and attitudes in relation to unemployment. Participants 
also develop their skills of agreeing with others and listening to others' point of 
view openly. 
 
Activity Delivery:The trainer hands out a list which contains statements about 
unemployment to every group member (Annex 2.35). They read the lists and 
mark two effects of unemployment they consider most significant. Then, the 
trainer puts participants in small groups in a random way (by drawing a 
number or picture), thus people with different ways of thinking are more likely 
to get into the same group. After they finished introducing their ranking to 
each other, group members engage into conversations where arguments for 
their own ranking are heard. They try to agree on a common ranking, 
provided they can convince each other about their point of view. It is not 
compulsory to find a common point of view. The most important outcome of 
completing the activity could be that individuals learn about new ways of 
thinking. 
When giving the instructions the trainer must make it clear that one member 
of the group should not dominate the decisions. 
The activity develops critical thinking, self-expression, discussion and decision 
making skills, ability to work in a team and hopefully openness.  
Completing the activity, small groups give account of what they agreed on 
and where their opinion is still different. The accounts must focus on: what 
processes and emotions participants experienced during the small group 
phase, what they learnt about themselves and from the discussions in teams. 
At the end of the activity, the trainer should summarise the most constructive 
points. 
In order to reinforce and facilitate deeper understanding of their findings, 
group members write the observations they consider most important into the 
'diamond' at the bottom of the handout. 
 
Duration:45 minutes 
 
Resources Needed:Annex 2.35. 
 
Tip: The activity is suitable for more able, confident groups of learners.  



113 
 

2.36. Visualisation Collage 
 
Background:Developing a vision for the future is about deciding on a 
direction, whereby the individual formulates their ambitions to be realised 
and the destination to be reached. The vision is full of emotions and provides 
strong motivation to achieve objectives. It expresses the set of values and the 
personality the individual has. 
It is important for individuals to develop a vision of realistic objectives.  
 
Activity Objectives: 
To produce a collage that helps participants visualise their future as well 
communication skills. 
 
Activity Delivery: 
Trainer to provide a wide range of glossy images of objects, people, 
expressions, etc. and ask group to think about where they see themselves by 
using the images. 
Learners produce a collage about where they would like to see themselves in 
the future. (The period of time: 1 year, 2 years, etc. is determined by the 
trainer according to the group members.) 
After the pictures are made, they are put on the walls and group members 
start free interactions among each other. These interactions should focus on 
presenting objectives (with the help of the collages). Everybody has to talk to 
3 people during the time available. (The trainer determines the time for each 
conversation beforehand; he/she is the one to signal when to change 
conversation partners during the activity.) 
The tool develops free association thinking and allows quieter members of 
the group to be ‘louder’.  
The activity can encourage communication within the group as well as help 
the group member visualise themselves being successful. 
 
Duration: 60-90 minutes 
 
Resources Needed: Pictures, glue, coloured cards, etc. 
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2.37. The Little Things That Get in the Way of Big Things 
 
Background: It is essential to develop the skill of systematic thinking to make 
objectives set in a certain area achievable. 
 
Activity Objectives:To be able to identify what aspects of someone’s life may 
be getting in the way of success. 
The objective of this task is to get individuals in the group to consider how the 
‘little things’ (e.g. wasted household jobs, shopping, phoning etc) in life may 
be preventing them from being successful at the ‘big things’ such as fulfilling 
their potential. 
 
Activity Delivery: Participants think of and write down (Annex 2.37) all the 
annoying, time wasting things they end up doing that stop them from doing 
what they really want to do and write them down. 
They discuss as a group, the negative payoff for maintaining a ‘cluttered’ life 
and consider ways that people have been able to say ‘no’ to things that 
distract them in life.  
Participants choose one or two specific activities from the list which they start 
the process of change with if they stop or reduce the time spent doing them 
(in case of reducing time, the amount of time reduced also has to be written 
down) and throw them into the bin. 
 
Duration: 45 minutes 
 
Resources Needed: Annex 2.37. 
 
Notes:The group leader must make sure that there are realistic solutions and 
participants are not carried away by their desires. E.g. reducing the time 
spend doing housework completely is presumably an unrealistic thought. 
However, reducing the time spent on an activity could be based on learning 
to ask for help from family members, or realising that certain activities can be 
done in a shorter period of time if done more intensively. 
  



115 
 

2.38. Action Learning 
 
Background:Raising awareness of the fact that other people have to combat 
problems similar to (or even more serious than) theirs could ease feelings of 
distress and isolation in a specific life situation. 
Theoretical considerations of coping technique. 
 
Activity Objectives: To have possible individual actions formulated. 
To be able to make links between emotions, confidence and unemployment. 
Group members consider their associations triggered by unemployment and 
the effects of the situation on them and examine how similar / different they 
are. This will prevent them from feeling alone about their emotions about 
unemployment. As a result, they may become more open to finding solutions. 
 
Activity Delivery: 
The group is divided up into sub-groups (of 4-5 people) where one person 
from each group is assigned to be the ‘facilitator’ and asks each individual 
what it is that they are struggling with that has an impact on their confidence 
since being unemployed. The group’s facilitator can use a flip chart to 
collate problems. The lists are then revised in the large group and the 
problems are grouped with the help of the trainer based on: 

− What difficulties can be dealt with and how? Alternatives are collected to 
activities they could do to cope with or change the situation. 

− List the problems they have to learn to accept emotionally. 

 
Duration: 30-45 minutes 
 
Resources Needed: Flip chart paper, pens 
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2.39. Mirroring 
 
Background: The individual's thoughts about themselves both facilitate and 
hinder achieving their objectives and carrying out actions.  
This task aims at encouraging learners to reflect about their goals for the 
future. The activity helps participants think about their own self-concept. 
 
Activity Objectives:To discuss the idea of self-concept through reflection. To 
help setting future objectives. 
 
Activity Delivery:Group members are given a small mirror and asked to 
describe the person they see and write it down. Trainer could assist group 
members individual work by asking probing questions about for example: 

− what individuals are happy with about themselves 
− what areas they would like to improve on 
− what else they would like achieve 
− what they consider as their two most important qualities 
− what they desire 
− what needs they have 
− etc. 

 
Either the complete list of question could be handed out or they could be 
read one by one. In any case, participants answer the questions in writing. 
But above all, the group leader must provide time for individuals to write 
down their spontaneous thoughts about themselves. 
Group members could introduce themselves briefly to complete the activity 
and to prepare the topic of job-interview or CV. Other group members could 
provide feedback on the effect the introduction had on them. (The 
introductions are not to be labelled as good/bad!) 
 
Duration: 30-60 minutes 
 
Resources Needed: Small mirrors to every group member, writing paper, pens 
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2.40. Introduction to Networking 
 
Background: Networking is the basis of speculative (spontaneous) job 
application. For this purpose, individuals have to learn to map their own 
network. Many group members must take time to learn to accept the 
necessity of asking from others.  
 
Activity Objectives:An introductory exercise that encourages the group to 
think about networking and the importance of it in relation to work. 
To have conversations about job-seeking and start building individuals' 
networks. 
 
Activity Delivery: Define what networking is and that it is not just telling others 
that you are unemployed. 
Participants make a list of groups of people who could potentially help them: 

− Close family members 
− Distant relatives 
− Friends 
− Former colleagues 
− Former classmates 
− Training partners 
− Parents of classmates (ones we have good relationship with) 
− etc. 

 
The trainer writes the lists on the flip chart and participants on a piece of 
paper. Each group member writes specific people's names for every group of 
people. 
It makes sense to make them aware that they will have to make specific 
requests to these people. 
 
Duration: 45 minutes 
 
Resources Needed: Flip chart paper, writing paper, pens 
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2.41. It’s a Small World – Weaving a Network 
 
Background: This activity aims to get individuals to explore their own network 
of contacts that might enable them to improve their chances of employment 
based on ‘six degrees of separation’. 
 
Activity Objectives: To create a visual network of contacts for possible 
employment opportunities and assistance. 
 
Activity Delivery: Discuss what the terms ‘first, second and third degree 
contacts’ means and using the activity sheet (Annex 2.41), individuals fill in as 
many names as they can. Group members can then start to think of ways of 
making contact with (target) people on their contact list and develop 
‘informational questioning’. Who might link them to the target people? 
 
Duration: 45 minutes 
 
Resources Needed:Annex 2.41, sheets of paper, list of names, pens 
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Annex 2.1 
Self-Awareness Questions 

 
- When I am put under pressure, I tend to feel… because I tell myself... 
- I would tell a white lie if... 
- My hardest decisions concern... 
- When someone criticises me at work, I often feel… because I tell myself... 
- I am not a good listener when... 
- I feel the most motivated when... 
- I avoid challenges when... 
- I’m open about myself to others if... 
- When I am put in charge, I... 
- My greatest dissatisfactions centre around... 
- I’m stubborn when... 
- I could be understood better... 
- I create the best results in my life when... 
- If I knew I could not fail, I would... 
- The amount of work I do is influenced by... 
- I show significant courage when... 
- I missed a significant opportunity in my life when... 
- I feel most joy in my life when... 
- I get in my own way when... 
- I easily rise to the occasion when... 
- I am insensitive to others when... 
- I have a difficult time being emotionally present when... 
- The kind of support I need more in my life is... 
- One of the most important things I learned from my parents/carers is... 
- If someone mistreats me, I... 
- If I didn’t need to earn money, I would... 
- If I had no fear, I would... 
- I tend to sabotage myself when... 
- I release stress by... 
- I enjoy myself best when... 
- I do the following to look after myself on a regular basis... 
- My weak points are... 
- My strong points are... 
- I learn best by... 
- I was the happiest in my life when... 
- I was the unhappiest in my life when... 
- If I could do anything in the world, it would be... 
- I want the rest of my life to be about... 
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Annex 2.2 
 
 

Personal Timeline (Tube Line) 
 

 
There are key concepts expressing important life conditions at the two ends 
of the Tube Line. Fill in the rest of the stations so that there is a clear 
connection between each consecutive one – and so that it represents your 
life path and objectives. Please, explain in more detail. 
 
 

 
Unemployment 
 
  

  
Lack of confidence 

Change in identity 
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   Annex 2.3 
Self-Awareness Quiz 

 
Identifying and Understanding Your Own Emotions Marks out of 10 (where 10 is 

completely agree and 1 is 
completely disagree) 

If I failed to get a job I’d been interviewed for, if asked, 
I can admit that I’m disappointed. 

 

I am aware of my emotions when someone criticises 
me and I can react consciously. I know that I can 
either retaliate, reject the criticism or agree with it. 
However, criticism might as well make me feel 
crushed. 

 

I’m aware of the difference between feeling angry 
and frustrated, disappointed or regretful.  

 

If a friend gets a new job or promotion, I can admit 
that I am jealous.  

 

In an interview, if asked to describe my strengths, I can 
identify a couple and give an example of how I’ve 
used those strengths.  

 

If I was half way through a training course I wasn’t 
enjoying, I would give up. 

 

Total score  

 
 

Managing Your Emotions Marks out of 10 (where 10 is 
completely agree and 1 is 
completely disagree) 
 

If someone humiliated me in front of others, I would be 
honest enough to tell them that I felt hurt/embarrassed 
by it 

 

If I receive an email from someone that makes me 
angry, I wait until I’ve calmed down before I send a 
response. 

 

If there’s someone I don’t like/get on with in 
work/formal environment, I can still remain calm and 
behave politely with them. 

 

If I was worried/anxious about a job interview or 
speaking to a large group of people, I would focus my 
energy and prepare well. 

 

If I hear sad news and it makes me cry, I do not feel 
embarrassed or try to hide my tears. 

 

If someone pays me a compliment, I can comfortably 
reply with ‘thank you’. 

 

Total score  
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Identifying and Understanding Other People’s Emotions Marks out of 10 (where 10 is 
completely agree and 1 is 
completely disagree) 
 

In my group of friends, on the whole, I am aware of 
how everybody feels about each other. 

 

If I’m not sure how someone is feeling, I try and work it 
out from their body language. 

 

If I wanted someone to help me with a job, I’d wait 
until it was a suitable time to ask them so he/she would 
be most likely to agree. 

 

If I thought someone at work was ignoring or avoiding 
me, I would ask them if I’d upset them. 

 

I am aware of people that have a positive impact on 
my life and make me feel good and those that have a 
negative impact and make me feel bad about myself. 

 

Most of the time, I can tell if someone isn’t listening to 
me. 

 

Total score  

 
 
 

Managing Other People's Emotions Marks out of 10 (where 10 is 
completely agree and 1 is 
completely disagree) 

I know what to say if I have to give bad news to 
someone and how to handle their response. 

 

If someone told me that he/she prefers spending time 
with one of their children over another and felt guilty 
over it, I could reassure them that it was something not 
to feel bad about. 

 

If someone at work had a label sticking out of their 
collar, I could tell them and then swiftly change the 
subject. 

 

I usually know what to say when showing someone 
that I am grateful to them without worrying what words 
to use. 
(I can find appropriate ways to express my gratitude to 
a certain person.) 

 

If someone was being offensive and rude to a 
colleague at work of mine, rather than get angry and 
frustrated, I would calmly ask the manager to deal with 
it.  

 

If a friend of mine has poor personal hygiene, I would 
find the right words to say to talk to them about it.  

 

Total score  
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Annex 2.4.1 
Family Sociograms 

 
A sociogram is a visual representation of the relationship between people. It 
is useful in identifying patterns/problems in a family, who is the leader, who 
may be isolated and highlights where the individual’s position is in the family.  
 
 
When creating a sociogram, the following questions are considered: 

- What are the connections between the people in this family? 
- Who is the leader? 
- Who is isolated from the family?  
- What are the alliances? 
- Who do they not get along with who?  
- Is the family united or divided? 
- How has this had an impact on you? 

 
 
 

Preparing the Sociogram 
 
Circles with names inside: big or small, representing the different members of 
a family based on the importance they have in family. 
 
 
 
 
 
 
 
 
 

 

 

 
  

sister 

 

Father 



 

How to Create the Sociogram

 
Lines between the circles:
links between family members. A coloured line represents a 
negative/conflicting relationship, where there is a lot of tension or both 
individuals don’t talk to each other. 
 
Arrows pointing one or both wa
reciprocal or only one-way where one person is providing and the other 
person does  not give back due to an external or internal reason.
 
 

dislike strong in both ways
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How to Create the Sociogram 
 

Lines between the circles: solid or dashed lines represent the strong or weak 
links between family members. A coloured line represents a 
negative/conflicting relationship, where there is a lot of tension or both 
individuals don’t talk to each other.  

Arrows pointing one or both ways: showing whether a relationship is 
way where one person is providing and the other 

person does  not give back due to an external or internal reason.

strong in both ways mostly amicable weak relationship

 

 

 

      
 

Annex 2.4.2 
 
 

solid or dashed lines represent the strong or weak 
links between family members. A coloured line represents a 
negative/conflicting relationship, where there is a lot of tension or both 

showing whether a relationship is 
way where one person is providing and the other 

person does  not give back due to an external or internal reason. 

weak relationship 

 

    



126 
 

Mother 

Me 

Father 

sister 

   Annex 2.4.3 
 

Example Sociogram 
 

In this family, individual sees themselves as having a strong relationship with 
his Mum and a weak one with his Dad. He has a negative relationship with his 
sister. Dad and the sister have a strong relationship while the relationship 
between Mum and Dad is quite weak.  
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Annex 2.5 
Listening for Feelings 

 
 
 
 
Amazed 
Angry 
Annoyed 
Anxious 
Ashamed 
Bitter 
Bored 
Satisfied 
Depressed 
Determined 
Disdain 
Disgusted 
Eager 
Embarrassed 
Energetic 
Envious 
Excited 
Foolish 
Frustrated 
Furious 
Grieving 
Hopeful 
Inadequate 
Insecure 
Inspired 
Irritated 

Jealous 
Joy 
Lonely 
Lost 
Loving 
Miserable 
Motivated 
Nervous 
Peaceful 
Proud 
Relieved 
Resentful 
Sad 
Satisfied 
Scared 
Self-conscious 
Shocked 
Silly 
Stupid 
Suspicious 
Tense 
Terrified 
Trapped 
Worried 
Worthless

 
 
 
 
 

 

 



 

Annex 2.6 
Hammer or the Nail 

 
 

- Hammer or nail 
- Racket or ball 
- Jeans or a suit 
- Egg white or egg yolk 
- Sun or moon 
- Cube or ball 
- Present or future 
- Yes or no 
- Mountain or valley 
- Physical or mental 
- Pencil or ball point pen 
- Teacher or student 
- Question or answer 
- Leather jacket or Harris tweed 
- Black or white 
- Leaf or wind 
- Pencil or eraser 
- Earthquake or typhoon 
- Tortoise or hare 
- City or country 
- Dictionary or novel 
- Pen or pencil 
- Cat or mouse 
- TV or radio 
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Dig your Way Out 

 

 

  



 

Annex 2.8 
Life Graph 
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Assertiveness Statements 
 

  

"Thanks for thinking of 

me, but I think I'll pass 

on this one." 

"It's fine, I don't 

mind." 

"Ifyouwantmeto, I 

supposeso." 

"Sorry, yes, OK, 

I'lldoitifyouwant." 

I'llthinkaboutit and get 

back toyou." 

"Thanksforkeeping

meintheloop, but I 

can't makeit." 



 

Annex 2.10 
Assertiveness Questionnaire 

 
Below, there are 24 statements about everyday life situations. Each one is 
followed by four possible (a, b, c or d) behaviour patterns. Read the patterns 
and circle the letter which best describes your behaviour. 
Circle one option only, however difficult it might be to choose.  
There are no right or wrong options, it is important to choose the one that best 
describes you. 
 

1 When I complain about a product or service: 
a I can usually speak to the person dealing with my complaint effectively, and 

the situation develops as I expected. 

b I am really annoyed by not receiving a product / service of the quality 
expected, which I immediately tell the person dealing with the complaint. I 
also tell them how negligent they have been. 

c I don’t bother complaining because I don’t know my rights exactly. 

d I tell them how much trouble they caused with the defective product and 
how much effort it required from me to return it.  

2 When faced with conflict: 
a I think I’ve probably caused it so I tend to avoid it because I don’t know how 

to express myself. 

b I only share the information that is absolutely necessary for the other person so 
that they don't get into a more favourable situation than me. 

c I face the situation and I consider it necessary to prove my right at all cost, 
which I usually succeed in. 

d I try and express how I’m feeling and how the situation affects me. I tell the 
other person what I expect them to do. 

3 If I’m in a meeting and want to make a point: 
a I hope that others will agree with me and if they don’t, I don’t contribute 

again. 

b I tell my opinion in a very confident manner, and I go on emphasising my point 
until others agree with me. 

c I listen to others as well as making my own point. I might even change my 
point of view based what's been heard. 

d I share my point of view but inside I feel insecure about others' reactions and 
worried about getting into an unfavourable situation. 

4 In an argument, if someone asks my opinion: 
a I'm afraid nobody really wants to listen to my opinion, so I try to avoid 

expressing it. 

b I reflect on the information I have about the topic. I share it with the other 
person and I express my opinion openly. 

c I immediately express my opinion because I am convinced that mine is the 
right one. 

d I make a biting remark on the other person's weaknesses. 

5 If someone asks me to do something I don’t want to do: 
a I don't reject their request, rapport with others is important for me; although it 



 

happens that I tend to forget what they asked me to do.  

b First, I say no, but then I have guilty conscience about it I feel urged to still do 
what I was asked for. 

c I tell them I can’t do it this time. 

d I tell them no straight away, I won’t let them give me their stuff to do! 

  



 

6 If I need help from someone who isn’t responsible for the job: 
a I don't ask for help, I just tell them about my situation and I just hope they'll 

offer their assistance. 

b I put pressure on them to get them do what I want. 

c I ask them in a contrary way. E.g. “I know you probably can’t but…” 

d I tell them honestly what I need doing and ask if they’re able to help. I also 
accept if they can't. 

7 When I enter a room of people I don’t know: 
a I feel confident and I know there will be people who are happy to talk to me. 

b I immediately find the way to talk about something I am interested in.  

c I'm afraid that people won't accept me, and I have difficulties confessing it 
even to myself. 

d For me it's awkward to meet new people because I never know what to say to 
them. I avoid situations like that whenever possible. 

8 If someone asks for feedback: 
a I start talking about what they asked; however, I'm not really willing to express 

my opinion. I tend to change the subject and talk about what I want. 

b It's difficult for me to express my opinion honestly, so I simply say "I really liked 
it". 

c I can give them constructive feedback and offer alternative ways of doing it 
without offending them. 

d I tell them the truth whether they like it or not! 

9 If someone asks me to do something I wasn’t expecting: 
a I tell them that they weren't able to manage things right.  

b I help; but I keep thinking how I could avoid wasting too much time and 
energy on the situation. 

c I take on the task, I expected it; others normally get their way over me 
anyway. 

d I carefully think if I have the opportunity to do the favour, and I tell my answer 
accordingly. 

10 If others get their way instead of me: 
a I get angry and I think yout what I can do for myself. 

b I think of ways of sabotaging them (preventing the situation from happening). 

c I get sad and I complain to others about how I have been mistreated. 

d I try to think about how it will affect me; then I let them do their thing and I will 
also do mine. 

11 If I find myself in a difficult situation: 
a I feel comfortable and think about how to deal with the situation, if I have to 

ask for help. 

b I immediately see who's the one to blame and what the right solution is; others 
should take me as their example of solving certain situations. 

c I usually know who's responsible for the difficulties and I tell them in a humorous 
way. 

d I would rather someone tell me how to handle it. 

12 If I get into a debate: 
a I usually win because I know how to get my opinion across. 

b I feel really uncomfortable in a debate, I try to escape from such situations as 



 

soon as possible; I don't even express my opinion. 

c I try to express what I think about the situation and I also voice my feelings. 
Besides, I listen to other's arguments, too. 

d I have my opinion about the situation, and inside I'm even angry with the other 
person. 

  



 

13 If someone asks me to help them find a job: 
a I tell them the reason why they don't have a job at the moment and they did 

wrong in their earlier jobs. Then, I lecture them about what they did wrong 
during their job search so far. 

b I promise to help but then things work out that I still don't see to it. 

c I spend time on research: I think about what I could do. Then, I openly tell the 
other person what I can help them with and what not.  

d I do everything I can to find them a job even if it requires a lot of effort from 
me. 

14 If I make a fool of myself: 
a I get nervous and annoyed that others find my secret weaknesses. 

b I remember that the situation was in fact brought about by others.  

c I get tense because my way of doing things was proved to be wrong again. 

d I laugh about it and move on. 

15 When I’m a member of a new team: 
a I wait until I’m told what to do. 

b I quickly try to map power relations, I don't want to interfere with somebody 
important. 

c I strive to make it obvious that I'm a strong and influential person as quickly as 
possible. 

d I try and find out what people are good at and what role they play in the 
group. Besides, I try to think about what I'd like to achieve in this group. 

16 When I go to a new country: 
a I like to observe the new culture I’m experiencing so that I can relate to 

people appropriately and be thoughtful about how I interact. 

b Acting like a "curved mirror", I quickly spot weird habits of locals; which I tell my 
peers in a humorous and caricaturing way. 

c I behave like at home: you don't have to behave differently if you're abroad. 

d I get insecure because I know people won’t understand me. So, I cast a 
critical eye around before I do or say anything. 

17 When unwelcome change occurs in my life: 
a I try to communicate with others efficiently and I consider how I could have 

my needs fulfilled.  

b I try to find who's responsible for this and I tell them about it in a very confident 
manner, I even get into an argument to make them see they're in the wrong. 

c I accept that others are stronger than me. 

d I try to adapt, but inside there are intense emotions, which I don't talk about to 
anyone. 

18 When I look at successful people: 
a I think that they’ve had it good and have had more luck / opportunities than 

me. People would never see me as successful. 

b I can respect them for their achievements as well as appreciating my own. 

c I get angry and dissatisfied about not having the opportunities they had. 

d I start thinking whether there is really so much effort behind their success as 
they claim or they've just been lucky.  
I get annoyed that a lot of people undeservedly become successful due to 
their networks.  



 

 

19 If someone asks my opinion unexpectedly: 
a I tell them right away how I see the situation. 

b I consider whether I have information about the topic. Besides, I think about 
whether I'd like to tell my opinion to the other person. 

c I think they’re trying to catch me out. 

d My mind often goes blank and I end up saying “I don’t know”. 

20 When someone has something they want to say: 
a They don't realise that I have something else on my mind.  

Alternatively, I change the subject and tell them about my difficulties. 

b I get bored/annoyed and just think that they love to ramble about themselves. 
I don't spend too much time in such situations after all. 

c I feel obliged to devote as much time on them as they want and listen to what 
they're about to say. 

d If I have time, I listen to them carefully. I might well ask questions. 
 

21 When I meet someone with a different set of values: 
a It takes too much effort to adjust to someone else’s views/style.  

I prefer not to talk about my views; unless others put pressure on me, I prefer to 
keep quiet.  

b I let them express themselves however they want. I also express my opinion on 
the subject in the conversation. 

c I don't point at the difference of opinion between us but given the chance, I 
make a humorous remark on it. 

d I'm convinced that my world view is right and they’re wrong; I usually voice this 
as well. 

22 If I’m in a difficult situation: 
a I can think about what I would like to do and do it. 

b I spend a lot of time observing what's happening and try to avoid conflicts. 

c I like to deal with the situation on my own; nobody sees my situation the way I 
do, so I can't expect to be advised. 

d I need guidance and I'm happy if there's somebody to tell me how to handle 
things. 

23 People tell me: 
a I'm confident in many situations. Some people like it while others think I stick to 

my opinion too much. 

b Am honest and open and allow others to be the same. I'm open to new 
things. 

c I'm shy. When encouraged, I can express my opinion, but I don't question 
others'. 

d It happens that for some inexplicable reason I forget what I've taken on or 
promised. 

24 I think I am: 
a A person who tends to do things right; yet, people don't understand me. 

b Confident and I can assess things in life well. I'm capable of convincing others 
that I'm right. 



 

c Able to express my opinion and recognise other people's right to have theirs. 

d Shy and quiet and people don’t really notice me. 

 
If all the questions are answered, circle the letter of your answer in the chart, 

too. (e.g. If you circled 'a' in question 1, you must circle the letter 'a' here as 

well.) 

 

Question 
number 

a b c d 

1 a c d b 

2 d a b c 

3 c a d b 

4 b a d c 

5 c b a d 

6 d a c b 

7 a d c b 

8 c b a d 

9 d c b a 

10 d c b a 

11 a d c b 

12 c b d a 

13 c d b a 

14 d c a b 

15 d a b c 

16 a d b c 

17 a c d b 

18 b a c d 

19 b d c a 

20 d c a b 

21 b a c d 

22 a d b c 

23 b c d a 

24 c d a b 

Total (no. of 
letters): 

    

 Assertive Passive Passive-
aggressive 

Aggressive 

 
Finally, add up how many letters you circled in each column. 

 

It makes sense to discuss the results of the questionnaire with the group 

leader: they will explain what each category means and what the numbers 

represent. 

  



 

Annex 2.11 
Assertiveness Role-Play 

 
 
 
Scenario 
On the job, your fellow co-worker keeps asking you to do some of her work 

and in the past you have often helped. You are starting to feel mistreated, 

however, and would like her to start pulling her own weight. Choose the one 

you would do or say most from the options below? (Which one do you 

identify with most?) 

 
- “Ana, I’m flattered that you think I am competent to do this work, 

however, helping you all the time has got me feeling overloaded. In the 
future I would appreciate it if you try doing it yourself or ask someone 
else.” 

- Take Ana’s extra work from her, but take ages to start and do not 
complete it so that her deadlines don’t get met. She eventually stops 
asking you for help.  

- “I know you don’t know what to do with this extra work, Ana. I might be 
able to squeeze some of it in and help you out.” 

- “Ana, I am going to go to our boss and let her know what a lazy 
employee you are and tell her that you never do any or your work.” 

 
 
 
 
Read the following behaviour patterns and their description. 
 
Being assertive means expressing what we want or believe in and is an 
important part of clear communication. 

Being passive means repressing the emotions, feelings, and thoughts that we 
have even if by doing so we feel uncomfortable and unhappy with ourselves.  

Being aggressive means interacting with others without respect for their rights 
and/or feelings. 

Being passive aggressive means displaying behaviour in which feelings of 
aggression are expressed in passive ways as, for example, by stubbornness, 
sullenness, procrastination, or intentional inefficiency.  

 
 
Match the possible behaviour patterns based on the above situation to the 
categories. 
 
 
  



 

Annex 2.12 
Photo Language 

 

 
  



 

Saying ‘No’! and Saying ‘Yes!’

Read the statements of the following table and mark the fears you have in 
certain life situations. 
 

What do you fear when you say ‘no’ to someone’s request?

They won’t like/love me anymore.

They’ll think I’m selfish and unsupportive.

If I don’t help them, they won’t help me.

They will overlook me as a potential employee/for a promotion.

It boosts my confidence when they ask me for help , so I say ‘yes’.

It makes me feel useful/important/liked.

They’ll blame me for not helping if things go wrong.

I’m skilled and efficient so it will be quicker if I do it myself.

They’ll get angry at me if I say ‘no’.

People will think badly of me if I say ‘no’.

I won’t feel included if I say ‘no’.

 

Situation where I 
wasn’t able to say ‘no’

 
Saying ‘No’! and Saying ‘Yes!’ 

Assertiveness – Fear Table 
 
 

Read the statements of the following table and mark the fears you have in 

you say ‘no’ to someone’s request? 

They won’t like/love me anymore. 

They’ll think I’m selfish and unsupportive. 

If I don’t help them, they won’t help me. 

They will overlook me as a potential employee/for a promotion. 

It boosts my confidence when they ask me for help , so I say ‘yes’. 

It makes me feel useful/important/liked. 

They’ll blame me for not helping if things go wrong. 

I’m skilled and efficient so it will be quicker if I do it myself. 

at me if I say ‘no’. 

People will think badly of me if I say ‘no’. 

I won’t feel included if I say ‘no’. 

Situation where I was

able to say ‘no’ •my behaviour:

•my emotions:

•my thoughts:

•my self-esteem:

The difference 
between the two

Annex 2.13 

Read the statements of the following table and mark the fears you have in 

� 

 

 

 

 

 

 

 

 

 

 

 

 

The difference 
between the two
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Assertiveness and Values 
 

 
Look at the values in the table. You need to distribute the numbers 1-10 (1= 
most important and 10 being least important). 
Being made to rank the values will enable you to see what is most important 
to you. 
 

Autonomy/independence  Determination/discipline/hard work  

Diversity/variety  Education/knowledge/personal 
growth 

 

Educational/personal growth  Equality/fairness  

Freedom/liberty  Integrity/reliability/respect/honour  

Justice  Peace  

Perfection  Power/authority  

Wealth  Responsibility  

Rules/regulations/law  Safety/security  

Self worth/self belief  Service/serving 
others/generosity/loyalty 

 

Stimulation/excitement  Success/accomplishment  

 
 

Evaluating your Values 
Revise the values you ranked high; they might profoundly shape your 
behaviour. E.g. if you ranked ‘service/serving others/generosity/loyalty’ highly 
and ‘self-worth/self belief’ fairly low, it might indicate that you value others 
before yourself. 
Then, revise the values you ranked low and finally every value. 
Choose a partner who you would like to discuss your findings about yourself 
with. 
 
 

Techniques for Saying ‘no’ 
− Look the person making the request in the eye and don’t say anything until they 

have finished.  
− Be at the same level as them. 
− As they’re mouthing their request, signal with your hand and say “I’m going to 

have to stop you there”. 
− Leave a silence after they’ve spoken to consider your response. 
− You can say “I’ll have to think about it before I can commit” or “I can’t help you 

with this one at the moment”. 

  



 

Annex 2.15.1 
Self-Esteem Statements 

 
Choose a partner and sort and discuss high and low self-esteem statements 
together. 

  

I can't dothis, I'm 

useless. 

I 

getonprettyw

ellwith most 

people. 

I'm OK 

withhow I look. 

Whydopeople

keepcriticising

me? 

When I make 

a mistake I 

don't mind 

admittingit. 

Everyoneels

e is 

betterthan

No 

oneseemstoliste

ntowhat I say. 

Myviewsareimporta

nt, 

peoplelistenwhen I 

speak. 

I'm just 

anidiot. 

I thinkit's importantto 

be yourself. 



 

Annex 2.15.2 
Self-Esteem Questionnaire 

 
 
Mark yourself on a scale from 1-10 about the statements below. 

 

 Marks out of 10 (where 10 is completely 
agree and 1 is completely disagree) 

I take criticism well.  

I feel valued by my family 
members/friends/colleagues. 

 

I often say what I really think, I do not 
necessarily agree with everyone else. 

 

I get what I want from my relationships.  

I take offence if someone does not agree 
with me. 

 

I compare myself to others and feel they 
have more than I do. 

 

I sometimes feel unloved.  

I feel embarrassed by my appearance.  

I sometimes feel like a victim.  

I often feel like I am not good enough.  
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Self-Esteem Diary 

 
Time of 
day 

Is my self-
esteem high 
or low 
(1=low, 
10=high) 

What event happened today that 
affected the score? 
event, person, my emotion, my thoughts 

Has this happened 
before (when, to 
whom)? Is there a 
pattern? 

  

 

 

    

    

    

    

    

    

    

    

 

  



 

 
 
 
 
 
 
 
Using the 
scale 
individuals 
write down 
an issue or 
situation 
which 
correspond
s to where 
it fits on the 
scale. 
 
 
 
 

 
  

Self-Esteem Scale 
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Think of the last time you…  

 
 
Said ‘no’ when you meant ‘no’ 
 
 
 
 
 
 
Put your own needs first  
 
 
 
 
 
 
 
Expressed yourself well 
 
 
 
 
 
 
Didn’t say ‘sorry’ when it wasn’t your fault 
 
 
 
 
 
 
Felt successful 
 
 
 
 
 
 
Took a chance/opportunity to be in the limelight 
 
 
 
 
 
 
  



 

  

(Early) Experience 
person’s view of themselves is developed 
(neglect, abuse, criticism, punishment, 

lack of praise, feeling isolated

The Bottom Line 
people conclude that ‘ I must be stupid/ 
worthless/not good enough’ etc.

Rules for Living 
‘I need to put other’s needs before my 
own/ if I don’t please them, they’ll reject 
me/ if it’s not perfect, I’ll fail/won’t take a 
risk in case I fail and look stupid’ etc.

Trigger Situations 
are broken e.g. losing a job/not passing an 
exam/not getting an interview/promotion

Self-Esteem Map and Table 
Map of Low Self-Esteem 

 

 
 
 
 
 
 
 
 
 

 

(Early) Experience – where ideas about a 
person’s view of themselves is developed 
neglect, abuse, criticism, punishment, 

lack of praise, feeling isolated).

The Bottom Line – based on this, people 
people conclude that ‘ I must be stupid/ 
worthless/not good enough’ etc.

Rules for Living – how people try and get by 
‘I need to put other’s needs before my 
own/ if I don’t please them, they’ll reject 
me/ if it’s not perfect, I’ll fail/won’t take a 
risk in case I fail and look stupid’ etc.

Trigger Situations – when Rules for Living 
are broken e.g. losing a job/not passing an 
exam/not getting an interview/promotion

Annex 2.19.1 

 

how people try and get by 

when Rules for Living 
are broken e.g. losing a job/not passing an 
exam/not getting an interview/promotion



 

Trigger point e.g. losing a job 
activates the Bottom Line (ideas 
about the self e.g. I’m useless, I 

Confirms the Bottom Line (‘I 
knew it, I’m useless, I can’t get a 

Self-Critical Thoughts

Depression

 

 

 

  

Trigger point e.g. losing a job 
activates the Bottom Line (ideas 
about the self e.g. I’m useless, I 

can’t get a job’).

Negative Predictions (e.g. 
‘I won’t ever get a job’).

Anxiety/unhelpful behaviour 
(e.g. avoid applying for a 

Confirms the Bottom Line (‘I 
knew it, I’m useless, I can’t get a 

job, no one wants me’)

Self-Esteem Map and Table 
How self-esteem keeps going… 

 
 

 

Negative Predictions (e.g. 
‘I won’t ever get a job’).

Anxiety/unhelpful behaviour 
(e.g. avoid applying for a 

job).
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Emotions and Self

 
Spotting Self

By writing it down it allows the individual to externalise the thoughts and 
create some distance from them. It is a great tool for reflecting on and 
identifying patterns of behaviour and associated emotions. 
This record sheet can be used to spot self
more self-awareness. Group members take notes according to the headings. 
(For less able learners, symbols/facial expressions/images of body language 

could be used instead of words.)

Date/Time 
Individuals note down date and time.
thoughts happen more at night or first thing in the morning?
Self-defeating behaviour
How do the thoughts affect their behaviour? Did they find they withdrew into 
a shell? Becoming angry and start shouting? Avoid as
need? Do things against their will? Avoid taking a risk? 
Emotions and Body sensations
What emotions they feel? What were their physical reactions? Heart beating 
faster, sweating, becoming red faced, lethargic, panicky etc.
  

Disappointment

in self

Frustration

Hopelessnes
s

Self-Esteem Map and Table 
Emotions and Self-Critical Thoughts 

 

 
 

Spotting Self-Critical Thoughts 
 

By writing it down it allows the individual to externalise the thoughts and 
create some distance from them. It is a great tool for reflecting on and 
identifying patterns of behaviour and associated emotions.  
This record sheet can be used to spot self-critical thoughts and encourage 

awareness. Group members take notes according to the headings. 
(For less able learners, symbols/facial expressions/images of body language 

could be used instead of words.) 

Individuals note down date and time. Is there a pattern starting to form? Do 
thoughts happen more at night or first thing in the morning? 

 
How do the thoughts affect their behaviour? Did they find they withdrew into 
a shell? Becoming angry and start shouting? Avoid asking for things they 
need? Do things against their will? Avoid taking a risk?  
Emotions and Body sensations 
What emotions they feel? What were their physical reactions? Heart beating 
faster, sweating, becoming red faced, lethargic, panicky etc. 

 

Self-critical 
thoughts can 

cause the 
following 
emotions:

Sadness

Shame

Anger
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By writing it down it allows the individual to externalise the thoughts and 
create some distance from them. It is a great tool for reflecting on and 

ical thoughts and encourage 
awareness. Group members take notes according to the headings. 

(For less able learners, symbols/facial expressions/images of body language 

Is there a pattern starting to form? Do 

How do the thoughts affect their behaviour? Did they find they withdrew into 
king for things they 

What emotions they feel? What were their physical reactions? Heart beating 
 

Depression

Despair

Guilt
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Spotting Self-Critical Thoughts - Record Sheet 

 
Date 
and 
time 

Situation 
What were you 
doing when you 
started to feel bad 
about yourself? 

Emotions and 
bodily 
sensations 
about the 
situation 
(e.g. guilt, 
sadness, anger, 
heart beating 
faster, etc.) 

Self-Critical 
Thoughts  
What did you 
start saying to 
yourself? (e.g. 
I’m useless at this, 
I always get this 
wrong etc.) 

Self-defeating 
behaviour 
What did you do 
as a 
consequence of 
your thoughts?  
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Key Questions in Combating Self-Critical Thoughts 
 
 

- Where is the evidence?  
- Am I confusing thoughts with facts?  
- Are these thoughts helpful/getting in my way? 
- What thoughts might be more useful? 
- Am I jumping to conclusions? 
- Am I thinking in all-or-nothing terms? (e.g. I will never get a job ever 

because I didn’t get the last one I went to an interview for.) 
- Am I concentrating on all my weaknesses and none of my strengths? 
- Am I blaming myself for things that aren’t my fault? 
- Am I expecting myself to be perfect? 
- How can I be kinder to myself? 
- What can I say to myself instead? 
- What do I need to do to change the situation? 
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Combating Self-Critical Thoughts 
 

Date and 
Time 

Situation Emotions and 
Bodily 

Sensations 
How convinced 

are you that 
they are right? 

0-100% 

Self-Critical 
Thoughts 

Alternative 
Thoughts 

Outcome 
1. How much do 

you now believe 
the self-critical 
thoughts? (0-
100%?) 

2. What behaviour 
can you change 
based on these 
alternative 
thoughts? 

 

 

 

 

 

    1. 

2. 

 

 

 

 

 

    1. 

2. 

 

 

 

 

 

    1. 

2. 

 
  



 

Negative messages we say to ourselves… 

 

 

 

  

Positive Affirmations 
 

Negative messages we say to ourselves…  
 

 

 

 

Annex 2.22.1 
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Positive Affirmations 
Alternative thoughts 

 

Positive messages we could say instead… 
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The Drama Triangle 
 
 
 
 

 

 

 
 
 

  

 

Persecutor 

 

Rescuer 

 

Victim 



 

Annex 2.23.2 
The Drama Triangle 

Victim Traits and Common Phrases 
 
Traits: defensive, overly sensitive, manipulative, submissive 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Victims feel: 
- Feel like they’ve been hard done to. 
- Prevented from achieving dreams. 
- Others are at fault for their misfortune. 

Questions for discussion: 
- Who were you blaming? 
- Why them? 
- What other choices did you have? 

They'llnevergive

methejob. 
I wouldhavedoneitonly… 

Nobodylikesme. 

Nothingevergoes 

right forme. 

Why am I 

souseless? 

It' notmy fault. 

Poorme… 
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The Drama Triangle 

Rescuer Traits and Phrases 

Traits: Makes people feel guilty and dependent, will try and please people, 

avoid behaviour that attracts negative attention. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Rescuer: 
Questions for discussion: 

- If you recognise these as things you might say in situations, what did you 
get out of it? 

- What could you have done to hand over the responsibility to someone 

else? 

I'lldoanythingtokeepth
epeace. 

I liketofellneeded. 

If I don't doit, 

nobodywill. 

Doyouwanttotalkabo

utit? 

I justwantedtohelp. 

Shall I dothat? 
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The Drama Triangle 

Persecutor Traits and Phrases 

Traits: Angry, aggressive, fears loss of control, nagging, putting others down 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Persecutor: 
Questions for discussion: 

- Do you remember a time you may have been playing the role of 
‘victim’ before you became a ‘persecutor’, what happened in the 
situation? 

- How could you have handled the situation differently? 

I've told youbefore… 

It's your fault! 

Youneedto sort this out. 

Youbetter sort this out! 



 

Look at the image below.
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

Tick the ones you were focusing on most:

Facial expression ☐

The pose itself ☐ 

The hands ☐ 

Clothing ☐ 

Gender ☐ 

Age ☐ 

What they are doing 

 

  

Body Language 
Creating a Good Impression 

 
 

Look at the image below. 

Tick the ones you were focusing on most: 

☐ 

What they are doing ☐ 
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Body Language 

Now have a look in a mirror and write about the following as truthfully as you 
can. 

- What do your clothes say about you? 

 

- What does your facial expression suggest to others? 

 

- What does your age/perceived age indicate to someone who doesn’t 
know you? 

 

- How do you use your hands and arms when you’re talking? 

 

- What is your usual pose and facial expression when you meet someone? 

 

 

How others see you: 

Your clothes say about you that you... 

 

Your facial expression suggests that... 

I think your face reflects/doesn't reflect your age and I think... 

 

When you're talking, you use your hands... 

 

Your pose and facial expression make me... 

 

 

 

 

 Signature (Completer's name) 



 

Are flattering 
colours

Are flattering 
and fits well

 

 

 

 

 

 

Dressing for 
work - key 

points

Hygiene -
clean hair, 
nails and 

teeth

Is professional

appropriate/
professional

Body Language 

Dress 

 

 

Are 
appropriate/
professional

Suit your 
personality
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Listening Skills 

 
Just Listen… 

 
After putting group into pairs with chairs facing one another, each person 

takes it in turn to draw or choose a topic and talk about it for 3 minutes. 
 
 
 
 
 
 

 
 

 

  

Refugeecrisis 
Euthanasia-
dowehavet
he right to 
die?  

ShouldclassAd
rugs be 
legalised? 

Whomyrolemo
del is and 

why? 

 
Externalfact
orsdetermin
eourjobs. 



 

Annex 2.31 
Thoughts in Your Head 
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The Gravestone 

 
 

 
  

Here lies 
….....................
........................
........................ 

 
Remembered 
for…................
........................
........................
........................

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

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

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

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



 

  

 
Logical Levels of Change 

 
 
 

 
 

Purpose (who you want to be)

Identity (who you are)

Beliefs and Values (why you do it)

Skills (how you do it)

Behaviour (what you do)

Environment (where you do it)
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you want to be)

Beliefs and Values (why you do it)

you do it)
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Logical Levels of Change 
 

 

 

Mypur
pose 

is… 

 
 
Changes I 
canmaketomyb
ehaviour… 

 
 
Changes I 
canmaketomys
kills… 

Changes I 
canmakeinmye
nvironment… 
 

 
Changes I 
canmaketomybeli

efs and values… 

 
Changes I 
canmaketomyide
ntity… 
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Diamond Eight 
 

 
“Being unemployed affects society” 
“Being unemployed causing problems in a family unit” 
“Being unemployed affecting personal identity” 
“Being unemployed affecting the economy” 
“Being unemployed affecting confidence” 
“Being unemployed affecting housing” 
“Being unemployed affecting health” 
“Being unemployed affecting lifestyle” 
“Being unemployed affecting holidays” 
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Annex 2.37 
 

The Little Things That Get in the Way of Big Things 
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Annex 2.41 
It’s a Small World- Weaving a Network 

 
 

  

local businesses 

colleagues/community 

groups/ school 

acquaintance

s 

immediatefamily 

/ closefriends 
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Module 2 - Cross Reference Table 

 

Activity 
Number 

Name of Activity Duration Activities Directly Connected 

2.1. Self-Awareness Discussion / 
Topic Ice-Breaker 

45 minutes 2.3.; 2.5.; 2.6.; 2.30.; 2.34.;  

2.2. Personal Timeline (Tube 
Line) 

45 minutes 2.3.; 2.5.; 2.6.; 2.30.; 

2.3. Self-Awareness Quiz 45 minutes 2.5.; 2.6.; 2.30.; 

2.4. Family Sociogram 60 minutes 2.5.; 2.6.; 2.23.; 2.30.; 

2.5. Listening for Feelings 45 minutes 2.6.; 2.30.; 2.34.; 

2.6. Hammer or the Nail 45 minutes 2.30.; 2.34.; 

2.7. Dig your Way Out 45 minutes 2.32.; 2.35.; 2.37.; 2.39.; 2.40.; 

2.8. Life Graph 45 minutes 2.30.; 

2.9. Statements Analysis 45 minutes 2.10.; 2.11.; 2.13.; 2.14.; 2.21.; 
2.28.; 2.36.; 

2.10. Assertiveness 
Questionnaire 

60 minutes 2.13.; 2.14.; 2.21.; 2.36.; 2.41.; 
3.27.;  

2.11. Assertiveness Role Play 60 minutes 2.13.; 2.14.; 2.21.; 2.36.; 3.27.; 

2.12. Photo Language 45 minutes 2.24.; 2.36.;  

2.13. Saying ‘No!’ and Saying 
‘Yes!’ 

45 minutes 2.14.; 2.21.; 2.28.; 2.36.; 2.41.; 

2.14. Assertiveness and Values 45 minutes 2.21.; 2.28.; 2.36.; 

2.15. What is Self-Esteem? 60 minutes 2.16.; 2.17.; 2.18.; 2.19.; 2.20.; 
2.21.; 2.22.; 3.29.; 

2.16. Self-Esteem Diary 10 minutes 
per day 

 2.17.; 2.18.; 2.19.; 2.20.; 2.21.; 
2.22.; 3.29.;  

2.17. Self-Esteem Scale 45 minutes 2.18.; 2.19.; 2.20.; 2.21.; 2.22.;  

2.18. Think of the Last Time 
You…  

60 minutes 2.19.; 2.20.; 2.21.; 2.22.;  

2.19. Self-Esteem Map and 
Spotting Self-Critical 
Thoughts  

45 minutes 2.20.; 2.21.; 2.22.;  

2.20. Combating Self-Critical 
Thoughts 

 2.21.; 2.22.; 

2.21. Positive Feedback 60 minutes 2.22.; 2.28.; 

2.22. Positive Affirmations 45 minutes  

2.23. The Drama Triangle 60 minutes 2.24.;  

2.24. Body Language – Creating 
a Good Impression and 
Dress 

45 minutes 2.25.; 2.27.; 2.36.; 2.41.; 4.14.; 

2.25. Communication Collage 60-90 
minutes 

4.14.; 

2.26. Create a Team with... 20 minutes  2.33.; 2.35.; 2.37.; 

2.27. Circle of Excellence  45 minutes 2.28.; 2.31.; 2.39.; 2.40.; 4.13.; 
4.14.; 

2.28. Your Body Language and 
How it Shapes Who You 

45 minutes 4.14.; 
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Are 

2.29. Listening Skills 45-60 
minutes 

2.39.; 

2.30. Speed Networking 60 minutes 2.40.; 2.41.; 

2.31. Thoughts in Your Head 45 minutes 2.32.; 2.33.; 2.36.; 2.39.; 

2.32. The Hand  2.33.; 2.36.; 2.39.; 

2.33. The Gravestone 45 minutes 2.36; 2.39; 3.24.; 3.25.; 

2.34. Logical Levels of Change 45 minutes 2.35.; 2.37.; 2.38.; 4.17.; 

2.35. Diamond Eight 45 minutes 2.37; 2.38.; 3.4.;  

2.36. Visualisation Collage 60-90 
minutes 

2.39.; 3.25.; 

2.37.  The Little Things That Get in 
the Way of Big Things 

45 minutes 2.41.; 4.22.; 

2.38. Action Learning 30-45 
minutes 

 

2.39. Mirroring 30-60 
minutes 

3.22.; 3.27.; 3.28.; 4.20.; 

2.40. Introduction to Networking 45 minutes 2.41.; 4.10.; 

2.41. It’s a Small World – 
Weaving a Network 

45 minutes 4.10.;  
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Module 3 Familiarising Young People with the Labour Market 

 
Introduction 

Labour Market Trends, Challenges of the Target Group 
Youth unemployment is one of the most considerable challenges of Europe. 
While employees struggle with lack of skilled workers, early school leaving rate 
and number of unskilled youth are high in almost the whole European Union; 
besides, transition from school to work also is also difficult. Young people 
remain unemployed for an increasingly long period of time, and even if they 
manage to enter the labour market, they work under short-term contract or 
doing seasonal work. Starting one's career like this involves long-term risks. 
 
Employment problems are increasingly present among young people with 
low education level. One of the reasons for their low rate of employment most 
often stems from inadequate core competences (early school leaving, being 
unskilled). Further factors include: 

− lack of supporting family background; 
− weak learning motivation in a great number of cases, lack of willpower 

(neither parents' expectations nor expected mobility perspectives, labour 
market opportunities motivate them adequately to learn); 

− self-destructive, aimless lifestyle; 
− social problems; 
− lack of realistic knowledge about the labour market, ideas and assumptions 

control their actions and way of thinking.  

 
Disadvantages of unemployed young people and young adults are 
multiplied by ethnicity, labour market inactivity of family members, long-term 
unemployment of multiple generations in many cases or living in a 
disadvantaged municipality with bad transport connections.  
 
Tasks of the Labour Market Module: 

− To raise awareness of the labour market (involving employers): information 
about labour market expectations, address employers and gain experience 
through field trips. 

− To facilitate the process of participants gaining new perceptions about 
themselves; 

− To enable participants to: 
⋅ collect relevant information; 
⋅ consider employers' expectations; 
⋅ work out alternative solutions, set realistic objectives and develop plans 

related to their labour market situation; 
− make them aware of the communication toolbox they applied so far; make it 

more subtle and goal-oriented. 

 
 
Objectives of the Labour Market Module: 
To achieve adequate ways of thinking and behaviour that are in 
accordance with labour market operations. Hence,  

− to gain deeper understanding of operations and processes of the labour 
market  
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− to evaluate individual life situation 
− to coordinate own values, opportunities with labour market opportunities, to 

develop a realistic career profile, facilitate professional orientation / 
reorientation 

− to develop communication and behaviour patterns which ensure success in 
the labour market  

− to gain experience in the world of labour: to gain personal experience about 
a certain job, profession, to do internship and solve tasks. 

 
Results Expected: 
Increase participants' own activity to find employment, reinforced flexibility 
and pro-activeness of participants. 
Group member have a more realistic image of themselves, their environment 
and thus the labour market. 
Participants get acquainted with group leader's and each other's way of 
seeing things and thoughts; thus, they can experience various points of views 
of an issue. 
True to life and good experience is gained that members of the target group 
can apply in their behaviour in the world of work. 
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Activity Descriptions 

 

 

3.1. Free Association about Work: + and - Thoughts 
 
Background: 
Some significant factors preventing young unemployed people from finding 
employment is lack of relevant work experience or knowledge. 
It is essential that participants reflect on their positive and negative thoughts 
about work and compare them with views and experiences of others. Thus, 
new perceptions are gained and their attitude towards the world of labour is 
shaped. They have to understand that labour enormously contributes to 
standard of living; it is more than a source of income for an employee. 
Dedication to positive values has to be fostered and willingness to work 
despite the related difficulties (tiredness, lack of free time, commitment, etc.) 
also has to be reinforced. 
 
Activity Objectives: To raise awareness of the fact that work has a great number of 
roles in people's life; it is not just a 'necessary evil' but a bearer of a great number of 
other values. E.g. opportunity to develop, source of sense of achievement, financial 
independence, opportunity to make a career and achieve social status / role, 
inspiration for self-realisation, opportunity to network, source of knowledge, 
motivating factor to develop skills and shape one's personality, etc. 

 
Activity Delivery: The participants are divided into groups of 2-4 people. The leader 
asks the participants to write their positive and negative thoughts about work on 
different pieces of paper. 

These thoughts are then first discussed in a small group, before a 
representative of each group summarises and shares the results with all the 
participants. The trainer takes notes of all the positive and negative thoughts 
on a flip chart, which are then discussed and analysed. The group leader 
must complement what has been heard, and must ensure that work-related 
positive thoughts are given enough attention during the discussion. 
It is recommended to complement the activity so that participants revise the 
positive features individually after the group discussion and decide on one or 
two things which they would like to achieve in life most through work. This 
might facilitate preparing objectives in the world of labour and reinforcing 
their intention to be employed. Group members might share with others (by 
listing), what has become important for them during the discussion, in terms of 
their own employment. 
 
Duration: 30-50 minutes 
 
Resources Needed: Clipboards, sheets of paper, pens, flip chart, markers 
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3.2. Comparing Market - Labour Market Operations 
 
Finding employment for young unemployed people is not hindered 
considerably only by lack of work experience or work-related information, but 
also by their misconceptions about how the labour market operates. It is 
important that young people be provided a realistic image about labour 
market operations, and be able to adapt to the expectations accordingly. 
 
Activity Objectives: To familiarise participants with features of labour market 
operations and expectations by comparing them to those of markets of physical 
products; goods. To make them recognise that similarly to markets of physical 
products, demand must meet supply here, as well. This will be successful if they know 
each other's needs and expectations.  

 
Activity Delivery: The participants are divided into groups of 2-4 people. The 
participants are handed out some paper and are asked to identify and write down 
actions in the sale of a product and their role in this process as either the seller or 
buyer. What are their expectations for each other? (Key words: seller, buyer, product, 
value, demand, money, bargain, exchanges, decisions, etc.) 
After that, they collect features of labour market operations and expectations for 
each other and features of relationships between actors.  
Then, operations of the two markets have to be summarised, i.e. the differences 
between operations of product market and those of the labour market. 
The small groups then report on their work to each other: a representative from each 
group presents the results achieved. The trainer takes notes on a flip chart and 
summarises what has been heard. If necessary, he complements participants' 
findings with missing important features. 

 
Duration: 30 minutes 
 
Resources Needed: Clipboards, sheets of paper, pens, flip chart, markers 
 
Tip: With groups of very young members lacking information about the labour 
market or with less able groups it is recommended to collect and analyse 
features of market and labour market operations together, under the 
guidance of the group leader. 
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3.3. Rudiments of the Labour Market 
 
 
Background: Before taking labour market decisions, it is essential to familiarise 
with the rudiments of the world of labour. It will offer the possibility to correct 
false information and unreal preconceptions.  
 
Activity Objectives: To transfer knowledge and raise awareness. 
 
Activity Delivery: The group leader selects some contents related to the labour 
market, suitable to raise awareness. They might include texts, images, music; the 
criterion for selection is that the content must be useful, interesting to raise awareness 
of the participants. A QR-code is generated for each, which are printed and placed 
in the training room.  
The trainer makes small groups of 3 people, and group members decode the 
contents using their smartphones. This is followed by a discussion aiming at clarifying 
the contents. 
The activity might be organised as a competition, where, based on the number of 
hidden contents, there is certain amount of time to decode the QR-codes. If doing 
so it is recommended, the sheets with the codes (number matching that of small 
groups) are hidden around the room and its surrounding area and the small groups 
have to look for them. After the time given is up, the number of codes collected by 
the groups counted. This is discussed within the large groups: group members might 
share their experience, opinion about the issue, and clear up any misunderstandings. 
If one or more of the hidden codes has not been found by the groups, then the 
activity leader will reveal it and its contents. 
 

Examples for contents to be hidden: 
In order to meet labour market requirements, not only children and 

young people, but everybody in employment has to study nowadays. 

This is why we use the highly publicised slogans 'Lifelong learning' and 

'Life wide learning'. 
 
Duration: 30-40 minutes 
 
Resources Needed: QR-codes printed on sheets of paper, smartphones for each 
group, Internet access, maybe sheets of paper and pens 
 
Notes: It is recommended to select the concepts to be hidden by QR-codes, so that 
they are tailored to the group. 
 
Tip: In case of young group members it is strongly recommended to deliver the 
activity as a competition. 
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3.4. Actors of the Labour Market, Clarifying Their Expectations (Employers, 
Employees) 
 
 
Background: It is very important for young job seekers to find employment 
matching their abilities, interests and qualities and to have the necessary 
information about actors of the labour market and expectations of employers 
for employees. 
 
Activity Objectives: Participants to get acquainted with actors of the labour market 
and expectations of employers for employees. To make them capable of meeting 
their needs and the opportunities: meeting employers' expectations while 
representing their own interests assertively. 
 
Activity Delivery: The participants are divided into groups of 2-4 people. The 
participants are asked to identify and write down actors of the labour market on 
pieces of paper. They collect expectations of employers and employees for each 
other in separate columns. After that, they compare and contrast differences and 
similarities of these demands. What are the areas of similar and different interests? 
Results of the small group work are introduced by a representative of each group. 
The trainer takes notes of these on a flip chart, summarises and complements them 
with his/her own knowledge. 
Following the discussion, group members examine which employer expectations 
they find hard to meet. Working in pairs, participants consider long-term 
consequences of not being able to comply with these requirements and existing 
labour market opportunities where the specific expectation is not so prominent – 
thus, refusing to accept it is not a problem. 
Walking around the room, the group leader monitors the participants and assists their 
work with his/her own ideas, if necessary. 

 
Duration: 30 minutes 
 
Resources Needed: Clipboards, sheets of paper, pens, flip chart, markers 
 
Tip: Group members might put in writing what they have discovered about 
themselves: a brief summary titled 'What I have learnt about myself' could be 
written about their relation to labour market expectations. The trainer is 
responsible for pointing out unrealistic relations if any, and must promote 
developing a more realistic one. 
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3.5. Types of Organisations Operating in the Labour Market (Non-Profit, For-
Profit, Public Sector), Actors of Each 
 
 
Background: Resulting from lack of experience, young job seekers do not 
have knowledge or accurate information about organisations in the labour 
market. In order to be able to opt for a suitable job, it is important to know 
organisation operating in for-profit, non-profit and public sectors and the 
peculiarities of each actor. 
 
Activity Objectives: To provide accurate information about organisations operating 
in the labour market for the young people, and to make them aware of differences 
of certain organisations. 

 
Activity Delivery: The participants are divided into groups of 2-4 people. The 
participants are asked to collect and write down on a piece of paper specific non-
profit organisations they know in their area, and similarly collect any for-profit and 
public organisations as well. If known, they should also provide what forms of 
enterprise they operate in. (Association, Foundation, Partnership, LTD, etc.) 
To collect the information, computers with internet access could be used. 

Then, they make a list together. The trainer explains the differences between 
the organisations. Participants' attention is drawn to advantages and 
disadvantages of jobs offered by different organisations. 
Highly qualified young people interested in information technology (enough 
to have 1-3 in the group) are recommended to make a short movie or 
presentation in the topic (e.g. in ppt or prezi format; using the website 
www.prezi.hu or www.prezi.com, the trial version of which are free to use for 
two weeks). Those undertaking the task have the opportunity to gain deeper 
understanding of the topic, while others are provided further information by 
watching the movie; also, coming across the information heard in a visualised 
way, their knowledge is reinforced. 
 
 
Duration: 30 minutes 
 
Resources Needed: Clipboards, sheets of paper, pens, flip chart, markers 
 
Note: Ex ante assessment of group members' knowledge at the beginning of 
the activity facilitates the decision whether they are capable of collecting 
information on their own or the trainer shall provide it before starting work. 
 
Tip: If any informative material is produced by group members, it must be 
shown during the training. The trainer must devote time to check the material 
beforehand, and suggest any necessary modifications. If the final output is a 
well-made one, the trainer should ask for permission from the makers to show 
it in other groups as well.  
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3.6. Features of an Ideal Employee 
 
 
Background: Young people at the start of their career often have a false 
image about a successful employee. They have to know which personalities 
and abilities will make them popular. Thus, it is necessary to collect the 
attributes, which are really important to be successful in the labour market. 
 
Activity Objectives: To get to know what image group members have about an 
ideal employee, to raise awareness and foster realistic thinking. To counter balance 
thoughts coming from negative prejudice and to reinforce positive ones. To display 
and improve the understanding participants has gained of those expectations that 
an employer will have of an employee. 

 
Activity Delivery: Group members work together in small groups of 4-6 and 
cut some pictures of people out of magazines which they think depict the 
'ideal employee'. These pictures are then made into a collage: based on 
some idea, they are glued onto a flip chart sheet, and labels, adjectives and 
criteria are supplied for them. Each small group presents their poster and 
describes how their work expresses the concept of the ideal employee.  
An alternative to this activity could be organising an exhibition of the works 
first. A sheet of paper could be put under each picture for others to share 
their impressions and thoughts. 
There is a group discussion at the end of the activity where the criteria of an 
ideal employee are discussed together with the trainer. 
The following contents should be included: high level of professionalism, 
abilities necessary to practise a specific profession, flexibility, motivation, 
ability to work independently, peculiarities of an organisation: position / 
responsibilities within the hierarchy of the organisation, adequate 
adaptability, pursuing precision, taking responsibility, etc. 
 
Duration: 60-90 minutes 
 
Resources Needed: Coloured magazines, pairs of scissors, glue, flip chart with paper, 
markers 
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3.7. Ways of Thinking 
What does an employer think about recruiting? What methods are preferred 
when recruiting? 
Ways of thinking of an employee when looking for a job. What job search 
techniques are preferred? 
 
Background: A common interest of employers and employees on the labour 
market is to find each other. This is significantly affected by the fact how 
efficient job seekers are at getting in touch with potential employers. 
Young people looking for a job often apply a job-seeking technique different 
from ones expected by employers. It is important that they get acquainted to 
the employers' recruitment methods and expectations to be able to adapt to 
them. 
 
Activity Objectives: To establish an adequate behaviour pattern suitable for the 
labour market. To develop communication tools. To raise the awareness of their own 
personal responsibility for this. 

 
Activity Delivery: The participants are divided into groups of 4-5 people. Every 
group does a kind of research. 

- Half of the groups consider what they would do in order to find the suitable 
expert to fill a specific position to complete a certain task if they were 
employers. In order to complete the activity, it is recommended to take up 
the role of a specific employer (e.g. imagine they are managers of shop 
employing five people where a new employee has to be found to fill a 
vacancy due to a recent retirement.  

- The other groups collect the sources where and how job seekers usually 
obtain information about vacancies.  

As a second step, the 'group of employers' prioritises the methods in terms of 
cost-effectiveness and time saving. The 'group of job seekers' puts the 
methods in the order job seekers prefer to use them. 
 
Trainers record the ideas of 'employers' and 'job seekers' groups on a flip chart 
and amend them together. By the end of the discussion, ways of thinking of 
an employer and a typical job seeker has to be summarised. The trainer 
highlights the differences in their ways of thinking. The participants are 
demonstrated how many types of job-seeking techniques there are, and that 
it is worth trying and applying each of them. The trainer must encourage 
group members not to apply for jobs from public labour market information 
(advertised in a way to be accessible to anybody) only, but to also apply 
spontaneous job-seeking techniques where opportunities of the closed labour 
market can be exploited (vacancies not advertised; information available 
through our networks). Thus, they can increase their chances for employment. 
The activity highlights the fact that success is also the responsibility of a job 
seeker. 
 
Duration: 90 minutes 
 
Resources Needed: Clipboards, sheets of paper, pens, flip chart, markers 
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3.8. Workers' Rights and Obligations, Forms of Employment 
 
Background: There is labour legislation in every country, which will outline the 
rights and obligations of both employers and employees. There are classes in 
formal education where students get acquainted with the topic; however, its 
importance is not fully recognised by every student then. Resulting from their 
life situation, young people at the beginning of the career lack the necessary 
knowledge of the labour law. It is important that they acquire the basic 
knowledge about employment before starting work.  
 
Activity Objectives: To provide job-seeking young people with information about 
labour law, to answer any questions they might have by a lawyer expert in labour 
law. 

 
Activity Delivery: The group leader hands out the Observation sheet (Annex 
3.8.) and asks the participants to watch the presentation based on the 
instructions in the sheet, and take notes of the information they consider 
important. After that, the employment lawyer gives a short presentation 
about the topic of employment. Then, the trainer opens an interactive 
conversation. Participants may ask the questions they collected together at 
the end of the previous day and any which they formulated during the 
presentation. 
The conversation finishes when everybody's questions are fully answered.  
 
Duration: 50 minutes 
 
Resources Needed: Annex 3.8., clipboards, sheets of paper, pens 

 
Notes: A similar activity could be done when participants familiarise with ways 
of becoming an entrepreneur. 
 
Tip: In case of a group of less able learners, the trainer is recommended to ask 
follow-up questions to make sure participants understand correctly what has 
been heard. 
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3.9. Collecting Essential Questions to Be Asked to Next Day's Guests 
 
 
Background: Empirical learning is the most efficient way to acquire 
knowledge. A good alternative to obtain information about employers' 
expectations is group members meeting supervisory staff and asking questions 
directly to them. Young employees usually have had few opportunities to 
engage into such conversations. Participants typically do not know workers 
and managers of organisations of certain sectors of the labour market.  
In the upcoming 3 days, they meet three guests invited from various sectors of 
the labour market, who they can ask questions to about their work. 
 
Activity Objectives: To provide first-hand information about organisations operating 
in various sectors of the labour market and employers' expectations for young 
people with little labour market experience. 

 
Activity Delivery: Group members formulate and write down questions they 
would like to ask the guests arriving in the upcoming days. It is recommended 
that group members consider various sectors of the labour market: 

- entrepreneurship 
- working in the public sector 
- being employed in the competitive sector 

Then, group members read out their questions for each other; thus, topics of 
greatest interest are revealed. The trainer recommends additional ideas to 
amend the list of questions. 
 
Duration: 40 minutes 
 
Resources Needed: Clipboards, sheets of paper, pens 

 
Tip: In case of groups of less able learners, members might decide 
beforehand which questions each member will ask the guests; nevertheless, 
the trainer should encourage them to ask spontaneous questions, as well. 
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3.10. Advantages, Challenges and Features of Being an Entrepreneur 
 
 
Background: Young people at the beginning of the career lack knowledge of 
features, advantages and disadvantages of being an entrepreneur. It is 
important that they acquire the related basic knowledge before starting 
work. 
 
Activity Objectives: To provide young job seekers first-hand information from a 
successful entrepreneur about advantages and difficulties of setting up and running 
an enterprise. 

 
Activity Delivery: The group leader hands out the Observation sheet (Annex 
3.10.) and asks the participants to watch the presentation based on the 
criteria in the sheet, and take notes of the information they consider 
important. After that, the entrepreneur gives a short presentation. Then, the 
trainer opens an interactive conversation. Participants may ask the questions 
they collected together at the end of the previous day or any, which they 
formulated during the presentation. 
 
Duration: 50 minutes 
 
Resources Needed: Annex 3.10., clipboards, sheets of paper, pens 
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3.11. Advantages, Challenges and Features of Being a Public Servant 
 
 
Background: Young people at the beginning of the career lack the necessary 
knowledge of public service. It is important that they acquire relevant 
information about this field as well before starting work. 
 
Activity Objectives: To provide the opportunity for participants to meet a public 
servant and to provide them with first-hand information about advantages and 
difficulties of public service. 

 
Activity Delivery: The group leader hands out the Observation sheet (Annex 
3.11.) and asks the participants to watch and then assess the presentation 
based on the criteria contained within it; making notes of the information they 
consider important. After that, the public servant gives a short presentation. 
Then, the trainer opens an interactive conversation. Participants may ask the 
questions they collected together at the end of the previous day or any, 
which they formulated during the presentation. 
 
Duration: 50 minutes 
 
Resources Needed: Annex 3.11., clipboards, sheets of paper, pens 
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3.12. Advantages, Challenges of Being Employed in the Competitive Sector 
 
 
Background: Young people at the beginning of their career lack the 
necessary (or might have false) knowledge of being an employee. It is 
important that they acquire relevant information about this field as well 
before starting work. 
 
Activity Objectives: To provide the opportunity for participants to meet an HR 
manager and to provide them with first-hand information about expectations 
towards employees of enterprises operating in the competitive sector, and about 
advantages and disadvantages of being an employee. 

 
Activity Delivery: The group leader hands out the Observation sheet (Annex 
3.12.) and asks the participants to watch the presentation based on the 
criteria in the sheet, and take notes of the information they consider 
important. After that, the HR manager gives a short presentation. Then, the 
trainer opens an interactive conversation. Participants may ask the questions 
they collected together at the end of the previous day or any, which they 
formulated during the presentation. 
 
Duration: 50 minutes 
 
Resources Needed: Annex 3.12., clipboards, sheets of paper, pens 
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3.13. Discussing What Has Been Heard, Formulating Individual Preferences 
 
 
Background: It takes time to process observations, experiences and 
information from the presentations and also to raise awareness of their effects 
on personal life. The trainer can assist this process with a guided conversation, 
which could build on peers' accounts of experiences and their observations. 
 
Activity Objectives: To enable participants to adequately process the information 
gained during the presentations and discussions. To enable them to determine a 
field they would like to work in. 

 
Activity Delivery: The group members sit down in a circle. The trainer asks the 
participants to read the observation sheets they filled in during the 
presentations individually, and compare pros and contras of each sector. 
Then, they must rank them. After that, each of them presents their order and 
justifies their choices briefly. 
Then, small groups (of maximum 5 people) are formed based on the orders: 
people ranking a specific sector first are put into the same group. Members of 
the small groups exchange opinions and as a result of this process, they can 
be reassured whether it is worth committing themselves to this specific sector 
or not. 
The trainer monitors the work of the small groups; comments on and corrects 
what has been heard. 
 
Duration: 50 minutes 
 
Resources Needed: Clipboards, sheets of paper, pens 

 
Notes: The sector ranked second could also be discussed in a similar way on 
demand. And, of course, their views about the sector they found least 
attractive could also be discussed. 
Following the small group session, it is recommended to make group 
members individually formulate and briefly summarise their reasons for 
choosing a specific sector and why they want to work there in the future.  
 
Tip: In order to further clarify peculiarities of different sectors of the labour 
market, some qualifications are chosen as examples and through them we 
can show which jobs a person with the specific qualifications can take in 
different sectors.  
 

 cook lawyer 

entrepreneur starts an eating-house founds his own practice 

public sector works in public catering 

 

judge, legal adviser, 
company lawyer 

employed in 
the 

employed in a restaurant, 
hotel 

works for somebody else' 
company as a lawyer 
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competitive 
sector 
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3.14. Gaining Experience through Filed Trips 
 
Background: Gaining experience and experience-based learning have more 
powerful effect on individuals than gaining information about new things from 
somebody else's accounts.  
Correctly selecting stimuli on the spot and understanding the experiences 
and stimuli are assisted by providing the participants with observation criteria 
prepared by the trainer beforehand. Thus, focus of attention can be better 
directed towards factors to be considered when making labour market 
decisions. 
 
Activity Objectives: To prepare group member for the field trip: have clear idea 
about what they are going to experience, clarify observation criteria, scan the 
contents of the observation sheet and how it can be used. 

 
Activity Delivery: The trainer asks what individuals consider important to 
observe during the field trip or plant visit. (If there is a participant who was 
employed earlier, it is recommended to rely strongly on his experience during 
this phase.) Participants brainstorm ideas which are then written on the board. 
Using all these, the trainer draws up the observation criteria for the field trip 
together with the group. After that, the list is edited in a word processor and 
one copy is printed for each group member. 
In case of a less creative group, the group leader distributes the observation 
criteria in a handout (Annex 3.14). The observation criteria and their utilisation 
are then explained: the handouts are recommended to be taken to the field 
trip/plant visit so that participants can complete them on the spot. It is also 
recommended to amend the handouts after the visit; participants can write 
down all their experience they could not take notes of during the visit. 
 
Duration: 60 minutes 
 
Resources Needed: Annex 3.14., clipboards, sheets of paper, pens 
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3.15. Preparing the Internship Programme 
 
 
Background: Labour market projects and programmes often include 
internship, since it is an efficient tool to assist still hesitant individuals to decide 
on a target job. Offering individuals the opportunity to experience a work 
activity in a real-life working environment could provide inspiration for group 
members at the beginning of their career to opt for a vocation, or to prepare 
reorientation decisions, or to set target jobs during a job search. It is especially 
efficient to provide the opportunity to test their skills carrying out at least 
subtasks (lacking qualifications, done with supervision).  
 
Activity Objectives: To familiarise participants with companies where they can do an 
internship. To assist participants in obtaining information about the needs / working 
conditions / expectations of behaviour / code of conduct that organisations have. 

 
Activity Delivery: Representatives of organisations deliver a short presentation 
about their company's profile, mission and operations. A great number of 
companies have such corporate videos. 
Participants of the training are then informed about how and under what 
conditions they can be interns (headcount, duration, working hours, 
responsibilities, etc.) Furthermore, code of conduct and regulations on safety 
at work are set forth; then, group members' questions are answered. 
 
Duration: 60-120 minutes (depending on employers present) 
 
Resources Needed: computer, projector, screen, writing paper, pens. 

 
Notes: For internships to be successful, a mentor has to be appointed by the 
employer to assist participants of the training and monitor their activities all the time. 
Before selecting internships, it makes sense to arrange this meeting with employers to 
allow group members enough time to consider and decide on which internship(s) 
they would like to choose. 
 
Tip: It depends on the duration of a specific project what length (how many days) 
and how many people wanting an internship can be included in the training. 
Whenever possible, it makes sense to arrange internships so that participants can 
gain experience from various areas and jobs. 
An important aspect of implementing internships has to be that participants of the 
training spend the same amount of time at a specific position, the one they may opt 
for, as the working hours thereof (e.g. starting work according a specific shift, working 
12 hours a day, etc.). 
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3.16. Job Shadowing the Mentor's Working Day 
 
 
Background: The Job Shadow Program in the UK supports career guidance of 
young people, and helps them to broaden their knowledge of a certain 
profession. A group member follows an expert 'like a shadow' during his 
working day. 
 
Activity Objectives: To transfer expectations, skills and (basic) expertise to introduce 
current practices of a specific profession for interns. 

 
Activity Delivery: Every group member follows an expert 'like a shadow' during 
his working day. The aim of this is to obtain information about work processes, 
types of materials used and whenever possible types of material processing 
(tools, technologies): to observe and possibly to try them. In the case of a job 
with a service provider, content and processes of a certain service is 
highlighted besides getting acquainted with performing subtasks  
Participants observe expert's work and take notes in the handout 
'Observation Sheet for Internship Programme' (Annex 3.16). 
Returning to the group, experiences gained at work are discussed together 
where, assisted by the leader, individual group members consider suitability of 
a specific job in the long run. 
 
Duration: 8 hours 
 
Resources Needed: A copy of Annex 3.16 for each participant, clipboards, sheets of 
paper, pens 
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3.17. Discussing Experiences of the Working Day with the Mentor 
 
Background: Processing your experience is facilitated by sharing it with others, 
since they might direct attention to areas probably neglected before by 
asking questions. 
Group members were provided a wealth of information about various 
employers and jobs, which may give further ground for everyone to establish 
their labour market objective. 
 
Activity Objectives: To raise awareness. 
Participants process their experiences gained during their 'mentor's working day' 
together. They ask questions from each other and provide feedback. 
The activity helps to understand group members' individual fields of interest.  

 
Activity Delivery: The trainer asks group members one by one to give account 
of their experiences gained during the field trip. Everybody formulates their 
opinion and shares their thoughts and experiences with others. The volunteer 
from the group, who is relating their experiences to the rest, is asked questions 
about their working day by the other participants. 
At the end of the round, the trainer is recommended to draw attention to 
general expectations of presumably a great number of employers (e.g. 
arriving on time to work in the morning, precision at work, efficient 
communication with colleagues, etc.) 
 
Duration: 120 minutes 
 
Resources Needed: Completed copies of Annex 3.16. 
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3.18. Working in a Team 
 
 
Background:Belbin's theory of team roles. 
Carrying out work related tasks is usually done in a working community, the 
members of which might well have rather versatile personalities. Building a 
good team, group members can carry out tasks and achieve successes 
remarkably efficiently. 
Belbin's works provide information about team roles. 
 
Activity Objectives: To draw participants' attention to the need for an 
absolutely essential labour market skill and to raise self-awareness. 
 
Activity Delivery: 
The group leader hands out Belbin's Team Roles Self Perception 
Questionnaire, which is completed individually by each member, and is then 
evaluated. When finished, the group leader delivers a short presentation 
about the 8 useful team roles described by Belbin. Considering what has 
been heard, the topic is discussed together with the trainer where group 
members are allowed considerable freedom to express their opinions and 
perceptions. They are encouraged to revise roles they have had in 
communities and work places so far.  
It makes sense to interlink this activity with the topic of abilities, personal 
qualities and help participants to raise awareness of how their peculiarities in 
these areas are connected with their characteristic team role. These 
observations could facilitate group members to formulate how they would 
like to develop. 
Should a group member require it, the trainer can have a one-to-one 
conversation with them about results of the questionnaire and their personal 
objectives. 
 
Duration: 60-150 minutes 
 
Resources Needed: Computers, Internet access, printer 
 
Notes: The group leader may assign completing the questionnaire as 
homework; however, group and one-to-one discussions have to be devoted 
time to during the sessions, then. 
 
Tip: Whenever possible, and there is a sufficient number of computers 
available, group members can complete the questionnaire online. 
( http://www.laaz.hu/hu/jatekok/belbinteszt ,  
http://www.belbin.com/about/belbin-team-roles/ ) 
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3.19. Career Types 
 
Background: Employee roles change for most people during their lives; they do not 
always work either for the same organisation or in the same position. A person might 
alter the direction of his/her career path multiple times. Moreover, new challenges in 
new jobs develop the individual.  
At career reorientation, it makes sense to consider how individuals can transfer and 
utilise most of their resources in their new career. In this sense, it could mean an 
individual career for each employee.  
Career paths can be easily divided into two parts. The first one is called career 

adaptation and it includes preparations for a career; a time when career choices 
are made and professional trainings are completed. The second one is called career 

style, which includes implementation of one's career, doing jobs and work activities. 

 
Activity Objectives: To transfer knowledge, raise awareness and develop 
career building skills 
 
Activity Delivery: The group leader gives members some key words to search the 
Internet for definitions for them as homework. The key words might include: career, 
factors determining the career, career anchor, career planning, career guidance, 
etc.  
Definitions are then discussed during the session, occasional misunderstandings are 
cleared up, then the group leader delivers a short presentation on career types; 
he/she is free to opt for a division he/she prefers. It could be e.g. 
- based on Douglas Tim Hall's classification with the following career types: 

traditional, quickly developing, professional, place seeking, action or situational 
career, 'American dream', slowly maturing, multi, conservative, early maturing and 
settling down or mommy track career.  

- Alternatively, he/she may present horizontal (expert) and vertical (climbing the 
career ladder) career types. 

It makes sense to make participants take notes. 

Then, group members are put in pairs and discuss the career they can image 
for themselves. The conversations should include obstacles preventing them 
from implementing their plans, and what they could do to overcome them. 
The trainer could assist the conversations if necessary. 
The participants outline their plans to the large group. 
 
Duration: 100 minutes 
 
Resources Needed: Internet access, computer, presentation, sheets of paper, 
pens 
 
Notes: It is recommended to consider the group's interests and participants' 
abilities when introducing the career types.  
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3.20. Career Periods 
 
Background: Super's Model of Career Development 
 
Activity Objectives: To understand their own life situation, motivating to 
accept age-specific responsibilities. 
 
Activity Delivery: The trainer gives each participant a handout summarising 
Super's Life Career Rainbow Model (Annex 3.19). Time is allowed for them to 
study and understand it. Then, participants form groups of 3 based on their 
age, and working in small groups, they use the internet to collect further 
information about characteristics of each stage. Group members have the 
opportunity to ask questions to the group leader to clarify any issues that may 
arise. Then, based on the model, members of the small groups consider which 
life stage they are at currently.Everyone gets to identify their own career 
challenges. 
The trainer provides prompts for the discussions: 

- Which statements of the model affect me? 
- How do I see my current life situation based on the model? 
- Is it worth doing something to change my situation?  
- What would be ideal to reach? 
- What can I do to achieve it? 
- What help do I need? Who can help me? 

The trainer assists the work of each small group if requested. 
 
Completing the small group work, the group leader starts an all-round inquiry where 
everyone is asked to share statements and objectives they formulated about 
themselves. 

 
Duration: 30-60 minutes 
 
Resources Needed: Annex 3.20., perhaps some sheets of paper, pens 
 
Notes: Less able and less independent group members are recommended to 
omit individual work with the text and the trainer should introduce the 
complete model or just parts of it in speaking. In such groups, discussion on 
small groups also requires more assistance from the leader. 
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3. 21. My Successes 
 
 
Background: In order to establish realistic labour market objectives, it is 
essential for the individual to consider values they have had and successes 
they have achieved during their life. It makes sense to consider what 
achievements they have had and abilities gained on the road to success or 
personality traits are regarded as valuable in the labour market. 
 
Activity Objectives: To map and raise awareness of individual strengths, 
develop self-esteem 
 
Activity Delivery: The trainer hands out each participant a copy of 'My 
Successes' (Annex 3.20). He/she explains participants how to fill in the grid with 
information about them: they must recall previous achievements and write 
them into the appropriate blanks according to the criteria. Beside each piece 
of factual information in every blank, participants are also asked to express 
how much a factor contributed to achieving success in percentage (%).  
Group members present their most important achievements to other 
members of the group. Then, the trainer opens a conversation about factors 
leading to success. 
 
Duration: 50 minutes 
 
Resources Needed: Annex 3.21., pens 
 
Notes: Presumably, individuals will be presented that in most cases it is their 
work, their attitude and the way the see themselves that result in success. 
Hopefully, this will provide motivation for group members in the future. 
 
Tip: It makes sense to see talks on the Internet where successful people 
describe their career path. It could be e.g. a TEDx talk from Judit Polgár, chess 
grandmaster, titled 'Overcoming the Impossible: the Kasparov story'. 
https://www.youtube.com/watch?v=stqYkgE6q2w 

Additional links: 

https://www.youtube.com/watch?v=UF8uR6Z6KLc 

https://www.youtube.com/watch?v=S9QghVlreno 

Trainers are recommended to look for further presentations matching age 

specificities, qualifications, etc. of their group to show during the session. 
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3.22. My Strengths - Compiling an Individual Introductory Material 
 
 
Background: Having met employers, shadowed a day of work, got 
acquainted with employers' expectations and raised self-awareness; 
participants have to be made aware of their own values, abilities and 
personal qualities which are considered important in employment. 
 
Activity Objectives: To prepare labour market objectives. 

 
Activity Delivery: The trainer asks group members to refer to and revise results 
of questionnaires and handouts filled in about them during the self-awareness 
session. Then, they are asked to write a concise introductory material about 
themselves including all the information regarded as important from a future 
employer's perspective. The trainer must draw participants' attention that 
based on the experience gained so far they should try and think for an 
employer; consider what they would expect from a job seeker if they were 
employers and how they would meet these expectations.  
The trainer walks up to and assists every participant in compiling the material 
on request. The complete introductory materials are then read one after the 
other and discussed assisted by the trainer. Group members provide 
feedback for their peers.  
 
Duration: 120 minutes 
 
Resources Needed: Clipboards, sheets of paper, pens and questionnaires 
completed earlier 

 
Notes: Regarding feedback provided by group members, the trainer must 
ensure that feedback is never negative but always constructive, with the aim 
of correcting; it is absolutely essential to specifically highlight positive aspects. 
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3.23. My Work Experience 
 
 
Background: Young people at the beginning of their career gain 
considerable experience in the 'Exploration' (Super) stage. It is not necessarily 
related to jobs; experiences from private life, activities done in formal and 
non-formal communities provide work experience which might prove 
valuable in the labour market as well. 
 
Activity Objectives: To summarise experience and raise awareness 
 
Activity Delivery: The trainer distributes the handout 'My Work Experience' 
(each participant is free to take as many copies as necessary) (Annex 3.23). 
Based on the criteria, each blank of the grid has to be filled in according to 
previously gained major work experience. The group leader draws attention 
that besides considering work experience with a contract, it is also 
recommended to contemplate non-paid, voluntary activities as well.  
Walking around the room, the group leader monitors the participants and 
assists their work. Young group members may find it most difficult to give a title 
to any work experience. In my view, the concept of work experience is 
difficult to understand for many in the absence of any specific labour 
relations. Individuals must be assisted to realise which of their previous 
activities are regarded as valuable from a labour market perspective. 
 
Duration: 60 minutes 
 
Resources Needed: Annex 3.23., pens 
 
Notes: It is recommended that the group leader tailor the contents of the grid 
in the handout to the peculiarities of the group. 
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3.24. My Career Anchors 
 
 
Background: According to the theory of the renowned career researcher 
Edgar Schein, the individual career plan involves continuous exploration, 
where individuals slowly develop their own concept of employment. Self-
awareness serves as a basis for all that, and by raising it, career anchors are 
developed. Career anchors are abilities, skills and conditions the individual 
does not wish to stop utilising and practising and develops his/her idea of 
career around. This self-image built around our career is the one that controls 
and at the same time restricts our career choices.  
Career anchors answer the following questions: 

1. What am I talented and competent at? What are my strengths and 
weaknesses? 

2. What factors motivate me and what are my objectives in life? 
3. What main values do I believe in and how do I judge my own actions?  
4. Am I working in the suitable organisation/job? Do I like what I am doing? 

 
Activity Objectives: To transfer knowledge, raise awareness and develop 
career building skills 
 
Activity Delivery: The trainer hands out each participant a copy of 'My Career 
Anchors' (Annex 3.24). Participants work in pairs (appointed by the trainer or 
the members) who have a conversation about their labour market ideas and 
experience. Based on what has been heard, they try to identify each other's 
career anchors. Notes of which are taken and placed in the handout, which 
are then exchanged to revise and consider what they agree about and what 
their conversation partner's observations helped to raise awareness of. Group 
members are also free to amend the handout with their own opinions. 
 
Duration: 60 minutes 
 
Resources Needed: Annex 3.23., pens 
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3.25. Establishing Individual Labour Market and Other Objectives 
 
 
Background: Labour market objectives play a decisive role in establishing 
individual life's ambitions and lifestyles. Social prestige of a profession chosen, 
material goods obtainable, working hours and lifestyle related to the job 
produce a powerful effect on one' life. It makes sense to consider individual 
life's ambitions more thoroughly, and also labour market steps and decisions 
necessary to implement them. 
 
Activity Objectives: To clarify long-term goals and their labour market aspect 
 
Activity Delivery: Every group member is free to choose the way they think is 
best to present their vision for the future It could be e.g. a collage, a 
montage, a prezi, a ppt, a short movie or a written description – preferably 
with illustrations and music from YouTube. It is recommended that, according 
to group members, plans be formulated to achieve the longest possible 
duration. It could be half a year's, 1, 3, 5, or 10 years' time. (This activity might 
be difficult for less educated members; some might find thinking about the 
future a challenge.) Criteria could be provided as food for thought to 
facilitate completing the activity. 

- What job do I want to do in ...... years' time? 
- What position do I want to occupy in ...... years' time? 
- What living environment (flat, house, block of flats) do I imagine myself in ...... 

years' time? 
- Where (which municipality / town or village) do I want to live in ...... years' 

time? 
- How do I want to spend my holiday? 
- How do I want to spend my free time (hobby)? 
- Other questions that might help participants 

The group watches and listens to the presentations. 
After that, in a conversation, the trainer tries to draw participants' attention to 
labour market connections of objectives. In order to achieve objectives, 
career path or its initial steps are dealt with followed by the necessity to break 
down objectives into sub-objectives and to schedule them. 
Besides the group discussion, an opportunity to having a one-to-one 
consultation also must be provided. 
 
Duration: 90-120 minutes 
 
Resources Needed: In accordance with the presentations: pictures, 
newspapers, glue, scissors, computer, projector, Internet access, sheets of 
paper, pens, markers, crayons, paint, etc. 
 
Notes: The delivery of this activity can be of very different levels and quality 
with different groups. 
 
Tip: The first part of the activity (visualising future objectives in a certain way) 
could be implemented outside the group, as homework. 
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3.26. Determining My Target Jobs 
 
 
Background: For a job seeker to find a suitable job / employment, the most 
important step is to determine a 'target job', i.e. deciding what line of work 
with what responsibilities they would like to do in the future. A personal 
decision, commitment is necessary to do so, the basis of which must be self-
awareness, career knowledge and knowledge of the labour market. 
 
Activity Objectives: Participants to determine possible suitable target jobs for 
themselves individually, make a list of them and prioritise them considering their 
advantages and disadvantages. 

 
Activity Delivery: The trainer asks the participants to revise the results of the 
previously completed questionnaire about working interests, questionnaires 
about abilities, personal qualities and other issues and considering their own 
strengths and weaknesses, career anchors and employers' expectations, list 
some jobs which they desire to do. Completing that, group members must put 
their target jobs into 3 groups. 
Group 1: Ideal jobs for me 
Group 2: Realistic jobs 
Group 3: Jobs still acceptable for me 
Walking around, the trainer assists participants on request. 
Then, everybody reads out their list of target jobs. 
 
Duration: 90 minutes 
 
Resources Needed: Questionnaires completed earlier, clipboards, sheets of paper, 
pens 

 
Tip: The activity could be amended by group members and include things 
such as recommending jobs to each other. Group members do not have to 
accept all of these, the trainer only asks everybody to consider what has 
been heard. 
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3.27. Introducing Myself 
 
 
Background: It is important that job-seeking young people have adequate 
self-estimation, identify their personality traits and their knowledge, abilities 
and personal qualities important from an employer's point of view. Moreover, 
they will have to learn to present it in an appropriate way. 
 
Activity Objectives: To raise self-confidence, develop communication skills, practise 
introducing oneself, fine-tune presentations, learn through examples 

 
Activity Delivery: The skill of introducing oneself necessary for later job-seeking 
is practised in a role play. In this activity, participants introduce themselves 
using an optional content (not necessarily labour market related). They could 
refer to an earlier achievement or give accounts of an event from their 
personal life which was dealt with using one of their abilities, etc. If necessary, 
the text of the introduction is worth having put in writing; group members with 
weaker sense of phrasing may find it necessary and effective. 
After that, group members practise introductions in pairs: first, with a partner 
of their choice, then with a random partner, and finally, with a partner 
appointed by the group leader. The pairs tell their strengths to each other. 
The partner provides feedback on what they deemed convincing in their 
partner's introduction. Areas to develop in terms of the presentation could 
also be discussed. 
Then, roles are changed and the activity is repeated. 
More courageous participants could introduce themselves in front of the 
group.  
Providing feedback could be facilitated by simply handing out the 
observation criteria in Annex 3.27. 
The activity could be repeated with other volunteers. 
 
Duration: 60-120 minutes 
 
Resources Needed: Annex 3.27., sheets of paper, pens 
 
Notes: Practice is done under increasingly difficult circumstances: presumably, the 
partner of their choice will be somebody providing security for them; conditions shall 
get more difficult over the following steps. 
 
Tip:  
- The group leader could provide an example at the beginning of the activity: he 

could be the one introducing him/herself or use a previously recorded video to 
this end. 

- He/she must ensure that feedback is constructive. 
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3.28. Alternative Introduction 
 
 
Background: Labour market related strengths: special applications on the 
Internet could be used to prepare introduction of their knowledge, abilities 
and personal qualities. They facilitate concise and efficient formulation of 
personal features since there are a limited number of characters to upload 
content. After customising the avatar on the computer and uploading the 
content of speech, group members have the opportunity to observe the 
introduction compiled from external point of view.  
 
Activity Objectives: Compiling an introductory material, obtaining feedback on the 
text. 

 
Activity Delivery: The group leader presents the online platform 
www.voki.com (or any other similar application for this purpose). Group 
members are asked to formulate an introductory text about their labour 
market objectives individually and customise the avatar (clothes, hairstyle 
and background) on the computer so that it is connected to their target job. 
After that, the introductory materials are presented to each other and the 
group leader who are free to share their suggestions for improvement.  
 
Duration: 60 minutes 
 
Resources Needed: Computer, Internet access, http://www.voki.com 
 
Notes: Before delivering the activity, group members' willingness to do such 
activities has to be considered. 
 
Target group: Expectedly the youngest ones, between 16-18 of age. 
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3.29. Collecting Strengths Related to Possible Target Jobs Suitable for the 
Individual 
 
 
Background: In order to find a suitable job, it is necessary to examine the 
relations between the individual and the line of work then the job. 
 
Activity Objectives: To enable participants to identify, classify and learn to 
straightforwardly present the knowledge, abilities, strengths and personal qualities 
necessary for a target job for a future employer. To learn through the use of case 
study and role-play based on work based examples. 

 
Activity Delivery: The trainer asks the participants to choose one of their target 
jobs and individually collect (building on the results of previous activities) all 
the related values important for an employer which prove their ability to fill 
the position (abilities, personal qualities, knowledge, work experience). The 
content is then put into writing, for which everybody is free to use the handout 
'Target Jobs, Strengths' (Annex 3.29). 
After that, participants work in pairs: one of them tries to prove their suitability 
for the target job as a job seeker while the other one listens to the 
presentation and may ask questions as an employer. This is not a mock job 
interview, the focus is on the way of presenting strengths. 
Roles are exchanged or other actors are chosen and the activity is repeated. 
Group members may provide feedback in an appropriate manner on areas 
to develop, which is taken notes of in the handout individually. 
 
Duration: 120-130 minutes 
 
Resources Needed: Annex 3.29., clipboards, sheets of paper, pens 

 
Notes: The activity is delivered managed by the group leader, who has to 
ensure that feedback is constructive. He/she must teach group members how 
to do so: first, the person in the role of the job seeker shares their feelings 
about the role, and their opinion about what they did right, what they would 
change. Then, the person in the role of the employer provides feedback for 
the 'applicant'. Finally, group members and group leaders make their 
observations; building on the method of providing positive feedback. 
 
 
Tip: 
- The activity could be delivered in groups of 3, where one person acts as an 

observer in the role-play. They also provide feedback for the one in the role of 
the employee. 

- The role-play could be implemented in front of the whole group, where every 
group member may provide their feedback. It is of course the group leader's 
responsibility that feedback is provided in an appropriate manner. 

- Group leaders could also make a recording (with group members' consent) of 
the role-play, which is then watched and analysed together in the group.  
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3.30. Information about the Labour Market of the Area 
 
 
Background: It is essential that job-seeking young people have information 
about labour market trends of their area (or of the area they would like to find 
employment in), sought-after and hard-to-fill vacancies and industries. Their 
labour market objectives have to be filtered based on these criteria as well, 
since they can only define realistic objectives for themselves this way. The 
topic of career anchors is also related to this activity since they might narrow 
down objective opportunities. 
 
Activity Delivery: A Labour Organisation representative gives a presentation 
for the group about dominant industries, labour market trends and changes 
expected in the area. Support scheme of the organisation and employment 
and education providers are also presented to the audience. Group 
members are free to ask questions, and it also makes sense to provide an 
opportunity for a one-to-one consultation.  
The presentations could be made in an external venue.  
Returning to the group's room, group members could have a conversation 
with the trainer, too. 
If the trainer deems it necessary, he/she might invite employers to the group 
again. These programmes might be getting more efficient due to the 
increasing amount of information. 
 
Duration: 120-180 minutes 
 
Resources Needed: none 
 
Notes: The activity requires thorough preparations from the group leader, 
since they have to coordinate with the presenter in order to tailor the 
programme for the peculiarities of the group. 
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3.31. Labour Market Quiz 
 
Background: In terms of learning approaches, it is very important to 
summarise the knowledge gained after completing a unit. This will provide the 
opportunity to highlight and reinforce essential contents, and to clear up any 
misunderstandings. 
 
Activity Objectives: To revise theoretical knowledge gained in the module. 
 

Activity Delivery: The trainer hands out a copy of 'Labour Market Quiz' (Annex 
3.31) with important labour market related concepts in quiz format. Group 
members are asked to complete the quiz with the correct answers working 
individually. After that, the quiz is checked working together; e.g. moving 
around group members read their solution for an exercise, taking turns. The 
contents could be amended in speaking. 
Key: 1-G; 2-E; 3-F; 4-D; 5-C; 6-A; 7-B; 8-H 
 
Then, the trainer may have group members form small groups of 3, where 
he/she should ensure that each group include a more able group member. 
The small groups come up with 3 labour market related concepts not present 
in the handout, and ask for definitions from another small group. In the 
meantime, they also discuss and agree on what solution they expect for the 
question, of course. Walking around, the trainer assists their work, monitors and 
corrects them, if necessary. Then, every small group provides solutions for the 
concepts just received, and another discussion takes place to check the 
answers.  
The trainer could consider the possibility of holding a competition where each 
group scores points for every correct answer; in this case they can check who 
managed to solve each exercise correctly. 
 
Duration: 20-50 minutes 
 
Resources Needed: Annex 3.31., pens, sheets of paper 
 
Notes: Trainers of each country have to tailor and modify quiz questions for 
the group's knowledge (which concepts are indispensible to revise) and for 
the legislation of the country. 
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3.32. Summarising Information about the Labour Market 
 
 
Background: In terms of learning approaches, it is very important to 
summarise the knowledge gained after completing a unit. This will provide the 
opportunity to highlight and reinforce essential contents, and to raise 
awareness of things facilitating development of the individual. 
 
Activity Objectives: Participants of the training carry out a comprehensive evaluation 
of the past 5 training days. 

 
Activity Delivery: Building on group members' activity as well, the trainer 
recalls contents covered during the past week, and makes a list of them on 
the board.  
The trainer divides a flip chart paper in four. He/she draws a suitcase into one 
area, a magnifier into the second one, an exclamation mark into the third 
one and a gift box into the fourth part. Group members also receive four 
small sheets of paper, and they also draw the small pictograms and write their 
names into them. According to the symbols, they write down their thoughts 
and feelings following the instructions. 
Meaning of pictograms: 
- suitcase: important knowledge they gained here 
- magnifier: features they recognised about themselves as a result of the sessions 

(abilities, qualities, etc.) 
- exclamation mark: areas they consider important to develop in order to 

accomplish their objectives 
- gift box: positive feedback for the person sitting on their right about an area they 

consider a strength 

The small sheets are then glued onto the corresponding areas of the large 
sheet (except for the one written in the gift box). After that, the group reads 
the contents on the sheets together: either the trainer reads them out aloud 
or everybody walks up to the sheet and reads quietly. 
The activity is followed by a joint discussion, where trending things are 
highlighted besides observations about individuals. The 4th sheet is handed 
over to each other in person. 
 
Duration: 80 minutes 
 
Resources Needed: Flip chart with paper, big post-its, pens, markers 
 
Notes: The activity provides the opportunity for the trainer to observe how 
much and at what areas participants have progressed during the past week. 
The group leader must also consider contents to be covered in the last 
training week at a group level as well. 
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Annex 3.8 

Observation Sheet 
Workers' Rights and Obligations, Forms of Employment 

 
Forms of employment: 
 
 
Workers' rights: 
 
 
 
 
Workers' obligations: 
 
 
 
 
What surprised me: 
 
 
 
 
During the presentation, I learned about the important information below: 
 
 
 
 
 
 
 
During the presentation, the questions below arose in me: 
(Ones I would like the presenter to answer) 
 
 
 
 
 
 
 
 
Name of law, availability: 
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Annex 3.10 

Observation Sheet 
Advantages, Challenges and Features of Being an Entrepreneur 

 
 
What positive aspects of being an entrepreneur were mentioned in the 
presentation?  
 
 
 
 
 
Which ones are also attractive for me? 
 
 
 
 
 
What difficulties were mentioned by the speaker? 
 
 
 
 
 
Which of them do I consider as a difficulty too? 
 
 
 
 
 
What questions do I want to ask after the presentation? 
 
 
 
 
 
What supporting groups, application were mentioned? 
 
 
 
 
 
What legislation applies to those working in the competitive sector? Which 
website provides more detailed information about legislation? 
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How attractive do I consider this form of employment (circle the right number: 
the higher the number, the higher the level of sympathy)? 
 

1 2 3 4 5 6 7 8 9 10  
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Annex 3.11 

Observation Sheet 
Advantages, Challenges and Features of Being a Public Servant 

 
What activities belong to the area of public service? 
 
 
What positive aspects of being a public servant were mentioned in the 
presentation?  
 
 
 
 
 
Which ones are also attractive for me? 
 
 
 
 
 
What difficulties were mentioned by the speaker? 
 
 
 
 
 
Which of them do I consider as a difficulty too? 
 
 
 
 
 
What questions do I want to ask after the presentation? 
 
 
 
 
What specific information was heard about working hours and working 
conditions? 
 
 
 
 
What legislation applies to those working in the public sector? Which website 
provides more detailed information about legislation? 
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How attractive do I consider this form of employment (circle the right number: 
the higher the number, the higher the level of sympathy)? 
 

1 2 3 4 5 6 7 8 9 10  
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Annex 3.12 

Observation Sheet 
Advantages, Challenges of Being Employed in the Competitive Sector 

 
What kinds of companies (size, organisation structure) were mentioned in the 
presentation?  
 
 
 
What objectives do companies operating in the competitive sector have? 
 
 
 
Which ones do I identify with, which are also attractive for me? 
 
 
 
What opportunities do such companies provide? 
 
 
 
What difficulties were mentioned by the speaker? 
 
 
 
 
Which of them do I consider as a difficulty too? 
 
 
 
 
 
What questions do I want to ask after the presentation? 
 
 
 
 
 
What legislation applies to those working in the competitive sector? Which 
website provides more detailed information about legislation? 
 
 
How attractive do I consider this form of employment (circle the right number: 
the higher the number, the higher the level of sympathy)? 
 

1 2 3 4 5 6 7 8 9 10 
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Annex 3.14 

Gaining Experience through Filed Trips 
 
 
Name of the company: Date of field trip: 
 
Title of the position(s) observed: 
 
 
Activities done: 
Job 1: Job 2: Job 3: 

 

 

 

 

 

  

 
What is the working environment (working conditions) like?  
Job 1: Job 2: Job 3: 

 

 

 

 

 

  

 
What technical equipment, devices and machinery is used for working? 
Job 1: Job 2: Job 3: 
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Are quality expectations clearly visible (characteristic in plants), if yes, how? 
 
 
 
Other observations (remarks I consider important): 
 
 
 
 
 
Aspects of the position observed I consider advantageous: 
Job 1: Job 2: Job 3: 

 

 

 

 

 

 

  

 
Aspects of the position observed I consider difficult: 
Job 1: Job 2: Job 3: 

 

 

 

 

  

 
How do I felt during the field trip? Why? 
 
 
 
 
How much can I imagine myself working for a company like this in a similar 
position (circle the right number: the higher the number, the higher the level 
of sympathy)? 
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Job 1:  1 2 3 4 5 6 7 8 9 10 
 
Job 2:  1 2 3 4 5 6 7 8 9 10 
 
Job 3:  1 2 3 4 5 6 7 8 9 10 
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Annex 3.16 
Job Shadowing the Mentor's Working Day 

Observation Sheet for Internship Programme 
 
 
Location of internship programme (name of company, address): 
 
 
Introduction of the company (industry, main products / services, headcount, 
infrastructure): 
 
 
 
 
 
List and short description of activities observed or taken part in: 
 
1, 
 
 
 
 
 
 
2, 
 
 
 
 
 
 
3, 
 
 
 
 
 
 
4, 
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My impression about the work place, summary of my observations: 
 

 What I liked? What I disliked/ 
scared me? 

About the working 
environment 
 

  

About the ambience 
 

  

About the activity 
 

  

About using tools 
 

  

About using a foreign 
language 

  

Other: 
 
 

  

Other: 
 
 

  

 
Have I outlined any preferred professional orientation/jobs based on the 
observations of the internship programme? If yes, what? What specific steps 
do I have to take to get the job (e.g. further training, submitting job 
applications, writing a CV, etc.)? 
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Annex 3.20 
Career Periods 

Introducing Super's Life Career Rainbow Model 
 
According to the Super's life-span life-space theory, there are eight important 
roles in people's life: child, student, leisurite, citizen, worker, spouse, 
homemaker and parent. Actualisation of each role is determined externally 
by the socioeconomic environment, and internally by e.g. by one's attitude, 
interests and abilities. 
According to Super, occupational development can be divided into five 
stages: 

1. Growth stage (birth to 14 years): fantasy and desires are determinant in the early 
part of this stage, completed later by interests and abilities. Sub-stages: 
a. Fantasy stage (4 to 10 years): satisfying needs and desires is done using one's 

fantasy and with role-plays. 
b. Interest stage (11 to 12 years): A child's behaviour is determined by their 

interests and curiosity. 
c. Capacity stage (13 to 14 years): At this age a young person is more capable 

of assessing their own abilities realistically Thus, in terms of career ideas, an 
increasing importance is attached to comparing abilities and requirements 
of a certain line of work. 

2. Exploration stage (15 to 24 years): The individual tries to obtain more and more 
information about their possible careers. They try out their abilities through a wide 
range of school and free time and leisure activities. They try to find their identity 
by answering crucial questions to themselves like: Who am I? Where is my place 
in the scheme of things? What opportunities do I have? 
Sub-stages: 
a. Tentative stage (15 to 17 years): Multiple alternatives are tried out both in 

their fantasy and in the real world: extracurricular classes, student jobs, etc. 
They think a lot and talk a lot with others, too. 

b. Transition stage (18 to 21 years): Dominant ideas are developed which they 
strive to implement. 

c. Trial stage (22 to 24 years): They find and try out the area which they think 
meets their abilities and long-term vision. 

3. Establishment stage (25 to 44 years): After finding the area they deem suitable, 
the individual strives to find a corresponding job. However, efforts are made to 
change, especially at the beginning of the stage. Sub-stages: 
a. Trial stage (25 to 30 years): The individual tries their hand at multiple jobs 

within the profession chosen. 
b. Stabilisation stage (31 to 44 years): The career chosen is getting outlined; 

they strive to find a secure place for themselves. 
4. Maintenance stage (44 to 64 years): Preserving the life situation achieved is 

important, the individual seeks new challenges and areas only related to their 
professional career so far. 

5. Decline stage (over 65 years): Physical and mental decline is a new feature. 
Sub-stages: 
a. Disengagement stage (65 to 70 years): Working performance decreases 

alongside with working capacity. 
b. Retirement stage: (over 71 years): Moving to the background and giving up 

work can be either quick or gradual depending on the person and external 
factors. 
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Source: 
https://www.google.hu/search?q=super+rainbow+model&espv=2&biw=1280
&bih=681&source=lnms&tbm=isch&sa=X&ved=0ahUKEwiFscuS2rPNAhXIcRQKH
WaxBuQQ_AUIBigB#imgrc=z_dPYFrxYDq7XM%3A 
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Annex 3.21 
My Successes 

 
What do I 
consider a 
success in the 
following areas? 

Work Private life 
 

Community 

 
 
 
 

  

Which of my 
abilities helped to 
achieve success? 
Where did I 
acquire / develop 
them? 
 
 
 
 

   

What efforts did I 
have to make to 
achieve success? 
(list specifically) 
 
 
 

 

   

What 
opportunities 
helped me; who / 
what motivated 
me to exploit 
these 
opportunities? 
 
 
 

 

   

What part did luck 
play in achieving 
my successes? 
 
 
 

 

   

 100% 100% 100% 
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Annex 3.23 
My Work Experience 

 
 

My work experience:  Positive side Problems 

Activities, job content: 

 

 

  

Working conditions: 

 

 

  

Salary:   

My work experience:  Positive side Problems 

Activities, job content: 

 

 

  

Working conditions: 

 

 

  

Salary:   

My work experience:  Positive side Problems 

Activities, job content:   

Working conditions:   

Salary:   
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Annex 3.24 
My Career Anchors 

 
 

My talents and competences,  

Strengths / weaknesses 

 

 

 

 

 

 

 

 

Factors motivating me 

 

Values important for me 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If I would feel good about working in 
a job according to my qualifications 
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Annex 3.26 
 

Determining My Target Jobs 
 

 
My career anchors: 
 

1,  

 

 

2,  

 

3, 

 

 

4, 
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My possible target 
jobs 

Advantages for me Difficulties for me What change would be necessary 

to make it optimal for me 
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Annex 3.27 
 

Introducing Myself  
Feedback sheet  

 
 

Name (feedback is 
provided on):  

 

What my partner did 
right 

My recommendations 
to them 

Eye contact 
 

  

Facial expressions 
 

  

Posture 
 

  

Body language 
 

  

Sense of phrasing in 
general 
 

  

Wording 
 

  

Pace of speech 
 

  

Content of introduction 
 

  

Other 
 

  

Other 
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Annex 3.29 
Collecting Strengths Related to Target Jobs 

 

Name of target job:  

 It is necessary to name strengths specifically and 
introduce them briefly. 

personal quality  

personal quality  

personal quality  

personal quality  

ability  

ability  

ability  

ability  

knowledge  

knowledge  

knowledge  

knowledge  

What I have to develop 

Setting an objective What do I have to do in order to develop? 
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Annex 3.31 
Labour Market Quiz 

 
Match the concepts to the letters of the definitions. 

1 Work contract  A A period of time which is laid down in the 
work contract and is regulated by law, during 
which both the employer and the employee 
is eligible to terminate employment without 
giving detailed reasons and with immediate 
effect. During this period of time both parties 
shall try if the work is suitable to their needs. 

2 Employee  B Finding potentially suitable employees and 
making them enter the application 
procedure for new positions, existing or future 
vacancies. 

3 Unemployed 
person 

 C According to the framework laid down in the 
work contract, the employer determines the 
period of time that represents a day’s work. 

4 Three-shift 
schedule 

 D Schedule varies from week to week: working 
in the day, afternoon and at night. 

5 Working hours  E The person responsible for work contracts at 
a specific employer. 

6 Probation  F A person not in employment. 

7 Recruitment  G It summarises the conditions of employment 
in writing: what the employer expects and 
provides the employee in return. It can be 
permanent or temporary. 

Compulsory parts: 

⋅ name of contracting parties: name of the 
employee and the employer, and their 
employment related data: (tax identification 
number, address, etc.); 

⋅ name of the position filled by the employee; 
⋅ place of employment; 
⋅ basic wage of the employee; 
⋅ date of contract; 

Signature of the employer and the 
employee. 

8 Employment  H Relationship established by entering into a 
work contract and starting work. 
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Module 3 - Cross Reference Table 

 

Activity 
Number 

Name of Activity Duration Activities Directly 
Connected 

3.1. Free Association about 
Work: + and - Thoughts 

30-50 minutes 3.2.; 

3.2. Comparing Market - 
Labour Market Operations 

30 minutes 3.3.; 3.7.;  

3.3. Rudiments of the Labour 
Market 

30-40 minutes 3.8.; 4.2.;  

3.4. Actors of the Labour 
Market, Clarifying Their 
Expectations (Employers, 
Employees) 

30 minutes 3.5.; 3.6.; 3.7.; 3.18.; 
4.2.; 4.3.;  

3.5. Types of Organisations 
Operating in the Labour 
Market (Non-Profit, For-
Profit, Public Sector), Actors 
of Each 

30 minutes 3.10.; 3.11.; 3.12.; 

3.6 Features of an Ideal 
Employee 

60-90 minutes 3.18.; 4.2.; 4.3.;  

3.7.  Ways of Thinking 90 minutes 4.10.;  

3.8. Workers' Rights and 
Obligations, Forms of 
Employment 

50 minutes  3.9.; 3.14.;  

3.9. Collecting Essential 
Questions to Be Asked to 
Next Day's Guests 

40 minutes 3.10.; 3.11.; 3.12.;  

3.10. Advantages, Challenges 
and Features of Being an 
Entrepreneur 

50 minutes  3.25.; 3.26.; 

3.11. Advantages, Challenges 
and Features of Being a 
Public Servant 

50 minutes  3.25.; 3.26.; 

3.12. Advantages, Challenges of 
Being Employed in the 
Competitive Sector 

50 minutes  3.25.; 3.26.; 

3.13 Discussing What Has Been 
Heard, Formulating 
Individual Preferences 

50 minutes  3.25.; 3.26.; 4.17.; 
4.19.; 

3.14 Gaining Experience 
through Filed Trips 

60 minutes 3.16.; 4.17.; 4.19.; 

3.15. Preparing the Internship 
Programme 

60-120 minutes 3.16.;  

3.16. Job Shadowing the 
Mentor's Working Day 

480 minutes  3.17.; 4.17.; 4.19.; 
4.20.; 

3.17. Discussing Experiences of 
the Working Day with the 
Mentor 

120 minutes 3.25.; 3.26.; 
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3.18. Working in a Team 60-150 minutes  

3.19. Career Types 100 minutes  3.20.;  

3.20. Career Periods 30-60 minutes 3.24.;  

3.21. My Successes 50 minutes  3.22.; 4.17.; 

3.22. My Strengths - Compiling an 
Individual Introductory 
Material 

120 minutes 3.27.;  

3.23 My Work Experience 60 minutes 4.2.; 4.11.; 

3.24. My Career Anchors 60 minutes 3.25.; 

3.25. Establishing Individual 
Labour Market and Other 
Objectives 

90-120 minutes 1.4.; 3.26.;  

3.26. Determining My Target Jobs 90 minutes 3.29.; 4.19.; 4.20,; 

3.27. Introducing Myself 60-120 minutes 3.28.; 3.29.; 

3.28. Alternative Introduction 60 minutes  

3.29. Collecting Strengths 
Related to Possible Target 
Jobs Suitable for the 
Individual 

120 minutes 4.2.; 4.11.; 4.15.; 

3.30. Information about the 
Labour Market of the Area 

120-180 
minutes 

4.7.; 4.8.; 

3.31. Labour Market Quiz 20-50 minutes 3.32.;  

3.32. Summarising Information 
about the Labour Market 

80 minutes   

 
 
  



 

Module 4: Moving on 

 

Introduction 

 

The module has been designed as a five

support and facilitate labour market re

this module, jobseekers or young unemployed will become aware of their own 

resources (competences, knowledge and skills) and boost their market visibility. We 

expect activities to be delivered as face

activities in order to bring out the best competences and skills of the young 

unemployed.  

 

The module will be structured as follows:

 

 

First and foremost the Portfolio of Competences is created. This Portfolio will be a 

document which on the one hand, outlines the candidate’s experiences and skills 

and on the other hand includes his/hers works performed (e.g. pictures,

articles, handicrafts, etc.) and his references. Our intention is to make the portfolio 

a personal folder through which the candidate can tangibly showcase their 

competences and boost employability.

 

PORTFOLIO OF 

COMPETENCES

CV

Learner's 
personal 

resources and 
competences

PROFESSIONAL 
PROJECT

Identification of 
the desired 

job/position.

Module 4: Moving on – Essential Tools for Labour Market Integration

The module has been designed as a five-step path containing useful tools to 

support and facilitate labour market re-integration of young unemployed. Through 

this module, jobseekers or young unemployed will become aware of their own 

knowledge and skills) and boost their market visibility. We 

expect activities to be delivered as face-to-face activities as well as group 

activities in order to bring out the best competences and skills of the young 

red as follows: 

First and foremost the Portfolio of Competences is created. This Portfolio will be a 

document which on the one hand, outlines the candidate’s experiences and skills 

and on the other hand includes his/hers works performed (e.g. pictures,

articles, handicrafts, etc.) and his references. Our intention is to make the portfolio 

a personal folder through which the candidate can tangibly showcase their 

competences and boost employability. 

PROFESSIONAL 
PROJECT

Identification of 
the desired 

job/position.

ASSESMENT OF 

COMPETENCE

S AND 

PROXIMITY

Gap evaluation 
in the 

professional 
profile desired.

INDIVIDUAL 

ACTION PLAN

Concrete steps 
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Essential Tools for Labour Market Integration 

step path containing useful tools to 

integration of young unemployed. Through 

this module, jobseekers or young unemployed will become aware of their own 

knowledge and skills) and boost their market visibility. We 

face activities as well as group 

activities in order to bring out the best competences and skills of the young 

 

First and foremost the Portfolio of Competences is created. This Portfolio will be a 

document which on the one hand, outlines the candidate’s experiences and skills 

and on the other hand includes his/hers works performed (e.g. pictures, videos, 

articles, handicrafts, etc.) and his references. Our intention is to make the portfolio 

a personal folder through which the candidate can tangibly showcase their 

INDIVIDUAL 

ACTION PLAN

Concrete steps 
towards the 
objective set
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The second step foresees the creation of a Curriculum Vitae (CV) this, together 

with the aforementioned Portfolio, represents the principal tools to enhance a 

person’s access into the labour market. The focus here is on the ‘Europass’ CV. The 

headings are analysed by the participants assisted by the trainer so that job 

seekers’ characteristics and resources are given value. All the phases of writing the 

CV help participants understand how important and useful educational and 

working experience is to seize labour market opportunities. 

 

Following this the third step will focus be on personal motivations and expectations, 

allowing job seekers to define a sustainable professional project and develop their 

career profile accordingly. 

 

The fourth step focuses on the evaluation of the proximity between targeted job 

roles and related personal features (competences, knowledge and skills) in the job 

seeker’s professional plan and the desired career profile. Therefore the objective is 

to define if and what kind of gap exists between the candidate’s professional 

project and his/her desired professional profile. 

 

Finally the fifth and last step eventually deals with drafting and completing an 

Individual Action Plan (IAP), which represents a terrific tool to realise the learner’s 

professional project. This tool will enable the young unemployed to plan the 

activities to carry out in order to achieve the objective set. In this phase, besides 

developing an IAP, prioritizing and breaking down difficult actions in sub-activities 

are the main acquisitions.  

 

All the competences, knowledge and skills of professional profiles elaborated 

throughout the module can be subsequently recognised Europe-wide through the 

European Qualification Framework (EQF) that allows the young unemployed to 

position their professional profiles within the framework of 8 levels. For details see: 

Annex - 8 Levels of EQF (In Annexes of Module 4, before the worksheets). 
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Activity Descriptions 

 
4.1. Introduction to the Group 

Background: Sometimes there is going to be more than one trainer delivering the 

complete package presented here. This is a factor that affects group dynamics; 

this activity aims at addressing this issue. In this case, at the beginning of a specific 

training phase, it is important for the group leader to include a short introductory 

activity again, which reveals information about the relationships among the 

participants. The activity described here provides an example for such. 

 

It is recommended that the new group leader have information about knowledge 

and skills participants have gained so far.  

 

Activity Objectives: Games and methods for starting situations fulfil the following 

functions:  

 

• Getting-to-know one another;  

• Mutual interchange is easier.  

 

Activity Delivery: Participants are divided into small groups of 3-4 people. These 

groups have about 5 minutes to decide how they should introduce themselves as 

a group to the others. Finally, the groups come back together and present their 

introduction. Both the method and the contents of the performance are left up to 

the group. They may decide on e.g. a little sketch, a short song, a mime, etc. 

about e.g. the trip there, their first meeting, their own names, etc. 

 

Duration: 20 minutes 

 

Resources Needed: paper, pens, flip chart and any other tool that group members 

choose and are available in the room. 
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4.2. Explanation of the Portfolio of Competences 

Background: This activity highlights the importance of the Portfolio of 

Competences for labour market integration.  

It is a collecting tool of formal and non-formal experiences, qualifications, 

references realised by participants so far in their lives (up until this training). All the 

fields of the Portfolio has to be filled in after doing a thorough research of all the 

documentation which support the resources and competences of the 

participants. 

 

Activity Objectives: To develop thorough understanding of the Portfolio of 

Competences, it’s structure and the appropriate working positions. 

 

Activity Delivery: The trainer introduces each field of the Portfolio. He/she explains 

how to make it more attractive, how to include non-formal experiences and also 

explains how to attach materials and activities that this tool allows to be added.  

The group leader answers any questions the participants should have. 

 

Duration: 50-70 minutes (meeting the needs of the group) 

 

Resources needed: paper, pens, flip chart 
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4.3. Identifying Competences and Skills According to Professional Profiles 

Background: Professional profiles are structured in competences, knowledge and 

skills that participants need to have to fill in a certain position. 

Employers also identify professional profiles related to these three features. 

If group members thoroughly researched multiple professional profiles when 

familiarising with the technique itself, they will have a deeper understanding of 

how this method works and gain greater knowledge about skills required by 

companies. 

 

Activity Objectives: To identify competences and knowledge required by the 

professional profile. 

 

Activity Delivery: Participants do online research exploring different professional 

Profile databases (regional ones, National Labour Agencies) to identify 3-4 

professional profiles related to their target jobs.  

The trainer provides individual assistance for participants to find job descriptions 

they are interested in and the names of competences, knowledge and skills 

required. 

 

Duration: 60-90 minutes 

 

Resources needed: paper, pens, flip chart, computers, Annex 4.3 
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4.4. Implementing the Portfolio of Competences 

Background: The Portfolio of Competences is a more comprehensive tool than the mere 

CV and it has to be built up by attaching the CV but also articles, books, pictures and 

further materials to foster the learners career profile. The portfolio is designed and used in 

the future (during job search) as a personal 'Folder' of the unemployed. It includes 

experiences, skills and a collection of work activities performed showing the most 

significant results.  

 

The content of the portfolio is organised as if it was the 'Book' of an artist with his works.  

 

Activity Objectives: Participants to learn how to collect their competences, skills 

and knowledge and attach references, documentations and possibly products 

that foster implementation of their professional path planned. 

 

Activity Delivery: The trainer discusses with participants how to get started with 

compiling their portfolio. To aid participants in completing the activity successfully 

the trainer hands out Annex 4.4. to each group member. 

After that, group members work individually with the group leader remaining 

available to assist their work. 

If participants are unable to complete the work during the session, they will do so 

at home.  

The group leader is recommended to check every participant's work before 

finalising it. 

 

Duration: 90-140 minutes 

 

Resources needed: paper, pens, flip chart, access to computers, Annex 4.4 
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4.5. Selecting Suitable Working Sectors to Present the Portfolio 

Background: 

The portfolio is especially suitable for professional profiles/job fields, which, in case 

of an interview, require tangible and visible proofs of past experiences/activities 

undertaken/products realised so as to support the job seeker in successfully 

introducing his/her background to the employer. The Portfolio is a positive asset for 

particular working sectors. 

Activity Objectives: To make participants aware of which working sectors it is 

suitable to apply the portfolio as presentation tool for. 

 

Activity Delivery: 

The group leader divides participants into 2-3 small groups and helps them to 

identify the professional sectors where the Portfolio of Competences is considered 

more suitable as a presentation tool (artistic, architectural, educational, training, 

management, logistics, communication, marketing and design).  

Learners make a list of professional sectors, professional profiles where the portfolio 

is considered as a positive asset. 

Then, working together, they discuss which member of the small group should 

apply the portfolio for which target job as a tool in job seeking. 

 

Duration: 30 minutes 

 

Resources needed: paper, pens, flip chart 
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4.6. Evaluation 

Background: The Portfolio has to be assessed as all the documents foreseen for the 

integration into the labour market. Evaluation criteria have been established 

including ‘Assessment for Learning’ (AfL) and the trainer has to evaluate the 

participants’ achievements during the sessions.  

 

Activity Objectives: To assess and develop the Portfolio of Competences written by 

and about the group members, which is going to be a positive asset in the labour 

market. 

 

Activity Delivery: The trainer and the participants check completing the tables 

(Annexes 4.3 and 4.4) together thus reflecting on every single portfolio. Assessment 

of the trainer is carried out based on the following criteria: 

- Harmonising learning paths and professional profile requirements of the target job; 

- Including added value represented by informal competences of participants; 

- How much it is related to previously gained working experience; 

- Harmonising social skills and professional profile requirements; 

- ICT skills required by companies; 

- Skill of adaptability to operative working methods; 

- Foreign language skills. 

The group leader and other group members have the opportunity to make 

recommendations about possible modifications of the portfolio completed. Group 

members adopt recommendations to their discretion. 

 

Duration: 60 minutes 

 

Resources needed: paper, pens, flip chart, computers 
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4.7. Collecting Possible Companies for Job-Seeking 

 

Background: It is fundamental that participants gain profound knowledge of 

employers in their area (or target area) and has a comprehensive landscape of 

different companies. It will allow them to reach more working chances. This list of 

companies can be updated periodically or integrated with trainer’s contributions. 

Activity Objectives: To collect names of potential companies which might provide 

employment for young job seekers. 

 

Activity Delivery: The trainer asks the participants to individually collect names and 

contact details of companies, which they think would provide them employment 

according to the target jobs specified. (Consider companies operating within 

acceptable geographical distance for the participants.) To gain information for 

creating the list, participants are advised to use commercial registers, phonebooks 

or tablets and smartphones to gain access to electronic databases on the 

Internet.  

 

After creating the lists, participants read the names of companies collected and 

the trainer takes notes of them on a flip chart. Thus, a comprehensive list of a great 

number of company names is created. The next stage; requires the list to be 

amended, by both the trainer and also other group members with names of 

organisations they are familiar with. After that, the trainer asks the participants to 

complement their own original list with names of potential companies from the 

board.This is important to broaden participants' horizon and make them recognise 

that there are more possible companies than they have thought of. 

 

Duration: 60 minutes 

 

Resources needed: tablets, smartphones, computers, Internet access, commercial 

registers 
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4.8. Information about Employers 

 

Background: "Ranking" employers (from top to bottom) turns out to be a 

fundamental activity to identify our priorities. This activity could be key in 

identifying market opportunities as well. 

 

Activity Objectives: The activity helps participants to identify the most important 

employers within a working sector selected. 

 

Activity Delivery: The trainer helps group members to carry out an online research of 

employers they consider more interesting in the working sector desired and to obtain key 

information related to the target job. After that, the trainer hands out Annex 4.8 and helps 

each member individually to prepare the pyramid in which they prioritise employers 

according to their relevance. 

 

Duration: 60 minutes 

 

Resources needed: paper, pens, flip chart, Annex 4.8 
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4.9. What Makes Me Capable of Doing This Job 

 

Background: Identifying your personal motivations for a future job interview is important so 

that you can present the information to others. Learning just how to introduce yourself in a 

professional manner to a potential employer is fundamental in order to get a job. The role-

play between employer and job seeker turns out to be strategic as it supports the person 

in finding his/her motivations for reaching a specific job and so giving value to his/her 

introduction. 

 

Activity Objectives: To find out the effective motivations to present to the 

employer in order to get the particular job desired. 

 

Activity Delivery: The trainer asks two volunteers to play the role of a job seeker 

and an employer: the 'job seeker' tries to persuade the 'employer' of his suitability 

for the target job he selected. Other group members listen to the conversation as 

employers and take notes. At the end of the activity, group members and the 

trainer provides feedback for the presenter. The activity is repeated with other 

volunteers and different target jobs.  

 

Duration: 60 minutes 

 

Resources needed: paper, pens, flip chart 

 

Notes: It makes sense to provide preparation time for group members when 

determining which skills they are going to highlight for a specific job. 
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4.10. Familiarizing with the Idea of Speculative Job Application 

 

Background: It makes sense to widen the job research over simple job vacancies 

advertised i.e. open labour market information.  

Employers tend not to widely publicise their vacancies for everybody. They look for 

reliable employees with references who are addressed either through their own 

network or that of their co-workers.  

Job seekers must be taught how to obtain hidden labour market information, so 

that they become capable of achieving the professional objectives they set for 

themselves.  

 

Activity Objectives: To raise awareness; when looking for a job, group members should not 

exclusively focus on companies that advertise certain vacancies but also every enterprise 

or organisation, which employs people in target jobs they have identified. 

 

Activity Delivery: The trainer asks group members about their methods of getting a job 

(ranging from student work, every type of job should be considered). The trainer takes 

notes of every method and draws tally marks to track how many times each method has 

been mentioned until every member has spoken. (E.g. a former co-worker invited them, 

an employer addressed them, they read a job-advert in the papers, submitted an 

application for a job that was or was not advertised, etc.) 

 

Working in small groups, they rank (and calculate a percentage for) the methods for filling 

in a vacancy according to how much employees and employers prefer to use them. They 

discuss the reasons for different preferences. They try to formulate what advantages the 

employers would gain from not advertising vacancies. They collect arguments for 

applying speculative job application techniques and also specific ideas about what 

would be worth doing. 

 

Evaluating these strategies, participants acquire considerable knowledge from each 

other. 

 

Duration: 50 minutes 

 

Resources needed: paper, pens, flip chart 
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4.11. Writing a CV for Interviews with Potential Employers 
 
Background: One of the things preventing young unemployed people from finding 
employment is lack of knowledge of how complete a CV. Neither form or content 
of a CV are standard; it makes sense to tailor it in accordance with one's personal 
and professional profile and the job applied for. In any case, as every presentation 
tool, the CV has to declare the essential features, be able to grab the attention of 
the potential employer: it must therefore be attractive, clear, well structured and 
coherent. 
 
Activity Objectives: To collect and highlight the highest number of competences 
acquired and all the relevant labour market experience in order to enhance and 
develop a well-structured CV, which would facilitate the applicant's labour market 
integration. 
 
Activity Delivery: The trainer asks questions to the young unemployed in a 
collaborative environment in order to reconstruct their educational and 
vocational path highlighting the most successful experiences. Annex 4.11.1 is used 
for this.  
Then, the trainer gives a detailed explanation of the structure of the Europass CV 
(Annex 4.11.2.) and helps participants to create their own. 
 
Duration: 120-180 minutes 
 
Resources needed: Access tocomputers, paper, pens, flip chart, Annexes 4.11.1-2 
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4.12. How to Write a Cover Letter 
 

Background: Cover letters are an essential part of the application procedure – it is the 
basis on which employers decide whether to invite future employees for a job interview. 
(Its requirements for content and format are found on a great number of websites.) 

 

Activity Objectives: This activity aims to help participants to write an effective 
cover letter.  
 
Activity Delivery: The trainer delivers a brief presentation about the cover letter as 
a tool, including its requirements for content and format. They could use the 
websites mentioned above and project them. 
Then, considering labour market objectives of the applicant and the profile of the 
target company (Annex 4.3 might come handy), the group leader helps 
participants to draft their cover letter based on the below criteria: 

- Be specific and convincing; 
- Keep it brief and clear; 
- Highlight 1-2 strengths and always talk about the most relevant facts and 

experience; 
- Elaborate the intrinsic motivation the applicant has about working for a specific 

employer. 
-  

Participants work on their cover letters individually, but they could always ask for 
assistance from the trainer. 
 
After completing the cover letters, group members present them to each other 
and working in a group, they assess the works completed. It makes sense to apply 
elements of AfL (Assessment for Learning) during these group discussions. 
 
Duration: 120 minutes 
 
Resources needed: paper, pens, flip chart 
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4.13. Opportunity to Address Employers on the Phone 
 
 
Background: Using the method of speculative job application, job seekers have the 
opportunity to address even unknown employers, which is usually done over the phone. If 
the employer is reached, after a brief introduction, an opportunity for a personal meeting 
could be asked for. It makes sense to thoroughly prepare for such brief conversations 
since there is only very limited time for these interactions with employers. Moreover, one 
has to overcome the "defence line of secretaries", which also requires some preparation. 

Another use of the telephone: 
Many graduate recruiters do their first interview over the phone. Telephone interview is a 
tool for the employer to assess whether a person is a serious applicant and decide 
whether or not to take them further through the application process. The questions are 
more likely to focus more on their general competences and skills. The aim is to try to show 
enthusiasm and commitment in a short conversation. Phone interviews can be difficult 
because neither party can see the other, so the usual visual clues are absent. 

 
Activity Objectives: To develop participants' skills in applying this method. To master 
spontaneous phoning techniques necessary to successfully find employment. 

 
Activity Delivery: The trainer works together with a volunteer from the group and 
later if time allows, with every member, a role-play, being a spontaneous phone 
call where the trainer is an employer and the group member is a job seeker. There 
is an analysis of every situation activity when completed, assisted by the trainer. 
 
Duration: 120 minutes 
 
Resources needed: Clipboards, sheets of paper, pens 

 
Notes: Participants could carry out the role-play in pairs, as well. 
  



 
247 

 

4.14. Getting Prepared for an Interview, Dress Code, Code of Conduct, Possible 

Interview Questions 

 

 

Background: Young unemployed people generally have little experience of job 

interviews. It is important that they participate in an interview, dressed 

appropriately, are well prepared together with adequate knowledge and self-

confidence. 

During preparations for interviews, trainers are recommended to use the technique 

of positive reinforcement. This provides continuous feedback about what needs to 

be done besides increasing self-confidence of participants. 

 

Activity Objectives: To prepare participants for a face-to-face interview with an employer. 

 

Activity Delivery: During the preparation for the interview, the trainer discusses the 

below topics with the participants: 

- Appearance, dress-code; 

- First impressions; 

- Code of conduct, and 

- Questions expected during an interview.  

 

In case of dual leadership by 2 trainers, they carry out a mock job interview in front 

of the group. By doing so, they introduce methods and opportunities for asking 

questions during the conversation. 

Afterwards, one of the trainers role-plays a situation with a volunteer where the 

trainer takes on the role of an employer and the group member of a job seeker.  

Other group member’s will act as observers, using the criteria given to them by the 

trainers. One of the most important of them is to listen to the conversation as an 

employer. 

A video recording is made of the situation, which is then replayed and the 

conclusions drawn are discussed assisted by the trainer. During the feedback 

session, group members also share their observations: what they thought was good 

about the applicant's behaviour, speech and also what impressed them, 

"employers" most. 

 

Duration: 120-360 minutes (It makes sense to deliver this activity over more training 

days.) 

 

Resources needed: Video camera, projector for replay 
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Tip: It is recommended to assign homework for half of the group to search the 

Internet for job interview questions, and for the other half to quiz friends / relatives 

about what questions they were asked by employers. These questions are then 

compared during the group session. 

  



 
249 

 

4.15. Planning a Video-CV 

 

Background: It is widely acknowledged that Video-CVs have become an 

important tool for employability. The Video-CV is the latest innovation in the 

complicated world of job seeking. Born in the USA, this tool has become more and 

more useful to introduce yourself as technology is cheaper and available for all.  

The Video-CV offers several benefits as: it can reach recruiters and employers very 

quickly, allows to present more about job-seekers' personality through the 

combination of verbal and non-verbal communication. It highlights the 

candidate's features such as flexibility and versatility as well as hidden skills, soft 

skills, knowledge and competences acquired in formal and non-formal contexts. 

 

Activity Objectives: Besides completing the traditional CV, the aim is to plan and 

prepare a presentation alternative to it, which is extremely useful for some specific 

labour market sectors (e.g. cultural sector). 

 

Activity Delivery: The trainer shows participants how to compile their own Video-

CV through the steps described in Annex 4.15.1.  

The trainer helps group members to transform the questions in Annex 4.15.2 into an 

effective monologue in order to present themselves in front of the camera.  

The trainer is available and assists participants during the whole process. 

At the end of the activity, the videos are sent by the trainer to all the participants 

by email to provide the opportunity for the young unemployed to watch each 

other’s videos and to get inspired by each other’s works. 

 

Duration: 120-240 minutes 

 

Resources needed: Annexes 4.15.1-2, computers, paper, pens, flip chart, camera, 

tripod 

 

Notes: Participants' awareness has to be raised to their rights concerning using 

other people's electronic materials, and that they are not entitled to pass them on 

to a third party or upload them to community sites without the owner's consent. 

 

Tip: Today's young people have considerable knowledge of using computer 

programmes; those who would like to could opt for preparing their introductory 

materials at home. In this case, it makes sense to set a deadline to submit these 

works.  
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4.16. Finding the Truth 

 

Background: It is important to build up a consolidated group so as to discuss about 

future plans and projects with no shame or hesitation. (Break the ice and to get to 

know each other so as not to be afraid of talking with others about one’s dreams, 

expectations and professional projects.) 

 

Activity Objectives: 

- To reinforce and consolidate that participants are able to collect and compare 

their motivations related to their professional objectives;  

- To relax. 

 

Activity Delivery: Every participant writes 2 true and 1 false statement about their 

life, labour market objectives and plans on a sheet of paper (or on the 

blackboard/flip chart). Other participants have to decide, by voting, which 

statements are true and which one is false. Then, the person in his turn reveals the 

truth about himself. It makes sense to provide the possibility for the group member 

to elaborate on their plans. 

 

Duration: 30-60 minutes 

 

Resources needed: paper, pens, flip chart, blackboard 
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4.17. The Professional Dream 

 

Background: It is important that group members are encouraged to formulate 

their desires and objectives. Actually saying them and taking charge of them in 

front of others could reinforce commitment to achieving them. 

Few members might require some encouragement to talk about their dreams, 

expectations and professional objectives with others.  

 

Activity Objectives: To assess emotional attitude of the participants, in terms of 

their future plans: to have them formulate their desires, professional expectations 

and objectives. 

 

Activity Delivery: Group members taking turns have the chance to express their 

desires and expectations; the main considerations are to eliminate utopian, 

unrealistic features such as 'too big' and/or 'too small dreams'. (It is fundamental to 

encourage.) 

It makes sense to have a conversation about what efforts and attitude is required 

to achieve and accomplish one's desires; and also about the importance of 

breaking down more ambitious objectives into sub-objectives. 

 

Duration: 60-120 minutes 

 

Resources needed: Computer, Internet access 

 

Tip: To introduce or to go along with the topic, participants could watch 

presentations from successful people about their career during the session. 

YouTube offers a wide range of such talks. Moreover, there are a great number of 

TED talks in this topic. If participants have not watched the movie designated in 

activity 3.21, they might well watch it at this point. 
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4.18. Generating and Strengthening Motivation for Job-Seeking 

 

Background: It is essential that every participant  

- Get motivated for active job-seeking and become clear about their priorities, 

formulate what is important for them and become aware of the consequences of 

the failure to pursue their objectives / actively implement their plans on a daily 

basis; 

- Formulating all these reinforces commitment to achieving objectives.  

 

Activity Objectives: To raise awareness. To give added value to the motivations of 

each participant towards their professional objectives set. The objective is to 

understand and strengthen participants' motivation and also to get to know and 

raise awareness of the main motives behind a specific professional objective set. 

 

Activity Delivery: The trainer, using the method of guided conversation, initiates a 

discussion in the group about the topic of labour market motivations and priorities. 

The primary focus is on participants' basic motivations linked to resources but the 

activity also includes analysis of secondary motivations with scarce links to 

emotional and relational dimensions.  

By his utterances and also by highlighting certain elements of participants' 

utterances, the trainer directs group members' motivations towards the most 

realistic and most feasible objectives so that participants are able to realise their 

specific professional, labour market visions.  

 

Duration: 60 minutes 

 

Notes: Group leaders have great responsibility for developing the direction of the 

conversation.   
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4.19. Revising Professional Projects and Plans 

 

Background: A key element of labour market re-integration is that individuals must specify 

their target jobs and describe in details what job and line of work they would like to do. 

This decision plays essential role in developing career plans and career profiles.  

Individuals have to choose which profession of which professional group they would like to 

work in. It also makes sense to specify the tasks they would like to carry out since in many 

cases a certain educational level yields more opportunities to find employment in different 

lines of work. It is recommended that individuals determine what they consider as a 

professional challenge. 

Specifying the target job ensures success of job seeking. Determining the target 

job is built on individuals' expectations. Other factors to be considered include: 

qualifications, interests and preparedness but e.g. internships, foreign language 

skills and previous work experience - even if it does not fully match the 

qualifications gained - could also present a basis. 

During job seeking it might prove necessary to modify or amend the range of 

target jobs, increasing the chance to find employment.  
 

Activity Objectives: The 'Professional Project' sheet is a tool supporting young job 

seekers towards a conscious choice of their own professional profiles and 

professional objectives. Special attention must be devoted to group members who 

were unable to set their labour market objectives in the early phases of the training 

or those who would like to revise their objectives due to their increased knowledge 

of the labour market. 

 

Activity Delivery: 

The trainer opens an interactive conversation with group members about their 

professional objectives. After that, the trainer asks group members who have been 

unable to decide on their professional objectives to complete 'The Professional 

Project' sheet and include all their valuable resources. All the forms and ‘hand-

outs’ filled in during the whole training could be used to complete it. Summarising 

all these and considering their knowledge gained about the labour market, they 

try to specify their target job(s). 

Completing the activity, the trainer is recommended to read all the professional 

objectives and discuss with group members, asking the question just how realistic 

these objectives are? 

The whole group could also be involved into the discussion, where peers assist 

each other to set objectives.  

 

Duration: 90-120 minutes 

 

Resources needed: Annex 4.19; any ‘hand-out’ completed earlier, paper, pens 
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4.20. Evaluate the Proximity of Professional Objectives 

 

Background: 

Sometimes it is difficult for job seekers to understand the distance between the 

competences gained in their educational and vocational path and the ones 

required by the professional profile desired. The method of visualisation could 

facilitate determining proximity between current and desired states. 

 

Activity Objectives: To prepare plans to implement labour market objectives. 

 

Activity Delivery: The group leader hands out Annex 4.20, which group members 

try to fill in individually. The trainer helps group members who require assistance. 

After filling in both fields at the top of the ‘hand-out’, group members can 

proceed to evaluating the gap between the two professional profiles using the 

grid at the bottom of the page. The grid is structured to highlight the distance 

between the profiles in each feature (knowledge, skills, competences). Using a 5-

grade scale, the proximity and/or the gap between each pair of competences is 

also visualised. Assisted by the trainer, the young unemployed can assess: 

− The sustainability of their professional objectives; 

− What they have to do to acquire the missing skills.  

The assessment must be contextualised with the available resources of the 

unemployed and time. 

 

Duration: 30-50 minutes 

 

Resources needed: Annex 4.20, pens 
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4.21. Individual Action Plan Outlining Tasks to Achieve Objectives 

 

Background: To achieve objectives it is generally necessary to plan ahead the set 

of steps to be taken. It many cases it also makes sense to break down the road 

towards the main objectives into sub-objectives. 

 

Activity Objectives: Participants (based on the objectives they set) determine the 

steps and activities through which they will become able to achieve their 

objectives. Qualitative analysis and selection of activities included in the Individual 

Action Plan (IAP) is essential in order to reach the work opportunities in relation to 

the professional profile identified.  

 

Activity Delivery: The trainer introduces participants to what an IAP is and why it 

proves to be useful. In the second step, participants try to establish attainable and 

measurable sub-objectives and select suitable trainings, internships or 

employers/businesses where they can submit their CVs, Portfolios, etc. They shall 

help participants who require assistance. 

When determining activities to be included in the IAP, the time necessary to 

accomplish the professional profile has to be taken into account.  

The trainer makes sure that participants set carefully formulated and realistic 

objectives.  

As a final step, the trainer asks group members to put their motivation into writing 

as well.  

 

Duration: 120 minutes 

 

Resources needed: Annex 4.21, pens 
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4.22. Identifying Priorities 

 

Background: As the IAP is a flexible tool and can take into account different 

actions it is really helpful for the young unemployed to prioritise their opportunities 

and activities to do.  

 

Activity Objectives: To help the young unemployed prioritise so that they can 

determine: the activities that facilitate achieving their objectives the most and the 

order of these activities that they should follow.  

 

Activity Delivery: The trainer presents the "decision making matrix" to the 

participants.  

The horizontal axis represents the importance of a specific activity and the vertical 

axis represents its urgency. (Both are indicated starting from the origin; from lower 

values to higher ones.) 

Participants have to decide which of their activities are: 

− Urgent and important at the same time; 

− Urgent but not important; 

− Not urgent but important; 

− Neither urgent nor important. 

 

Then, group members are asked to group the activities they determined to 

implement the process of achieving their labour market objectives based on this. 

 

The trainer shall stress the importance of prioritising some activities or tasks over 

others. Emphasis shall also be put on the fact that sometimes the most urgent steps 

are not always the easiest ones to take.  

 

Duration: 20-30 minutes 

 

Resources needed: Annex 4.22, pens 
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4.23. Breaking Down Substantial Steps into Smaller/Easier-to-Do Actions 

 

Background: The IAP is made up of coherent and efficient activities, yet they 

could be complex and time-consuming, therefore it’s important to make them 

simple through breaking down activities into lists of smaller steps to take. 

 

Activity Objectives: The activity aims at helping participants to implement the 

activities determined within the IAP; the main activities in the IAP are broken down 

into a list of reasoned and coherent sub-activities which is also put in writing.  

 

Activity Delivery: The trainer supports the young candidates in analysing the 

activities in order to identify clearer sub-activities behind them. This will help them 

to break down hard-to-achieve activities into smaller steps that become easier to 

be taken based on the IAP. Group members can design simple lists containing sub-

actions for each activity in the IAP. The trainer shall stress the importance of taking 

one step at a time and to follow a logical order in doing them.  

 

Duration: 20-40 minutes 

 

Resources needed: paper, pens 

 

Notes: This activity has to be delivered focusing on group members who have not 

been able to set their sub-objectives during activities done so far.  
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4.24. Keeping Record of Progress 

 

Background: For participants to track their progress towards the achievement of 

objectives set within the IAP, it is fundamental to keep record of all their activities 

done on a regular basis. 

 

Activity Objectives: To ensure steady progress of group members in implementing 

their activities planned by keeping record of results. Moreover, to raise awareness 

of work they have done and to maintain motivation in further activities / job 

search. 

 

Activity Delivery: The trainer delivers a brief presentation about the fact that it is 

recommended to meet deadlines and avoid procrastination in order to achieve 

objectives. Group members are presented arguments for keeping a dairy, a blog 

or a notebook about steps taken to implement their own plans and also about 

their progress. By doing so, they will have a clear view of tasks they have 

accomplished and the ones they have to do.  

The format is up to the participants. 

 

Duration: 20 minutes regularly, every week 

 

Resources needed: Access to computers with the Internet, paper, pens, post-its 
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Annex - EQF 

Descriptors Defining Levels in the European Qualifications Framework  

Level Knowledge Skills Competence Examples 

 
Level  

1 

Basic General 
Knowledge 

Basic skills required to carry out simple tasks Work or study under direct 
supervision in a structured context 

 

 
Level  

2 

Basic factual 
knowledge of a field 
of work or study 
 

Basic cognitive and practical skills required 
to use relevant information in order to carry 
out tasks and to solve routine problems using 
simple rules and tools 

Work or study under supervision 
with some autonomy 

(U.K.) GCSE Grades D-G (QCF 
Level 1)  
(Finland) Lower secondary 
school 

 
Level  

3 

Knowledge of facts, 
principles, processes 
and general 
concepts, in a field of 
work or study 

A range of cognitive and practical skills 
required to accomplish tasks and solve 
problems by selecting and applying basic 
methods, tools, materials and information 

Take responsibility for completion 
of tasks in work or study; adapt 
own behaviour to circumstances 
in solving problems 

(U.K.) GCSE Grades B-C  

 
Level  

4 

Factual and 
theoretical 
knowledge in broad 
contexts within a field 

of work or study 
 

A range of cognitive and practical skills 
required to generate solutions to specific 
problems in a field of work or study 
 

Exercise self-management within 
the guidelines of work or study 
contexts that are usually 
predictable, but are subject to 

change; supervise the routine 
work of others, taking some 
responsibility for the evaluation 
and improvement of work or 
study activities 

(U.K.) A-level 
(Germany) Abitur 
(Austria) Matura 
(Italy) Maturità vocational 

school 

 
Level  

5 
 

Comprehensive, 
specialised, factual 
and theoretical 
knowledge within a 

field of work or study 
and an awareness of 
the boundaries of that 
knowledge 

A comprehensive range of cognitive and 
practical skills required to develop creative 
solutions to abstract problems 

Exercise management and 
supervision in contexts of work or 
study activities where there is 
unpredictable change; review 

and develop performance of self 
and others 

(U.K.)  
Higher National Certificate  
Higher National Diploma 
Foundation Degree 

  



 
261 

 

 
Level  

6 
 

Advanced knowledge of 
a field of work or study, 
involving a critical 
understanding of theories 
and principles 

 
 

Advanced skills, demonstrating mastery 
and innovation, required to solve 
complex and unpredictable problems 
in a specialised field of work or study 
 

 

Manage complex technical 
or professional activities or 
projects, taking responsibility 
for decision-making in 
unpredictable work or study 

contexts; take responsibility 
for managing professional 
development of individuals 
and groups 
 
 

• Honours bachelor's degree 
• Bachelor Degree without Honours 
• Graduate Certificate 
• Graduate Diploma  
• Vocational university German 

State-certified Engineer 
• Business Manager and Designer 

(Fachhochschule)  
• Bachelor 
• Italian LaureaTriennale 
• City and Guilds Graduateship 

(GCGI) 
• German Fachwirt / Fachkaufmann 
• German Operative Professional 
• German Meister 

 
Level  

7 

Highly specialised 

knowledge, some of which 
is at the forefront of 
knowledge in a field of 
work or study, as the basis 
for original thinking and/or 
research. 

 
Critical awareness of 
knowledge issues in a field 
and at the interface 
between different fields 

Specialised problem-solving skills 

required in research and/or innovation 
in order to develop new knowledge 
and procedures and to integrate 
knowledge from different fields 
 

Manage and transform 

work or study contexts that 
are complex, unpredictable 
and require new strategic 
approaches; take 
responsibility for contributing 
to professional knowledge 

and practice and/or for 
reviewing the strategic 
performance of teams 

• Master’s degree  

• Italian LaureaMagistrale 
• Postgraduate Certificate 
• Postgraduate Diploma 
• Vocational university 

(Fachhochschule) 
• City and Guilds (MCGI) 

 
Level  

8 

Knowledge at the most 
advanced frontier of a 
field of work or study and 
at the interface between 
fields 

 

The most advanced and specialised 
skills and techniques, including synthesis 
and evaluation, required to solve 
critical problems in research and/or 
innovation and to extend and redefine 

existing knowledge or professional 
practice 

Demonstrate substantial 
authority, innovation, 
autonomy, scholarly and 
professional integrity and 
sustained commitment to 

the development of new 
ideas or processes at the 
forefront of work or study 
contexts including research 

• Doctorate 
• PhD 
• Professional Doctorate 
• City and Guilds Senior Awards - 

Fellowship 
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Annex 4.3. 

Chart Describing Professional Profiles 

How to fill in the Chart:  

1) Customising online databases containing professional 

profiles 

2) Selecting sectors of interest 

3) Selecting 4 professional profiles for different sectors 

4) Including a job description for each professional profile 

chosen 

5) Including necessary knowledge 

6) Including competences 

7) Including skills

The trainer will assess: 
1) If the chart is fully completed; 
2) If the profiles selected are adequately customised; 
3) Evaluation of difficulties observed. 

Sector Professional Profile Job Description Knowledge Competences Skills 
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Annex 4.4. 
Personal Portfolio of Competences 

 
What is the Portfolio of Competences? 

The Portfolio of Competences is used for presenting the complete framework of 

competences (informal and non-formal) and qualifications in working contexts. 

The portfolio should be more than, just a traditional curriculum vitae (CV) being a 

more comprehensive document. It does not only include data that would not 

appear in a CV but also information presented in a personal manner; showing a 

comprehensible image about the applicant's abilities for a potential employer.  

 

The portfolio supports labour market integration of young unemployed, students, 

graduates and people at the beginning of their career.  

 

This tool was conceived for helping candidates to draw up a curriculum vitae and a 

Portfolio of Competences, facilitating the candidate to identify the right qualities and 

blanks and to confront them with characteristics necessary to perform the desired job. It is 

based on a SWOT analysis, which stands for strengths, weaknesses, opportunities and 

threats. This type of analysis is applied to create the Portfolio of Competences since it 

contributes to indicating how to capitalise on existing abilities, map opportunities and 

overcome obstacles in finding employment.  

 

The general format is based on the ‘Europass’ CV, introduced with the Decision no. 

2241/2004/CE of European Parliament and the Council on 15 December 2004 related to 

the common European framework for the transparency of qualifications and 

competences. The Portfolio of Competences is an extension of the ‘Europass’ CV. Based 

on a simple list of personal experiences; it allows specific abilities and competences to be 

presented in a concrete way. To compile the portfolio, besides including our own 

capacities/competences and qualifications, this tool has to be used reflecting on ways to 

demonstrate them concretely to a potential employer, for example using photos/images, 

copies of certificates/diplomas, acknowledgements, letters of commendation/references, 

presentations, written contributions (abstract and the first page) and other materials 

related to our own profession or a desired occupation.  

 

What is the Portfolio of Competences for? 

It is designed to help candidates to find employment commensurate with their own 

qualifications and/or to create opportunities for them to capitalise on their capacities in 

cases when their qualifications or educational titles are not officially acknowledged in the 

receiving country. Furthermore, it could be useful to make occasional corrections to their 

own professional profile increasing the chance to find employment in the desired sector. It 

is important to remember that in case of many skills and competences the potential 

employer might be interested in e.g. how and when they were acquired. 

 

How Much Time is needed to complete it? 
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Completing the portfolio normally takes maximum one, one and a half hours.  

How do you Use it? 

Answering the following questions applicants become aware of their own 

capacities/competences and qualifications necessary for finding employment. Based on 

experience gained so far and the occupation desired, the Portfolio of Competences can 

be compiled using information provided in this phase.  

 
 

INTRODUCTION 

Before starting the assessment, the following field must be completed (1) professional 
sector (2) current occupation (3) desired occupation type (job role) which you wish to 
apply for 
 
 

PROFESSIONAL SECTOR:   

CURRENT OCCUPATION:   

DESIRED OCCUPATION:   

 

 

 

SURNAME (S):  FIRST NAME(S):  
CITIZENSHIP (S):    
DATE OF BIRTH:  ADDRESS:  
EDUCATIONAL TITLES: 

 
   

TELEPHONE/MOBILE:  E-MAIL:  
 

 

EDUCATION AND TRAINING 

This section gathers information about education and training paths of the candidate. The 

first section is dedicated to formal educational paths (high school, institutes for higher 

education, universities, post graduate schools like art or design institutes, technical 

institutes etc.) and refers to educational paths that concluded with attainment of an 

educational title. It makes sense to also include trainings that were not completed.  

The second section refers to professional informal training (e.g. vocational training, 

university courses, or courses organised by higher education institutions; where no 

certificate was issued after completing the course). It is advisable to mention in this section 

all the experience including ones undertaken with own initiative (for example, on-line 

language courses, etc.).  

The third section concerns statutory professions that concluded with issuing a professional 

licence certificate. If it is necessary, it is possible to add additional rows to this grid.  

PERSONAL INFORMATION 
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Obtained educational titles (certified education)  

ORGANIZATION 

ISSUING THE 

CERTIFICATE 

(NAME, 

PRIVATE/PUBLIC 

ORGANIZATON, 

COUNTRY) 

 

TITLE OF THE 

QUALIFICATION 

ISSUED (E.G. 

CERTIFICATE, 

MASTER DEGREE 

ETC.) 

 

MAIN 

SUBJECTS, 

PROFESSIONAL 

COMPETENCES 

 

 

DURATION 

OF THE 

COURSE 

YEAR 

OF 

ISSUING 

GRADE / 

MARK 

 

TITLE OFFICIALY 

RECOGNISED IN 

ALL EUROPEAN 

UNION 

COUNTRIES 

EUROPEAN 

UNION 

MEMBERSHIP 

COUNTRIES 

WHERE THE 

TITLE IS 

RECOGNISED 

        

        

        

        

 

Remember to specify the scale referred to grade/mark (for example, 3.6/4.0; 100/110) and 

eventual graduation with honours or other crucial recognitions.  

School Trainings not Issuing Certificates or Qualifications 

List all your education (including non-formal ones as well) including e.g. programmes of 

higher education institutions, VET, trainings organised by different institutions, common 

training activities and autonomous learning.  

 

SUPPLY 

ORGANIZATION 

 

TITLE OF THE 

COURSE 

TYPE OF THE 

COURSE 

COUNTRY DURATION 

OF THE 

COURSE 

SUBJECTS OF 

THE COURSE 

COMPETENCES 

       

       

       

       

 

Statutory professions 

The following section concerns the requirements for professional licence certificate in 

[name of the country]. The statutory professions could differ from country to country. 

Acknowledgement of university titles or of certificates of qualifications could be different 

for various professions.  

 

QUALIFICATIONS NECESSARY FOR PERFORMING 

ACTIVITIES PLANNED IN THE COUNTRY OF 

APPLICANT (E.G. QUALIFICATIONS FOR AN 

ACCOUNTANT, LAWYER, DOCTOR, ETC.)  

 

QUALIFICATIONS RECOGNISED IN THE 

RECEIVING EUROPEAN COUNTRY 

 

ORGANIZATION IN CHARGE OF ISSUING THE 

CERTIFICATE 
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WORKING/PROFESSIONAL EXPERIENCE 

Include all your past working experience (regular jobs, autonomous jobs, internships) in this 

section. It is advised to be concise and to list all your experience in a chronological order 

and to formulate how the competences/experiences acquired in the past could be 

applied in your future jobs. If it is necessary, it is possible to add additional rows to this grid.  

 

PERIOD 

(DATE) 

JOB TITLE 

AND 

POSITION 

MAIN TASKS 

AND 

RESPONSIBILITIES 

NAME OF THE ENTERPRISE / 

AGENCY / ORGANISATION 

PRODUCTS / SERVICES 

PERFORMED / OTHER 

     

     

     

     

     

 

 

PROFESSIONAL ACHIVEMENTS AND ACKNOWLEDGEMENTS 

This section allows you to list the results and professional acknowledgements obtained in 

the own sector of activity. For example, the list of publications, projects, organised 

conferences, websites created on your own or other professional achievements. The 

Portfolio of Competences has to cover the complete list, presenting (if possible) visible 

references (for example, one image from the website with the related link). If it is 

necessary, it is possible to add additional rows to this grid.  

 

DATE OF THE 

ACKNOWLEDGEMENT 

NAME/TYPE OF THE 

ACKNOWLEDGEMENT 

AGENCY IN CHARGE OF 

ASSIGNMENT 

   

   

   

 

 

TYPE OF THE EVENTS, SERVICES, PRODUCTS, 

PUBLICATIONS, PROJECTS, INTERNET WEBSITES, 

PROGRAMES ETC. FULFILLED BY THE 

PROFESSIONALIST 

BRIEF DESCRIPTION 
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SOCIAL LIFE, HOBBIES, VOLUNTARY WORK AND ENTERTAINMENT 

This section reports on capacities and competences which are gained via your interests, 

social life or voluntary services; ones which could prove to be useful for the job (for 

example, capacity to organise, management skills, etc.). Mention the importance of the 

activities performed and what they can communicate in terms of learning, abilities and 

competences. 

 

WHEN PERFORMED ACTIVITIES, SUPPORTED WITH THE BRIEF DESCRIPTION 

  

  

  

 

 

VERIFICATION OF THE MAIN COMPETENCES AND SKILLS 

The following section is useful for the verification of the main skills and competences 

gained by the candidate, and advises them on how to estimate their own strong and 

weak points more precisely. The categories mentioned are purely illustrative, they are 

indicated to help candidates to reflect on the typology of competences that employers 

request and on the capacities required by various sectors. While filling in various fields it is 

necessary to think about specific examples how certain skills/competences were used in 

the past either in a working environment or in other contexts. Note that the majority of 

these capacities might not come from work related experience but from e.g. 

entertainment, everyday tasks or other activities. Rate your own level of skills for each of 

the competences on a scale from 1 to 6, where the values are 1) non-existent, 2) 

insufficient, 3) sufficient, 4) good, 5) excellent level of a particular capacity 6) excellent 

competence in the sector. 
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COMPETENCE/SKILL DESCRIPTION OF THE COMPETENCE/SKILL  ASSESSMENT OF THE 
COMPETENCE/SKILL 

(Self-assessment) 

 

EXTERNAL 
ASSESSMENT OF THE 
COMPETENCE/SKILL 

 
IF POSSIBLE (trainer 
about participant) 

  1 = NON-EXISTENT, 6 = EXCELLENT 

Communication skills: 
Capacity to provide the 

information (oral and written), to 

understand and interpret them 

(reading, listening) in an effective 

way. 

I am able to speak in public and to express the necessary 
information. 

  

I am clear in articulating my thoughts orally.    

I am able to explain complex concepts in a simple way.    

I encourage others to express their points of view.    

I feel comfortable when I have to express myself in a 
language different from my mother tongue (in the working 
environment).  

  

I can convince the person I am speaking with.    

I know how to communicate my disagreement with an 
opinion to others.  

  

Relational capacities: 
Capacity to get on well with 
different types of people. 

 
 

I am able to maintain interpersonal relations with co-workers 
and superiors. 

  

I can work with people from other cultures, religions, social 
ranks, nations and of various age.  

  

I can listen to others even if they have different opinions.    

I am able to understand other people's opinions in my work.    

I can negotiate conflicts that occur in my work.    

I can deal with sudden changes applying sustainable and 
constructive behaviour.  

  

Working in a team: 
 

 
 
 

I know how to observe rules and respect hierarchy in my 
working group.  

  

I can make compromises within the group to promote 
common interest.  

  

I can be collaborative with my working group.    

I offer my support to other members of the group.    

I maintain an open and constructive rapport with the group.    



 
269 

 

I listen to others and accept advice from other group 
members. 

  

Management and leadership skills: 
 

 

I am good at motivating others towards achieving specific 
aims.  

  

I am able to select human resources useful for achieving 
goals.  

  

I can take effective decisions in certain situations, I am good 
at assessing risks and opportunities.  

  

I am able to assign tasks and responsibilities according to 
collaborators’ competences.  

  

I can take decisions even under pressure.    

I can establish effective rapport to promote professionalism.    

I can handle difficult situations.    

Problem solving skills/initiative: I can identify the type of a problem.    

I can define the content of the problem (make analysis).   

I can find solutions coherent with the analysis.    

I can assess risks and their impact.   

I am good at producing new ideas.    

I can transform ideas into actions.    

I can take responsibility in order to accomplish tasks.    

Organization/planning: 
Capacity to organise various tasks 
at the same time in order to meet 
deadlines and achieve goals. 

Necessity to manage the 
resources at your own disposal, 
including time in order to finish 
various activities (time 
management). 

 

I am able to work to deadlines.    

I am able to use time in an effective way.    

I know how to assign roles and responsibilities.    

I know how to select human resources in relation to tasks that 
have to be performed.  

  

I can set up priorities while proceeding with tasks and 

activities.  

  

I can complete work programs.    

I can identify critical situations in the working environment.    

I can assess activities performed by others in an objective 
way.  

  

I can define short-term and long-term goals.    

I recognise commitment and obstacles in the working   
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process. 

Information Management: 
Capacity to collect, organise and 
manage information. Necessity to 

manage the information 
available, information mining, 
creating and implementing an 
information system to be used to 
promote/sell/empower your 
product. 

 

I know how to select human resources to find the necessary 
information. 

  

I know how to select physical resources (newspapers, 
websites, networks, etc.) to find the necessary information. 

  

I am able to design and implement a management system 
(archive) in order to reach the necessary information quickly. 

  

I am able to use computer software to set up a management 
system (archive) in order to reach the necessary information 
quickly.  

  

Basic computer skills: 
Are important for a great number 
of positions, above all in 
administrative activities. 

I am able to use a computer with ease in order to accomplish 
my work (for example, Microsoft Office, Open Office, etc.). 

  

I learn how to use new computer software very quickly.    

I am able to use my computer capacities directly to 
accomplish my tasks and assignments.  

  

Financial skills: 
The capacity to calculate and 
make financial analysis and 
previsions/plans (budget).  
 

I feel comfortable working with numbers, dates, operations, 
etc. 

  

I am good at making financial calculations (costs/benefits 
and income/expenditure previsions). 

  

I am able to see the relation between activities and their cost.   

I am able to design and develop a budget and follow it.   

Administrative skills: 
The capacity to accomplish 
administrative tasks.  
 

 

I feel comfortable working with law, regulations and formal 
commitments. 

  

I am good at meeting formal deadlines (commitments, 

contracts, payments, etc.). 

  

I am able to design and implement an administration 
management system (archive) in order to meet deadlines 
and create a homogeneous workflow. 

  

Other skills: 
Indicate and assess other 
capacities that are considered 
important and have not been yet 
reported in the previous section.  
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For the final task, choose three of the categories of competences/capacities listed 

above and for each of them, indicate, in an illustrative way, where and how they 

were used or demonstrated. Concrete examples are useful for illustrating your own 

working capacities. It is often recommended to remember some examples related 

to requested capacities. 

 

COMPETENCE/CAPACITY EXAMPLE WHERE/HOW THIS COMPETENCE/CAPACITY WAS USED 

  

  

  

 

LANGUAGE SKILLS/COMPETENCES 

Languages play an important role in today’s labour market. The ability to evaluate your 

own capacity to work as a translator/mediator in a company or simply the ability to 

collaborate with other colleagues in a foreign language is key. Do you know the 

languages of the hosting country? Would you be able to do your job in another country? 

(There are more possibilities to improve your command of languages; attending courses or 

even self-study.) 

In this section, please indicate your own mother tongue(s) and assess your skills in foreign 

languages, using the self-assessment grid attached below. List any certificates you have 

obtained or a particular language experience you may have for example, using a foreign 

language while working. 

 

MOTHER TONGUE (S):  

 

 

List the foreign languages you know. Indicate your own level of skills in each language. 

Scale of evaluation: A1, A2, B1, B2, C1, C2 (A1: basic level; C2: advanced level). 

See: www.coe.int/portfolio for a detailed description of what these levels mean. 

 

SELF-
ASSESSMENT 

GRID: 

Participating 
in an 

interview 

Making 
a phone 

call 
Online 

meeting 

Participating 
in a press 

conference 

Discussing 
budgets 

Writing 
e-mails 

Making a 
presentation 

Solving 
problems 

Language: 

_____________ 

       

Language: 

_____________ 

       

Language: 

_____________ 
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Now specify any certificates you have obtained in each language. Put the name of the 

agency or institute which issued the diploma or certificate and the year.  

Scale of evaluation: A1, A2, B1, B2, C1, C2 

See: www.coe.int/portfolio for a detailed description of what these levels mean. 

 

DIPLOMA’S OR CERTIFICATE’S 

 TITLE OF THE DIPLOMA 

OR CERTIFICATE 

AGENCY WHICH 

ISSUED THE DIPLOMA 

DATE 

Language: 

_____________  

   

Language: 

_____________  

   

Language: 

_____________  

   

 

At this point, list all the main linguistic and cultural experiences, which show how your 

current level of language has been achieved. This experience might stem from personal 

contexts (for example, contacts with family members who speak foreign languages), 

professional contexts (contacts with clients from foreign countries or internships in 

organisations where other foreign languages are spoken), educational contexts etc.  

 

LANGUAGE EXPERIENCE  

 DESCRIPTION (EXPERIENCE 

AND CONTEXT IN WHICH SKILLS 

WERE ACQUIRED) 

PERIOD (FROM/TO) 

Language: _____________    

Language: _____________    

Language: _____________    

TECHNICAL AND COMPUTER SKILLS/COMPETENCES 

This section concerns eventual specialist skills or competences acquired in a technical 

and/or computer fields, like command of specialist software used in the particular 

working/professional (for example, Microsoft Office, AUTOCAD, SPSS, Premiere, Photoshop, 

Audacity) specific programming languages etc. Technical skills or competences are 

referred to knowledge of determined tools. In the attached grid, list the 

skills/competences together with the estimation of the level of this capacity, specifying in 

which context they were acquired/used.  

PROGRAM OR 

SKILL/COMPETENCE 

DESCRIBE AND ILLUSTRATE IN 

WHICH WAY IT WAS 

AQUIRED/USED 

ASSESSMENT (BASIC, GOOD, 

EXCELLENT) 
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ARTISTIC SKILLS/CAPACITIES 

Artistic and creative skills or capacities represent personal assets. List the skills in the 

schedule below, together with the description of the way or the contexts in which they 

were used and assess them. If your own professional sector is an artistic one, it is probable 

that this information is already included in the working/professional experience sector and 

professional achievements/acknowledgements. In that case, it is not necessary to 

complete this section unless it can bring new elements for assessing your skills and 

competences.  

SKILL/COMPETENCE DESCRIBE AND ILLUSTRATE IN 

WHICH WAY IT WAS 

AQUIRED/USED 

ASSESSMENT (BASIC, GOOD, 

EXCELLENT) 

   

   

   

   

 

SUMMARY 

Having completed the above information, you should now have a clearer image of your 

skills and capacities, including ones not directly gained in working contexts.  

This concluding section is intended to map strong and weak points of candidates through 

a SWOT analysis and to list possible jobs the candidate can apply for. The information 

gathered here will be helpful for the candidate to create a more precise CV and Portfolio 

of Competence (arranging the information into a format appropriate for a potential 

employer. The Portfolio of Competences or the CV is normally developed to meet 

requirements of the position applied for. 
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STRENGTHS 

TITLES, SKILLS, COMPETENCES, 

ACCOMPLISHEMNTS, ADDITIONAL 

INFORMATION 

WEAKNESSES 

TITLES, SKILLS, COMPETENCES, 

ACCOMPLISHEMNTS, ADDITIONAL 

INFORMATION 

 

 

 

 

 

 

 

 

OPPORTUNITIES THREATS 

 

 

 

 

 

 

 

 

Strategies to maximise seizing opportunities 

and strengths.  

Strategies to minimise risks. 

 

 

 

 

 

 

 

 

 

Based on the SWOT analysis, indicate the types of jobs, which the candidate intends to 

apply for, considering their own skills and competences and the use of these in [name of 

the country]. Which actions are necessary to undertake to increase the possibility to get 

these jobs?  

 

POTENTIAL OCCUPATION  POSSIBLE ACTIONS TO INCREASE THE CHANCE TO GET THE DESIRED 

JOB/POSITION 
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FINAL CONSIDERATIONS 

This is the right moment to create your own Portfolio of Competences transforming the 

information compiled in the above sections into a document presentable to the potential 

employer. This document is not only a simple list of skills competences and experience. The 

portfolio also includes visual and concrete references that can support/certify them; e.g. 

photos/images/copies of certificates/diplomas, acknowledgements, letters of 

commendation/references, presentations, written contributions (e.g. abstract and the first 

page) and other materials relevant to your own profession or the desired occupation. This 

information has to be attached to your Europass CV that serves as the starting point for 

the compilation of the Portfolio of Competences. Using the Europass CV format, it is 

possible to create two different but correlated documents; the CV for the usual 

presentation of skills and the Portfolio of Competences to provide additional and more 

specific information about your own experience. There are no set rules regarding the 

format: everybody has to present their own experience and skills/competences for the 

potential employer in the most efficient way possible. It is important to remember that 

employers might not be familiar with all the information presented because of cultural or 

linguistic differences. It is necessary to develop the document to be as comprehensible 

and clear as possible and to attach a translation or brief explanations if necessary.  

All the documentation and information concerning the Europass CV are available on the 

website:  http://europass.cedefop.europa.eu/ 

http://europass.hu/europass-oneletrajz 
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Annex 4.8 
 

Information about Employers 
 
 
The work you started in Activity 4.7 is continued here. 
 
Do online research into companies you find more interesting in the working sector chosen. 

1. Visit company websites and focus on: products/services you are more interested in, 
projects realised, if the company is within a consortium or network; (the objective is 
to gain more information to proceed towards an effective selection). 

2. Identify the proper contact person or their email address in order to eventually 
submit your application. 

3. Verify possible job requirements (venues, travel, etc.) and consider if you are able to 
accomplish them. 

4. If you are still in education, look for employers and companies who are keen to 
employ students. 

 

Prioritise these employers based on your own criteria (objectives, career anchors, 

opportunities, etc.) and based on your research write them into the pyramid in 

order of importance. 

Write the employers you consider most important in the top section, and proceed 

downwards writing the less important ones. 
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Annex 4.11.1 

 

Questions Supporting Determining the Target Job and Completing the CV: 

• Have you already identified your professional profile? 

• Have you identified the field of work you would like to work in? 

• Which professional profiles might be competitive in your field of work? 

• Have you carried out a research of companies belonging to the field?  

• Have you checked the job vacancies in the specific field? What are the 

qualifications required? 

• Have you checked what skills/knowledge are mandatory for your 

professional profile? 

• What skills/knowledge have you already acquired in respect to your 

professional profile? 

• How do you plan to acquire the potential skills/knowledge you still lack? 

• How did you plan your job search? 

• Have you already submitted a CV? 

• Have you ever tried to imagine a job interview? 

• Have you ever had a job interview? 

• Do you have a Portfolio of Competences? 

• Have you collected all the mandatory documentation in order to foster 

your professional profile? 

 

Questions Supporting Completing the CV: 

 

Personal Data 

 

Education and Training Experience 

− Describe your most relevant education and training experience (formal and non-

formal) and provide details on the skills/knowledge acquired? 

− Which learning/training experience has been most relevant to you? 

− Why do you consider it as the most important one? 

− What skills/knowledge have you acquired during the working period so far? 

− Are they relevant for your job search? 

− Would you like to continue the training in that field? 

− Do you think training is important to find a job? 

− How much time would you spend on your training? 

 

Work experience: 

Describe your most relevant work experience (with or without a contract) and 

provide details on the skills/knowledge acquired? 
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− Which work experience has been more important for you? 

− Why do you consider it as the most important one? 

− What tasks did you carry out? 

− What were your responsibilities? 

− Why can it be considered a successful working experience? 

− Which factors do you think were the ones leading to success? 

− What skills/knowledge did you acquire during that period? 

− Would you like to continue working in that field of work? 

− Have you ever looked for a job in that field? 

 

Organizational / Management Skills: 

− Do you like working in a team? What do you think are the advantages of working 

in a team? 

− Do you think it is better to work alone? 

− Did you often relate to your colleagues during your past work experience? 

− How important is effective communication with your colleagues in order to 

achieve better results? 

− Did you observe rules at work? What difficulties did you meet? 

− Do you think it is important to observe rules? How important is it? 

− How did you plan your work in order to reach the goals set? 

− How did you face problems you encountered while reaching working goals? 

− Did you share decisions with other colleagues? 

− Have you ever led a working group? 

− Did you plan goals/objectives for you colleagues too? 

− How did you delegate tasks? 

− How did you make sure that schedules were met? 

 

Professional Skills: 

− What skills/knowledge did you acquire during your work experience? 

− Which skills do you believe are key for the desired job? 

− Which skills are already obsolete? 

− Which skills would you like to update in order to be a competitive worker? 

− What professional skills/knowledge should a worker belonging to your sector of 

work have? 

 

Mobility: 

− Do you believe job opportunities in Europe are important for an unemployed 

person?  

− Are you interested in a job opportunity in Europe? 

− What do you think could be the main difficulties you would have in a job in 

another EU member state? 

− What advantages could a European job opportunity bring about? 

− Which European country would you choose for gaining work experience? 

− How long do you think should work experience be in order to acquire the 
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requested skills? 

− What requirements do you have to meet to have the opportunity to work in 

Europe?  

ICT Knowledge: 

− Do you use a computer every day? 

− Have you obtained an ECDL?  

− Do you use the MS Office suite?  

− Besides Windows, what other operating systems do you know/use? 

− What professional software do you know? 

− How long have you used them? 

− Did you get an update on the new software useful for this specific job/task? 

− Do you have professional software on your PC? 

 

Language Skills: 

Fill in the chart for language knowledge according to the Common European 

Framework of Reference for Languages. [Levels A1/A2: Basic user – B1/B2: 

Intermediate user – C1/C2: Advanced user] 

 

Hobbies and Other Experience: 

Describe your hobbies and other relevant important experience.  

 

Driving Licence: 

Category: 
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Annex 4.11.2 

 

Europass CV 

 
 
 
 
The Europass CV is available to be downloaded from a number of websites. 
 

https://europass.cedefop.europa.eu/it/documents/curriculum-

vitae/templates-instructions 

http://europass.hu/europass-oneletrajz 

 



Annex 4.15.1 

 

(Link to the project: http://www.videocveurope.eu/index_EN.asp) 

EUROINNOVANETS.R.L. 

 

FOREWORD 

This following report describes the process of compiling the Video-CV. It would 

make sense to prepare compilation of the Video-CV using a SWOT analysis 

(identifying strengths, weaknesses, opportunities and threats), please see the 

grid at the end of Annex 4.4. 

 

Structure of the Video-CV 

The E.V.A. Model is built on three main sections: 

“Who I am”: Applicants should speak more about their personality and less 

about their education and working experience; 

“What I can do”: Since it could be very difficult to show abilities, people could 

describe and discuss their abilities; 

“Me in the Future”: This is a very important part of the Video-CV as it is used to 

identify the applicant’s objectives. 

 

Target groups 

Experts who participated in producing the Video-CV samples (in the frame of 

the V.I.D.E.O. project) and in the study phase tended to regard the Video-CV 

as a guidance tool for users and as a self-empowering tool, supporting users’ 

personal and vocational development through exploration of their interests, 

skills and personality. 

The results of the experiments, as well as recommendations by counsellors 

and tutors working in vocational guidance and employment centres of the 

countries involved in the project suggest that the Video-CV tool can be 

transferred also to: 

• Immigrants (women and men); 

• Detained people (women and men); 

• Other particularly disadvantaged people 

The Video-CV will be transferred, in the frame of the E.V.A. Project, to other 

target groups (such as young, high educated people, adult unemployed 

people) and other national contexts. 

 

Creating the Video-CV: Structure and Script Format 

Video-CVs can be useful in largely demonstrating user’s practical skills - but 

they are not limited to this function.It is also possible to use such a tool for 

describing an applicant’s abilities, even if they cannot be shown in front of 

the camera. 
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According to the V.I.D.E.O. Model, a short introduction, in which users present 

themselves, should be included. It is also possible to show some pictures 

about the applicant's past, such as certificates or some items representing the 

person. For example, in the case of immigrants from other countries, it could 

be profitable to show an item from the person’s country, which can represent 

and symbolise their context of provenance. 

 

Structure of the E.V.A. starting Model 

In detail, the Video-CV model is built on the following set of standard steps: 

1. Who I am: Providing information about users’ personal story, personality, 

education and training, previous working experiences, etc.; explaining, 

where appropriate, past work history that led the applicant to what they 

are capable of doing. Suggested duration: 30 seconds. 

2. What I can do: Specific demonstration of skills and practical abilities 

AND/OR description of abilities. Suggested duration: 1 minute. 

3. Me in the Future: Formulating expectations about the future, description of 

the occupation desired, how the user sees themselves in the future from a 

professional perspective. Suggested duration: 30 seconds. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Video-CV: 

The Standard Structure 

Who I am 

Providinginformationabout

personality, 

personalhistory, education 

and 

previousworkexperience. 

What I cando 

Specificdemonstration of 

whattheperson is capable 

of AND/OR describingskills 

and abilitiesacquired. 

MeintheFu

ture 

Describingthegeneralobje

ctives of theperson, 

thedesiredoccupation and 

formulatingthevision of 

theirprofessionalfuture. 
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SCRIPT FORMAT OF THE VIDEO-CV MODEL 

1. Who I am 

Hello. Mynameis _________________ . 

I comefrom (town/city, country). 

(providinginformationaboutpersonality, personalhistory). 

I attended (educationalinstitution). I usedtoworkas (jobtitle) or I am 

currentlyworkingas (jobtitle) forthecompany (name of 

thecompany). 

 

2. What I can do 

Practicaldemonstration of abilities AND/OR spokendescription of 

skills and abilities. 

Forspecificdemonstration, it is importanttospeak and 

explainwhiledoingtheactivity. Inthisway, 

applicantsgivethepotentialemployerwatchingtheVideo-

CVinformationaboutthelevel of 

awarenessaboutwhattheyaredoing and – therefore-

abouttheirskills. Interms of motivation, it is 

importanttoexplainwhyapplicantsdecidedtodemonstratethatspeci

ficactivity; 

theycouldbrieflysummarisetheirreasonsfortheirchoiceatthe end of 

their performance thusintroducingthenextsection(MeintheFuture). 

 

3. Me in the Future 

I wouldliketofind a job (describingbrieflybutclearlywhatkind of job, 

role and companyyouwouldliketoworkfor. Keepoptionsopen.) 

_______________ . 
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Prerequisites of Creating a Video CV 

Equipment Necessary – Setting for Recording 

To fully compile the Video-CV, the following equipment is necessary: 

− A digital camera with USB connection (DVD, VHS, etc.). The camera must be 

fixed on a tripod; 

− Video capture software; 

− Video editing software. 

− A kit of lights to illuminate the person. Standard set recommended: 

⋅ 3 lights (minimum 800 W each); 

⋅ 3 Four Leaf Barn Doors; 

⋅ 3 Professional Tripods/Light Stands; 

⋅ 1 Backdrop (light colours – white suggested) 2.7 m x 11 m; 

⋅ 1 Background Support stand for standard backdrops 2.7 m x 11 m; 

⋅ 1 reflector (white/silver). 

− PC with internet connection; 

− CD/DVD reader and recorder, word processor; 

− Directional microphone for digital camcorder; 

− Scanner (optional); 

− Silent room. 

 

Operators must have knowledge about the basic techniques of video 

recording. 

 

It is important to establish the set for recording. The subject must sit or stand in 

the centre of the light set, as shown in the illumination scheme below. 

(Illustrations and texts of this table are taken from the on-line Tutorial of Media College.com.) 

http://www.mediacollege.com/lightinh/three-point/  
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Key Light 

This is the main light. It is usually the 

strongest and has the most influence on 

the look of the scene. It is placed to one 

side of the camera/subject so that this 

side is well lit and the other side has 

some shadow. 

FillLight 

This is thesecondarylight and is 

placedontheoppositeside of 

thekeylight. It is 

usedtofilltheshadowscreatedbythekeyli

ght. The fillwillusually be softer and less 

brightthanthekeylight. Toachievethis, 

youcouldmovethelightfurtherawayoruse

somespun. 

Youmightalsowanttosetthefilllightto 

more of a floodthanthekeylight. 

Back Light 

The back light is 

placedbehindthesubject and 

lightsitfromtherear. 

Ratherthanprovidingdirectlighting 

(likethekey and fill), itspurpose is 

toprovidedefinition and 

subtlehighlightsaroundthesubject’s 

outlines. 

Thishelpsseparatethesubjectfromthebac

kground and provide a three-

dimensionallook. 
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Protocol of Use for Users 

How to Dress, Act, Move and Talk 

 

 

Applicants are asked: 

 

− To show their abilities while shooting the video; 

− To look directly into the camera; 

− To speak slowly and clearly; 

− Do not smile too much; 

− To appear natural, so it is necessary not to read while recording the video or 

to be natural while doing it. 

− To dress in a way suitable to the message, the recipient and the context to 

which applicants are referring, please consider your personality as well, how 

do you wish to appear on screen. 

 

Applicants should wear light colours and modest clothes.Applicants should 

wear a jacket only if they usually wear one. 

The paradigm "it is impossible not to communicate" is always valid, mainly 

when images are used. Therefore, it is important to control your body 

language and not to put on strange postures. Hands are useful to underline 

the hot points of an argument, but they must not communicate nervousness 

through decomposed movement. 
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Tasks of Counsellors 

 

The first step in the Video-CV creation is a guidance interview. During the 

interview with applicants, tutors need to get deep information about 

applicants’ competences and their professional needs, both to decide which 

guidance counselling pathis more suitable for them and to design their 

personal and professional profiles. 

Tutors ask applicants to talk about their personal and professional story in 

order to analyse both professional needs and future expectations together 

with them.. 

While listening to applicants’ professional story, tutors might immediately 

recognise their competences; moreover they might be able to bring to light 

applicants’ competences both certified and not documented since it is 

possible to show the latter both through a Video-CV and a digital portfolio 

through recording one or more performances of applicants.This is the reason 

why it is very important for a guidance counsellor to be aware of the 

characteristics of the so called non-formal and informal learning which is not 

certified (see table 1).  

Trainers have to recommend adequate tools for career start aiming at self-

introduction for group members: a written CV, a Video-CV or a more specific 

one like the digital portfolio.For example, in cases when applicants have the 

urgency to find a job in very short time, the most suitable guidance method is 

to provide assistance in the preparation of a traditional CV. 

In fact, designing a Video-CV as well as a digital or electronic portfolio is a 

procedure that is generally a more time consuming one compared to 

compiling a written CV: in case of a digital portfolio, it takes more time to 

select and collect the tests related to certified and not certified 

competences, while for the Video-CV, most of the time is dedicated to 

writing the script and recording the video itself. 

Another remarkable aspect that the guidance counsellor must take into 

consideration when selecting a guidance path most suitable for the user is 

the type of competences of applicants and the abilities that they intend to 

highlight.In fact, in case applicants have primarily acquired ‘high level’ skills, 

mostly certified ones, tutors could recommend preparing a written CV 

accompanied by a cover letter.Opting for a digital or electronic portfolio is 

particularly useful for users who have primarily acquired some informal 

competences, i.e. not certified ones, because such skills can be more easily 

visualised through the portfolio; this method allows tutors to support applicants 

in raising awareness of their own informal competences; ones they are not 

aware of or do not take into consideration (Ajello, Belardi, 2007, p.117). 
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The Video-CV is suitable for cases in which a few minutes are enough to show 

- through a video - competences that applicants want to highlight in order to 

find a job. An example is the video of a user that succeeds in typing a very 

long text at the computer in 60 seconds without making any mistakes.In many 

cases, appearance and communication skills of applicants are decisive  to fill 

in certain positions, e.g. in the world of show business and castings, because a 

recording demonstrates communication skills of candidates more easily. 

At the same time, this tool can be useful to support job seekers who have 

difficulties in finding a job because of their age, sex, nationality or any 

physical disability. Thanks to the Video-CV, they can demonstrate their skills 

and competences. 

 

However, before proposing the Video-CV tool to a user, it is necessary that 

the trainer is aware that visual presentation of an applicant may trigger 

unwanted bias and prejudice.Because all of the visual attributes of an 

applicant are apparent in the video, it is possible that prejudice arouses in the 

recruiter.For example, concerning gender, marital status, gender 

reassignment, pregnancy, sexual orientation, disability, ethnic background, 

nationality, religion, belief or age. 

Consent for the on-line publication of a Video-CV is required. Thus, applicants 

must give their express, written consent to on-line publication of the Video-

CV. 

No matter which guidance methodology is chosen, tutors, cooperating with 

users, have to support them towards self-empowering.  
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THE PROCESS 

PHASE 1 

� Activities and Objectives: 

The guidance path is the starting point of the Video-CV creation process. As shown 

in the scheme below, the path starts with a personal guidance interview, from which 

guidance counsellors create a relation of trust and cooperation with applicants. 

Guidance Paths, Deciding among Different Types of Guidance Paths 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The personal interview is the core of this first stage.Guidance counsellors need 

to get detailed information about users’ competences and their professional 

needs; as a result, they will have a clearer view of applicants' professional 

profiles and can recommend the most suitable tool for them. In this step it is 

crucial to decide on the best way for job seekers to present themselves then 

choose the means for it; a traditional CV, a Video-CV or a more specific time 

consuming tools like a digital portfolio. 

Through listening personal and professional stories of users, tutors might 

immediately recognise their competences; moreover they might be able to 

bring to light applicants’ competences both certified and not documented.It 

is very important for guidance counsellors to be aware of the characteristics 

of the so called non-formal and informal learning which is not certified to be 

able to select the right tools.  

PERSONALINTERVIEW 

Traditional CV 

(written) 

Video-CV Long 

lastingguidan

cepathslike 

Digital 

GUIDANCEPATH 
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Once decided if the Video-CV is appropriate, the phase devoted to 

compiling the Video-CV can be started. 
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How to Proceed: 

Analysing attitudes, motivation and capabilities of applicants, tutors and 

applicants have to evaluate together opportunities in realising a Video-CV, 

what material can be produced and included in the Video (e.g. certificates, 

pictures, others). 

 

PHASE 2 

It makes sense to show users some examples of Video-CVs available on the 

Internet.It is also necessary to explain and illustrate users the whole process of 

creating a Video-CV from planning to shooting, editing and final utilisation of 

the product. This is aimed, in particular, at motivating candidates to a mutual 

cooperation with tutors. 

Tools: 

− PC with Internet connection; 

− DVD/CD reader. 

 

Activities and Objectives: 

− Designing the storyboard and creating the structure of the Video CV; 

− Planning and deciding on items, written documents, pictures or other devices 

to be included in the Video-CV sequences; 

− Structuring the ideal set of the Video-CV. 

 

How to Proceed: 

Tutors and users have to meet in order to plan the next steps and discuss the 

details. 

In this phase, tutors have to assist users to decide together on the structure of 

the video, explaining how they will have to dress and behave in front of the 

camera. 

 

PHASE 3 

Tutors and users decide on the structure of the video in order to highlight job 

seekers' capabilities the most. It makes sense to watch some examples of a 

Video-CV available on the Internet together. 

 

Tools: 

− PC with Internet connection; 

− Paper both tutors and users. 

 

Activities and Objectives: 

To create the Video-CV 
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How to Proceed: 

− Preparing the applicant create the Video-CV; 

− Creating the Video-CV, according to what was outlined in the previous 

phase; 

− Shooting the video, and going ahead with video editing. 

 

Steps: 

During this phase, it makes sense to follow the next steps: 

1. Preparing the script: it will help applicants to focus on the key points and 

deliver the desired message effectively, in the limited time 

available.Applicants shouldn't read the script; they have to learn its structure 

during the preparatory sessions (see below). 

2. Practice Session 

3. Dressing for Success 

4. Caring about the applicant’s body language: as 80% of all communication is 

non-verbal, it is suggested to help users to look comfortable, confident and 

convincing. 

Preparation of users to recording the Video-CV is key in this phase. 

 

A preparatory session is recommended (1 day preparatory session). 

In it, applicants simulate the Video-CV sequences guided by tutors. It is 

important that users practice their role in the presence of tutors in front of the 

camera until they feel completely safe and comfortable with the camera 

and with the core competences/practical skills to be shown. Tutors must help 

applicants to overcome moments when they find it difficult to verbally express 

them-selves. 

While recording the video, it is recommended to observe the following points: 

− Lighting: Make sure that there aren't any shadows on applicants’ face/body; 

− Background: Use light colours; 

− Windows: Avoid sitting in front of them, if possible; 

− Avoid background noises: coughing, doors opening/closing, talking, etc; 

− Distance: Make sure that users are centred in the camera frame, from the 

waist up. 

 

- Scanner (optional, only necessary in case users and tutors decide to briefly show any 

certificates, pictures or other visual documents in paper format). 
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PHASE 4 

Activities and Objectives: 

On-line publication of the Video-CV, on the appropriate website 

 

How to Proceed: 

− Uploading the Video-CV to an online platform; 

− Make sure that all the information is uploaded; 

− Write the Video-CV on a DVD/CD; 

− Plan the following steps together with the job seeker: promotion 

advertisement of the Video-CV. 

 

Tools: 

- PC; 

- DVD/CD reader/writer. 

 

S p e c i a l  r e c o m m e n d a t i o n s :  users have to sign an authorisation/written 

consent for the online publication of the Video-CV as well as for the transfer 

of data (both Video-CV and written CV) to entrepreneurs 

concerned/interested in the applicants’ profile, according to the following 

sample form.  

  



 

 

Design and implementation of the Video

 

  

Who am I?

Strengths:

Values:

Studies:

Non formal activities 
realised:

Design and implementation of the Video-CV - Summary

 

What I can 
do?

Competences:

Knowledge:

Skills:

Me in the 
future!

Professional 
Objectives:
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Annex 4.15.2 

Summary 

Me in the 
future!

Professional 
Objectives:

Ambitions:
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Annex 4.19 

The Professional Project 

 
 
________________'s professional project. 

(Name) 

 

Professional Objectives: 

 Desired Job, Target Job 

(The job I’d like to do) 

Title  

 Which sectors and companies am I interested in? 

Brief description  

 

 Where would I like to work? 
(Geographical location, type of company, etc.) 

Detailed description  

 

 

 

 

 

 

 

 Type of employment, conditions 
(Employee, self-employed, timetable, mobility, etc.) 

Detailed description  
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Parts of my professional profile corresponding the job desired (target job) or its 

related sectors: 

- 
 
- 
 
- 
 
- 
 
- 
 

 

Resource analysis: 

Resources Existing competences 

Key competences 
 
 
 
 

 

Knowledge 
 
 
 
 

 

Skills 
(Communication, working in team, 

etc.) 

 

 

 

 

 

Resources from non-formal areas 
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Annex 4.20 
Assessing the Proximity between the Professional Profile and Objectives 

Annex 4.21 

Current Professional Profile Desired Professional Profile 

Learning/ 
Training Path 

 
Learning/ 

Training Path 

 

Competences 
Acquired: 

Job-related 
(Technical) 

 
 
 

ICT 
 

 
Linguistic 

 

Competences 
Required: 

Job-related 
(Technical) 

 
ICT 

 
 
 
 

Linguistic 

 

Knowledge  Knowledge 

 

Skills  Skills 

 

What is your gap? 

 Competences Knowledge Skills 

Irrelevant 
distance 

 
 
 

  

Minimal 
distance 

 
 
 

  

Average 
distance 

 
 
 

  

Quite large 
distance 

 
 
 

  

Large 
distance 

 
 
 

  

This ‘Self-Assessment’ should be done, with the assistance of the trainer. 
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Individual Action Plan (IAP) 

 

Name _________________________ Last Name ___________________________ 

Sex: □ M □ F 

 
My Objective:  

Activity 
description 
 

Duration 
 

Notes / 
Considerations 

Start End 

 
Tailored 
training 
 
 

 
Step 1 

     

 
Step 2 

     

 
Step 3 

     

 
…… 

     

 
Job search 
 
 

 
Step 1 

     

 
Step 2 

     

 
Step 3 

     

 
……. 

     

 
Further 
actions to 
achieve 
the 
objective 
 

 
Step 1 

     

 
Step 2 

     

 
Step 3 

     

 
Step 4 

     

 
…….. 

     

What problems am I likely to face? What will I do to overcome them? 
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Annex 4.22 

 

Identifying Priorities 

 

The horizontal axis 'x' reflects importance and the vertical axis 'y' represents 

urgency (both starting from low to high). 

The person has to determine which category their tasks fall into: 

- Urgent and important at the same time; 

- Important but currently not urgent; 

- Urgent but not important; 

- Neither urgent nor important. 

 

 

Visualising the above: 

 

 
 
 

 
 

Not important 

Urgent  
 
 

 
 

Important 

 
Delegate it (to 

others). 
 
 

 
Do it now. 

 
 

 
 

Skip this one. 
 

 
 

Schedule it. 
 

Not urgent 
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Module 4 - Cross Reference Table 

 

Activity 
Number 

Name of Activity Duration Activities Directly 
Connected 

4.1. Introduction as Groups 
 

20 minutes 4.2.;  

4.2. Explanation of the Portfolio 
of Competences 

50 minutes 4.3.; 4.4.; 4.5.; 4.6.; 

4.3. Identifying competences 
and skills according to 
Professional Profiles 

60 minutes 4.4.; 4.12.; 

4.4. Implementing the Portfolio 
of Competences 

120 minutes 4.5. 

4.5. Selecting Suitable Working 
Sectors to Present the 
Portfolio 

60 minutes 4.4., 4.6.;  

4.6. Evaluation 60 minutes 4.3.; 4.4.; 

4.7. Collecting Possible 

Companies for Job-

Seeking 

60 minutes 4.8.; 

4.8. Information about 
Employers 

60 minutes 4.7.; 

4.9. What Makes Me Capable 
of Doing This Job 

60 minutes 4.15.; 

4.10. Familiarising with the Idea 
of Speculative Job 
Application 

50 minutes 4.11.; 

4.11. Writing a CV for Interviews 
with Potential Employers 

120 minutes 4.10.; 4.12.; 4.13.; 

4.12. How to Write a Cover 
Letter 

120 minutes 4.11; 4.13.;  

4.13. Opportunity to Address 
Employers on the Phone 

120 minutes 4.15.; 

4.14. Getting Prepared for an 
Interview, Dress-Code, 
Code of Conduct, Possible 
Interview Questions 

120 minutes 4.15.; 

4.15. Planning a Video-CV 120 minutes 4.19.; 

4.16. Finding the Truth 30 minutes 4.17.; 

4.17. The Professional Dream 60 minutes 4.16.; 4.18.; 

4.18. Generating and 
Strengthening Motivation 
for Job-Seeking 

60 minutes 4.17.; 4.19.; 

4.19. Project Plan Compilation 90 minutes 4.20.; 

4.20. Evaluate the Proximity of 
Professional Objectives 

180 minutes 4.22.;  

4.21. Outlining Tasks to Achieve 
Objectives 

120 minutes 4.22.; 
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4.22. Identifying Priorities 20 minutes 4.20.; 

4.23. Breaking Down Substantial 
Steps Into Smaller/Easier-
to-Do Actions 

20 minutes 4.22.; 4.24; 

4.24. Keeping Record of 
Progress 

20 minutes 4.23.; 
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Useful Websites 

 

Labour Market related Links in the UK 

 

http://www.scie.org.uk 

Contains useful TV clips/resources on social care policy used in the UK. 

 

http://www.skillsforcare.org.uk/Careers-in-care/Careers-in-care.aspx 

This link provides useful information on jobs and employment in health and social 

care sectors. 

 

https://vinspired.com 

A website aimed at young people wishing to gain voluntary experiences during 

study. 

 

Volunteering – https://do-it.org/ 

NHS volunteering under the ‘Work here’ tab: 

http://www.nuh.nhs.uk/ 

 

Researching Jobs and Careers 

https://nationalcareersservice.direct.gov.uk 

Particularly useful is Job Profiles section under the ‘Career 

Tools’ tab. Find out what qualifications are needed to get in. 

There’s also a CV builder and a chance to assess current skills. 

 

https://www.healthcareers.nhs.uk 

Explore the variety of careers available in the NHS. 

This link provides lots of information and advice on finding jobs 

and training. 

 

  



 

 
304 

 

Job Search Sites 

Regional search for NHS jobs under ‘Browse Jobs’ tab. 

Local NHS jobs under the ‘Work here’ tab: http://www.nuh.nhs.uk/ 

Universal Jobmatch  www.gov.uk/jobsearch 

Nottingham Evening Post online  http://www.nottinghampost.com/jobs 

 

Jobs Board Sites (gather vacancies from other sites) 

www.monster.com 

www.totaljobs.com 

www.indeed.co.uk 

 

Apprenticeships 

http://www.apprenticeships.gov.uk/ 

http://www.centralnottingham.ac.uk/learner-apprenticeships.aspx 

 

 

Labour Market related Links in Austria 

 

https://www.sozialministerium.at/siteEN/Labour_Disabilities/Labour_Market/La

bour_market_policy_in_Austria/ 

In pursuit of the national active labour market policy and the government 

training guarantee scheme, the Austrian National Employment Service (AMS) 

offers various measures aimed at unemployed persons. The homepage 

summarises latest labour market issues and trends as well as up-dates to the 

active labour market policy in Austria. 

 

http://www.bildungssystem.at/en/second-chance-education/ 

This homepage gives an overview over the Austrian education and training 

system. You can find a very good description of the system, that is underlined 

by a graphic presentation. In specific you can find information on the so-

called “second-chance” education that is targeted to adult persons that 

have not completed a training yet. 

 

http://uil.unesco.org/fileadmin/keydocuments/LifelongLearning/en/austria-

2011-abstract-lll-strategy.pdf 

This homepage summarises the Austrian strategy on Lifelong Learning. The 

strategy implements a comprehensive set of train courses, leading to 

increased employability and certified qualifications.  

 

https://www.sozialministerium.at/siteEN/Labour_Disabilities/Labour_Market/La

bour_market_policy_in_Austria/Service_for_job_seekers_and_companies/ 
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This page from the Ministry of Labour and Social Affairs provides services for 

job seekers and companies.  

 

http://erwachsenenbildung.at/ 

This page is Austrian official page for adult training. It gives an overview over 

the structure and legal texts as well as an insight for trainers as well as trainees 

on lifelong learning and adult training.  

 

https://www.ams.at 

This is the homepage of the Austrian Employment Service (AMS). It provides 

information upon labour market issues and in specific information for job 

seekers as well for companies.  

 

 

Labour Market related Links in Hungary 

 

http://eletpalya.munka.hu/ 

National Career Guidance portal: a website for career guidance and 

providing information. Visitors to the website are provided labour market 

questionnaires, movies showing trades and extensive information. 

 

https://www.felvi.hu/ 

The official website for those applying to higher education. People interested 

can obtain information about different universities, their programmes and also 

application procedures. Brief descriptions of trades advertised could be 

absolutely essential during group sessions. 

 

http://szakkepesites.hu/abc_index.html 

Names and descriptions of trades in the National Trade Register (OKJ). 

 

Labour market portals: 

https://vmp.munka.hu/ 

 

http://www.nyugatrmk.hu/ 

The website of Employment Department of the Government Agency of 

County Vas. 

Job-seekers are provided information about services, support and vacancies.  

Besides, there is also information for employers about issues concerning them; 

e.g. job matching, support schemes, employment of foreign workers.  
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http://digitalia.lib.pte.hu/books/vamosi-tamas-munkaero-piaci-ismeretek-

pecs-pte-feek-2013/pdf/vamosi-tamas-munkaero-piaci-ismeretek-pecs-pte-

feek-2013.pdf 

 

http://old.ektf.hu/hefoppalyazat/tanszemfejl/clkitzs_a_plyaorientci_fogalma_j

ellegzetessgei.html 

Labour Market related Links in Italy 

 

http://romalabor.cittametropolitanaroma.gov.it/ 

RomaL@bor is the official communication tool of the Province of Rome 

completely dedicated to jobs. 

The platform makes available all the information about job vacancies, activities 

developed by the Job Centres towards citizens, people with special needs and 

firms. The aim is to provide a real promotion of the employment services in Rome. 

 

https://www.portafuturo.it/ 

PortaFuturo is an innovative service co-funded by the European Social Fund 

to ease the job matching  

The services provided are: 

− Scholar guidance; 

− University guidance; 

− Vocational guidance; 

− Traineeships and apprenticeships activations; 

− Life-long learning; 

− International Mobility; 

− Self-employment; 

− Labour trainings for migrants; 

 

http://www.cittametropolitana.milano.it/sintesi/portale/index.html# 

Sintesi allows the integrated access to the information related to the labour 

market services and the management activities performed by the Provinces. 

It represents the territorial interface of the National Informative System 

implementing the decisions of the Ministry of Labour. 

It coordinates the management of the employment services of 18 Provinces 

of Lombardia and Puglia Regions 

 

https://www.cliclavoro.gov.it/Operatori/Centro-impiego/Pagine/default.aspx 

Cliclavoro collects all the information provided by the Italian Regions and 

Provinces as point of references for job seekers. 

The services provided are: 

- Guidance for the integration in the labour market; 
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- Labour market programmes at regional and provincial level; 

- Promotion of entrepreneurship; 

- Employment ventures for vulnerable citizens; 

- Monitoring activities; 

 

http://www.cittametropolitana.bo.it/lavoro/Engine/RAServePG 

Lavoro provides the information and services available for the job matching 

of the Province of Bologna. 

 

http://www.cittametropolitana.torino.it/cms/lavoro 

Lavoro provides the information and services available for the job matching 

of the Province of Turin. 

 

http://www.italialavoro.it/wps/portal/homepage/!ut/p/b1/04_Sj9CPykssy0xPL

MnMz0vMAfGjzOJdzL3dPc08zA0tjP0NDDzNTU29_Sz9DA1MjIAKIoEKDHAARwNC

-

sP1o8BK8Jjg55Gfm6pfkBthoOuoqAgAGSLADQ!!/dl4/d5/L2dBISEvZ0FBIS9nQSEh

/ 

Italialavoro is the instrumental entity of the Ministry of Labour and Social Policy 

for the promotion and management of labour policies activities, employment 

and social inclusion. 

It plays the role of technical body supporting local authorities in order to 

implement labour active policies. 

The actions provided face the long-term unemployment in particular trying to 

address social actions towards the most vulnerable people and to territories 

with high unemployment rates. 
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Feedback from Participants and Group Leaders of the Pilot Training Delivered Based 
on the Training Material 

 

 
 

Quotations from Participants 
 

May we please have more details about technical requirements for the 

Video-CV? We deemed contents incredibly useful. 

I will be more careful keeping in mind what an employer really need from a 

potential employee. 

I really appreciated the guidance provided. 

The job shadowing was amazing, it is extremely useful to observe the real 

working time and the numerous tasks carried out at the same moment. 

The phone interview has been more difficult than I thought. It is really hard to 

bring out your knowledge when you can’t see your interlocutor. Now I am 

able to use some tips to avoid embarrassing moments during the interview. 

The motivation and networking activities made me aware of my concerns 

about the future. Now I can work better with the others having participated in 

our group activities. 

 

Quotations from Trainers 

 

„The training gives the possibility to avoid incomplete orientation processes.” 

Manfred Bergauer 

The long duration of the training has a big advantage to work on an 

individual basis with participants.” TanjaKuschej 

Experiences in non-formal settings were possible. Manfred Bergauer 

In summary MafredBergauer and TanjaKuschej said that the training gave the 

possibilities to:  

- Work on competences, skills and interests of participants; 

- Individual mobility and self-reliance regarding professional target and visions; 

- Development of good group dynamics and teams; 

- Development of new perspectives; 

- Discuss role expectations; 
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- Strengthening of social competences; 

- Development of short, medium and long targets / perspectives. 

 

"Sceptical participants became more believing and motivated for the end of 

the first week. Good working atmosphere was created so group members 

enjoyed attending the sessions. After a while, group members started to give 

increasing support to each other." KARDOS, József 

 

"Through the Employment Department of the Government Agency of County 

Vas, we have been fortunate enough to have implemented a job-shadowing 

section after the training where participants were provided tailored support. 

This made group members easier to achieve their labour market objectives. (8 

people have found employment within 1 month after the training.) It makes 

sense to integrate the training in to more complex projects." KARDOS, József 

 

Observations from Italian Trainers 

There are many ways to present your educational and vocational path to an 

employer. The choice depends on the working environment and the type of 

organization you are keen to win over. 

When you don't have anything concrete to work towards and nothing to 

focus on you have to set little goals in a timeframe. This will keep your mind 

focused on the things that are important and keep you feeling positive about 

your future. 

You have to identify the distance between the competences demanded by 

your desired work sector and the ones you currently own. Being aware of your 

own weaknesses is the only way to overcome them. 

"Be the one to report your progress to." You’ll be more likely to keep on task if 

you learn to self-assess. Transferring knowledge related to this view, which 

many participants integrated into their way of thinking, is what represents the 

greatest achievement.  
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