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I. WhomeN Project  

The main objective of the WhomeN Project is to offer adult women at risk of social exclusion – 

migrants, refugees and women over 45 possibilities to increase their individual and general skills. 

 
The intention is to help them to improve their qualifications, and thus their level of employability 

It is important to enhance their ability and desire to take an active and engaged part in society. 

The WhomeN Project uses innovative methodology of skills recognition that encompasses 

transversal and soft skills. This project is based on a protocol for the self-assessment of skills and 

competences as established on the EU guidelines (for validation and recognition), ECVET and 

EQAVET tools. 

Recent studies have shown that soft skills became as important as hard skills when looking for a 

job. Recently soft skills are considered, integrated, recognised and valued in our society. 

Validation is particularly important in adult education and training and supports lifelong 

learning. 

The EQVET Working Group on: Supporting adult learning, continuing VET and soft skills 

development (2015) stresses the importance of soft skills for job performance, and employers 

expect that candidates possess both. 

WhomeN project arises from the need to develop new approaches aiming at the construction of 

professional competence of women at risk of social exclusion. The proposal is to develop new 

methodologies and a protocol based on the recognition of women's knowledge and capabilities, 

which are acquired in different spheres of life (formal education, labour experiences and life 

experiences) according to EU guidelines for validation and recognition, ECVET and EQAVET tools. 

This will allow a further professionalisation of occupations commonly carried out by women at 

risk of social exclusion (as for example Personal Household Service, hotels, restaurants and 

caterings (HORECA and others), and a better integration of these women that develop these jobs 

without official professional qualification but with a lot of experience and competences. Therefor 

the WhomeN Project protocol provides real support for women with a full breadth of experience 

and competences who are working without any official professional qualification. 

Following this fact and in order to facilitate social inclusion of adult women, the project focuses 

on transversal skills and soft skills. 

WhomeN Project will elaborate a training program for adult education professionals. This 

training will be tailored to learn about the evaluation of skills and competences based on EU 

guidelines for validation and recognition, ECVET and EQAVET tools. 
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The key component of this project is to help trainers in their daily work to detect soft skills that 

could help women to improve their transversal skills and complete their professional process of 

social and cultural integration. 

We believe that the WhomeN Project is a high added-value project to generate consensus on a 

protocol and more effective tools to evaluate soft skills. Women at risk constitute the target 

audience, and soft skills will be the unifying element to facilitate them new job opportunities and 

development. 
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II. How to use WhomeN Protocol  

The objective of this protocol is to: 
 

facilitate the identification and evaluation of soft skills 

share tools and methods to teach/learn and/or consolidate soft skills; 

contribute to new professional orientation and integration strategies that are effective in 

building value on formal and informal learning and that connects them with formal 

education and skills recognition 

We recommend reading the “Qualitative study on training needs of Women at risk of social 

exclusion”1, compiled by the partners of WhomeN Project. It was a fundamental step for a better 

understanding of our target group – migrant women, refugee women and women over 45 and 

to choose appropriate approaches to interact with these women. 

This protocol integrates all the activities regarding: 

 
the approach and tools to support women at risk of social exclusion to foster their social 

skills and enhance their professional integration 

the support of professionals working with the target groups considering soft skills 

recognition 

The first feature you can find in this Protocol is a description of the target groups who are 

addressed by this methodology. On the one hand it is designed for women at risk of social 

exclusion, mainly migrant and refugee women, women over 45 years old and women from rural 

areas (chapter III.1.). On the other hand, persons and organisations can benefit from this protocol 

in their professional activities and socio-professional intervention (chapters III.2. and III.3.). 

In this protocol you can find useful information about the importance of acquiring and 

recognizing soft skills in adult education (AE), especially when talking about women and what 

they learn in non-formal or informal context (chapter IV.). 

Transversal skills and corresponding soft skills considered as important for the employability of 

the target group are also presented and described. (chapter VII.). 

Before entering the practical tools and instruments, the WhomeN approach to recognise soft 

skills and to make use of this recognition for further progress of women is presented (chapter 

V.). 

 
 
 
 
 
 

 
1 Both full version and summary are available online https://whomen.eu/project-products. 

https://whomen.eu/project-products/
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In parallel, guidelines to assure respect for gender equality and intercultural respect are 

described specifically to support reflection of professionals during their pedagogical work with 

the target group (chapter VI.). 

A tool for self-assessment of soft skills is a core aspect of the WhomeN Protocol (chapter VIII.) 

Available at WhomeN’s Platform2 it can be completed online in several languages using a 

mobile device or a computer in one session where it will obtain a relevant score and certificate 

on this evaluation. After a training process or improvement of professional experience it can 

be done again and compared with the previous score to highlight how women have improve 

their soft skills and transversal competences. 

The self-assessment tool can be used by organisations and professionals supporting 

disadvantaged women in their professional integration and development in several situations: 

as an individual reflection by these women, as part of an interview or of a monitoring session 

and even within a group exercise. 

The tool will help to map the soft skills women hold. In further steps it can be used as a basis to 

offer further support and recommend next steps. It will facilitate the work of professionals. For 

the target group processes will be more transparent: The advices and recommendations can be 

better contextualised. Their training needs will be more visible as well as the training 

opportunities that serve them best. It will be easier to identify those jobs they can expect to find 

and what to look for, but also what they miss to reach the jobs they aspire. Most of all, it can 

even serve to build their cases when sending them to formal training or professional skills 

recognition as their profiles, experiences, competences and soft skills are mapped. 

The platform includes other features for quality intervention strategies available in several 

languages to support professionals: 

useful employment, training and integration resources for women in Bulgaria, Germany, 

Italy, Latvia, Portugal, Romania, Slovenia, Spain, available in national languages and in 

English 

information and presentations of transversal and soft skills within Whomen Protocol 

user guide for self-assessment tool 

curriculum and pedagogic material for adult education professionals 

cultural diversity and gender equality guidelines 

curriculum and training courses program for women 

 
Finally, training curricula for professionals and women at risk are available. 

 
 
 
 

 
2
 http://www.whomenplatform.eu/ 

http://www.whomenplatform.eu/
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III.1. Adult women at risk of social exclusion 

 

 

On one hand we developed and tested a five-days-training-course proposal for professionals to 

get them closer to the target groups’ reality, to the skills they should foster and to the methods 

they can use to work with these women. (chapter X.). 

On the other hand, there is a pilot training curriculum for women at risk of social exclusion for 

the duration of 25 hours. It was implemented within Whomen Project and improved for its 

publication in the Protocol. (chapter IX.) There is also a list of detailed methods and approaches 

and good practices from mentoring to role play as essential parts of the curricula. (chapter XI.) 

We sincerely hope you find this Protocol useful. All your comments and feedback are very 

important to us. Please send them to whomenproject@gmail.com 

 

III. Target groups of the Protocol  

The protocol should support first of all the work of professionals of: 

 
National authorities responsible for reception and integration of refugees 

Reception centres 

Employment assistance services 

Education and training advisers 

Social services 

Non-governmental organizations and charities offering services to women, migrant and 

refugees 

 

 

Adult women at risk of social exclusion (migrant women, unemployed and long-term 

unemployed women, young women with a low level of education, single mothers, and women 

over 45 years old with low levels of education). 

Across the EU, employability is a concern for people in general and more particularly for people 

with a low level of formal education. Statistics on European level of 2017 show that the 

employment rate of people with a low level of formal education, compared to those with a 

medium or high level of formal education, is below average in the EU – 55,6 % employment rate 

for low level of education, 75,7% for medium level of education and 85,3 % for high level of 

education. In addition to having a lower probability of finding a job, persons who have lower 

secondary education were also hit the hardest by the crisis. The employment rate for this group 

fell by 5.1 p.p. between 2007 and 2013 at European level. The corresponding number for those 

with a medium level of education was 1.7 p.p., and for those with a high level of education 1.8 

p.p. 

In that context, women are an especially vulnerable group. They face several difficulties in their 

socio-professional inclusion process: 

mailto:whomenproject@gmail.com
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III.2. Professionals involved in Adult Education 

III.3. Adult education organizations 

 

 

the lack of job qualifications or, particularly in the case of refugees or migrants, failure to 

recognise their previous qualifications due to the lack of a system for the equivalence of 

diplomas 

the isolation of women with large families, whose time is taken up by household tasks 

 
the obstacles generated by their low qualification and experience and their non-formal 

learning 

low training and professional qualifications and difficulties by the recognition of 

qualifications which limit the access to specialised jobs 

work in economical and contractual precarious situations 

 
In order to enhance social inclusion of women by recognition and validation tools, it will be 

necessary to consider not only basic skills and competences but transversal skills that facilitate 

the development of new abilities. 

 

 

As explained above there is a need to implement new strategies to enhance the employability 

and integration of women at risks of social exclusion, employed or unemployed with a low level 

of education. Adult educators are people who can deliver a direct and positive action for this 

population in order to develop required competencies. 

At the same time, these educators, who primarily know their area of expertise need to be trained 

in order to learn how to identify soft skills and contribute to a rethink in adult learning. 

 

 

Adult Education providers (public and private) might be interested to be introduced to a set of 

tools they can be used in different environments. These tools can be used to help unemployed 

persons to enter the labour market. 

Education institutions, universities, vocational education and training (VET) providers and other 

providers of adult education, employment agencies, NGOs and public services that operate in a 

given region need to be involved and coordinated — and the same is true for businesses. 

Therefore, the territorial dimension must be taken into account when designing and 

implementing arrangements for the validation of non-formal and informal learning. It is 

important that education institutions and businesses are open and adapt to the new 

circumstances created by the recognition of non-formal and informal education, and to utilise 

the new possibilities and opportunities that they provide. 
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IV.1. European context for skills recognition 

 
 

IV. The importance of skills recognition  
 

 

The Council Resolution on a renewed European agenda for adult learning (2011/C372/01) explains 

that there is a need for adults to regularly enhance their personal and professional skills and 

competences to face consequences of the economic crisis. With the current instability in the 

labour market and the need to reduce the risk of social exclusion in mind, this applies particularly 

to the low-skilled and the low-qualified people. 

The “Opinion of the Committee of the Regions (CoR)— Recognition of skills and competences 

acquired  by  non-formal  and  informal  learning”  (2015/C019/16)  highlights  the  importance  of 

validating skills acquired by non-formal and informal learning in the context of lifelong learning. 

Article 3. Skills and competences are acquired not only through formal education but also 

through learning which takes place outside this formal framework. This involves the informal 

acquisition of a given competence during the course of an individual’s life which is not linked to 

any formally recognised and validated qualifications. Such skills may, for example, be acquired 

during the course of housework, workplace-based learning, help on a farm, caring for older 

people, the sick, children, etc. 

The CoR stresses the importance of acquiring the widest possible cross-cutting skills, and the 

role of these skills in cooperation between formal, non-formal and informal education and the 

labour market. In addition, it draws attention to the important role of key stakeholders operating 

outside the formal education system who have a vested interest in or are directly involved in 

recognizing and validating skills acquired outside the formal system and emphasises the need to 

establish common quality frameworks for learners’ traineeships. 

The EQVET Working Group on: Supporting adult learning, continuing VET and soft skills 

development (2015) stresses the importance of soft skills on job performance, and employers are 

requiring that candidates possess both. 

For the accreditation issue, there is no agreement about a universal set of indicators for 

measuring soft skills acquisition. Little information is available concerning credit-based 

qualifications in adult education and training. 

Validation is particularly important to adult education and training and as a way to support 

lifelong learning. The EQVET Working Group states that it is important to consider which 

methods to use for the assessment and/or recognition of soft skills by Adult Learning (AL) 

providers, employers and learners themselves (self-assessment). The measurement of soft skills 

should lead to a rethinking of assessment approaches, i.e. rather than focus only on the 

assessment of knowledge and hard skills, both the hard and soft sides of learners’ performance 

should be measured if AL learning success is truly to be gauged. 
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IV.2. The importance of recognition of soft skills in the 

European Union 

 

 

WhomeN project set a protocol for adult education professionals in order to promote the 

evaluation of soft skills (based on EU guidelines, ECVET and EQAVET). The professionals have the 

skills and competences to support this specific group of women. But often they don´t have a 

guide for recognition and validation to help these women to get their soft skills recognition. Our 

protocol will allow adult education professionals to make this possible. 

Within the project, this effective protocol of competences recognition and enhancement was 

created to support women at risk of social exclusion in partner countries. Thanks to a European 

cooperation established by an appropriate mix of complementary organizations coming from 

different fields but sharing characteristics and objectives, this protocol introduces new 

methodologies and tools to simplify the process of identification, assessment and development 

of soft skills and their transfer to the labour market context. 

 

 

The recognition of qualification is a difficult process in the EU now-a-days. There is a need to 

design an accredited curriculum of soft skills for unemployed adults. Within this curriculum it is 

necessary to include groups at risk of social exclusion and within them, migrant or refugee 

women and women over 45 ages. WhomeN Project wants to reach this concrete objective. 

WhomeN Project designed a training methodology based on concrete individual needs of soft 

skills of these groups of women. In addition, a tool for diagnostic and self-assessment of soft 

skills is required to identify which soft skills and competences are mastered and which of them 

have to be improved in order to assure better job opportunities. 

Furthermore, it is also important to raise awareness of managers in adult education, women 

organisations and companies about the importance of these programs. Special attention should 

be paid to the training of employment counsellors, mentors and human resource development 

staff. The improvement of technical competences of professionals working with adult learners is 

a key success factor for developing soft skills of unemployed people, who are looking for a job. 

The evaluation of soft skills of women at risk of social exclusion is indispensable. Soft skills 

assessment practices and tools show well-established processes based largely on self-assessment 

models. However, any process of recognition / certification is linked to them. 

After self-assessment of soft skills, women at risk of social exclusion should receive an 

appropriate training to strengthen those skills that are missing and those that are most adequate 

to what the labour market demands. 

As this project extends to the European level, the protocol and the self-assessment tool must 

meet the following requirements: 

realisable in all EU countries, not just in the partner countries of this project. Indeed, we wish 

to influence other countries to use this tool in the future. 
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follow a quality assurance system because the tool should be linked to a process of formal 

recognition at European level in the future. 

Non-formal and informal work experiences and within them soft skills, should have their own 

valid recognition process. This process should follow European guidelines for validating non- 

formal and informal learning by Cedefop. The guidelines conclude with a summary of the 

interconnected steps necessary to establish functional validation arrangements. The central 

message of the guidelines is that validation is about making outcomes of non-formal and 

informal learning visible and attributing them the appropriate value. 

 

 

 

 

Source: Cedefop (2015). European guidelines for validating non-formal and informal learning. Luxembourg: 

Publications Office. Cedefop reference series; No 104. http://www.cedefop.europa.eu/files/3073_en.pdf 

http://www.cedefop.europa.eu/files/3073_en.pdf
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V.1. The approach 

V.2. WhomeN and ECAVET approach 

 
 

V. WhomeN Protocol  
 

 

The main objective of WhomeN project is to create an effective protocol for the assessment, 

recognition and improvement of soft skills and personal competences of women at risk of social 

exclusion. The protocol will be available in an interactive tool where trainers and women can 

evaluate personal competences and soft skills according to several parameters following the 

requirements established in European guidelines for validation and recognition, ECVET and 

EQAVET tools. The EQAVET Quality Assurance reference framework for vocational education and 

training provides the methodology which supports the process of the development of the 

protocol. 

The development of the protocol implies different phases where experts, trainers and people 

who provide and organise adult education collaborate in a strategic transnational partnership. 

Each of the partners has an essential and necessary role in the production of the protocol. 

The expected impact of the protocol is to include different target groups of women at risk of 

social exclusion. This impact will be achieved by the creation of an interactive tool for 

practitioners to implement the protocol. Also, transferability is guaranteed by the interactive tool 

which will be accessible for experts, employment advisers and adult education trainers. Women 

who need support will be able to complete the process by self-assessment and recognition of 

their competences. The protocol will be public and disseminated on national and European 

platforms and websites. 

 

 

Whomen Project has chosen to follow the EQAVET (https://www.eqavet.eu/ ) recommendations 

for providers. EQAVET offers VET providers a straightforward way to monitor and improve the 

quality of their provision. It is based on the four-stage cycle. We adapt for Adult Education 

providers. 

Stage 1: Planning. Set up clear, appropriate and measurable goals and objectives in terms of 

policies, procedures, tasks and human resources: 

Explicit goals/objectives and targets are set and monitored, and programmes are 

designed to meet them. 

Ongoing consultation with social partners and all other relevant stakeholders takes place 

to identify specific local/ individual needs. 

Providers plan cooperative initiatives with other adult learning providers and other 

relevant stakeholders. 

Whomen project began with a research study and a quality plan to control all phases 

and achieve necessary results. 

https://www.eqavet.eu/
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The evaluation plan includes internal and training instruments as well those designed to 

evaluate women’s soft skills before and after the pilot implementation of the protocol. 

Stage 2: Implementation. Establish procedures to ensure the achievement of goals and 

objectives: 

Human and material resources are well calculated. 

Relevant and inclusive partnerships, including those between teachers and trainers are 

explicitly supported to implement the actions planned. 

Adult education providers’ programmes enable learners to meet the expected learning 

outcomes and become involved in the learning process. 

Adult education providers respond to the learning needs of individuals by using 

approaches of pedagogy and assessment which enable learners to achieve the expected 

learning outcomes. 

Adult education providers use valid, accurate and reliable methods to assess individuals’ 

learning outcomes. 

 
Stage 3: Evaluation. Design mechanisms for the evaluation of achievements and outcomes 

by collecting and processing data in order to establish informative assessments: 

Evaluation and review of the collected data and adequate and effective mechanisms to 

involve internal and external stakeholders. 

Regular self-evaluation (early detection of deviations): Evaluation integrates both 

processes and results. Trainees' satisfaction as well as staff satisfaction and performance 

are taken into account. 

Stage 4: Review. Develop procedures in order to achieve the intended outcomes and / or 

new objectives: 

Learners’ feedback is gathered on their individual learning experience and on the learning 

and teaching environment. Together with teachers’, trainers' and all other relevant 

stakeholders’ feedback this is used to plan further actions. 

Procedures on feedback and review are part of a strategic learning process in the 

organisation, support the development of high-quality provision, and improve 

opportunities for learners. 

Source: © European Quality Assurance in Vocational Education and Training (https://www.eqavet.eu/ 

https://www.eqavet.eu/Eqavet2017/media/Documents/Explanatory-brochure-on- the-EQARF-

indicators.pdf) 

Because there are different recognition systems at formal level in the different project partner 

countries which you can find in WhomeN Qualitative Study on training needs of women at risk 

of social exclusion we recommend this protocol and its tools. 

By the time women became aware of their soft skills, they have the possibility to improve them 

with the support of trainers and pedagogues and can get a certificate to recognise their personal 

https://www.eqavet.eu/
https://www.eqavet.eu/
https://www.eqavet.eu/Eqavet2017/media/Documents/Explanatory-brochure-on-the-EQARF-indicators.pdf
https://www.eqavet.eu/Eqavet2017/media/Documents/Explanatory-brochure-on-the-EQARF-indicators.pdf
https://www.eqavet.eu/Eqavet2017/media/Documents/Explanatory-brochure-on-the-EQARF-indicators.pdf
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competences and professional experiences at non-formal level. In addition, it serves as a basis 

to issue personalised advice for further steps towards labour market integration (e.g. a referral 

to authorities dealing with the recognition of diplomas, validation of skills, language or other 

training or employment support). 

WhomeN protocol supports all this process by the following sections, available in this protocol 

and at the Whomen project website (https://whomen.eu): 

Curricula and pedagogic material for trainers on necessary soft skills for women at risk of 

social exclusion 

Guidelines on how to implement WhomeN protocol. 

Guidelines to introduce cultural diversity and gender equality in WhomeN Protocol 

Curricula for pilot implementation of the protocol: Training courses curricula on soft skills for 

women at risk of social exclusion. 

 

VI. Gender Equality and intercultural aspects guidelines  

In a training process involving women, it is very important to take in consideration and apply a 

gender and intercultural approach. 

A gender approach starts from some premises: 

 
Women live in a disadvantaged role in all societies because of patriarchal cultures. 

Patriarchies are complex systems of regulations, beliefs and social norms that define the 

roles that men and women have to play in the society. They have an enormous influence on 

the construction of a model of society and determine and perpetuate the social roles that 

women and men have to play in society. 

Biological differences between the sexes have a social significance and pertinence 

characterised by an asymmetrical and dichotomised relationship between men and women, 

which denies the existence of other genders. Men and women are thus naturalised socio- 

economic constructs. Men and women play different roles in society. Their relationships are 

based on historical, religious, ethnic, economic and cultural determinants, which are always 

governed by opposition and asymmetry in a disfavor of women. 

Women generally have different social roles in societies: reproductive, productive and 

communitarian roles. At the World Conference on Women held in Beijing in 1995, recognition 

of the reproductive labour of women was an important issue, raising questions on the 

multiple and invisible roles of women. The financial value of women's labour to survival and 

to what can also be called the everyday economy, the economy of living, must be calculated, 

made visible, and analysed in terms of gender (reproductive role). Women also have a role in 

productive labour, which, in some contexts, especially within the family economy, goes 

unrecognised because it is often managed by the husband, father or brother or it is used to 

https://whomen.eu/
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satisfy to the many family needs and not to foster the public role and career of women. Along 

with these roles in reproduction and production, it is also important to take into account 

another role that is less visible and less considered - the role of taking care of the community 

and community policies in order to secure and manage collective consumer goods and 

respond to the collective needs of the neighborhood or the community. This role enables 

women to gain skills in managing public affairs and social mediation, an overview of shared 

assets. It also expands their horizons beyond the home and the family towards the 

neighbourhood and the entire community. This role is typically seen as an extension of 

women's reproductive role and, since it is not remunerated and is carried out in their free 

time, goes unseen and is contrasted with the formal political organization of the community, 

which is usually conducted by men. For men, this role is usually recognised directly or 

indirectly by a salary and/or status and power. Considering this triple role means also to take 

in consideration its inter-dependencies as well as seeing the value and innovation of these 

roles. An economical role of women that is detached from the value of relationships is distant 

from the strategic needs of society. Furthermore, the reproductive role of women should not 

be reduced merely to a private role, but rather it raises the issue of care in public policy and 

strongly highlights the question of welfare in relation to the rights of citizens and the 

economy. When listening to women, they always talk about this complexity, the 

interrelationship between different levels, and this interrelation changes accordingly to the 

belonging culture. This sexual division of labour limits the autonomy of women, their 

possibility of investing in their professional lives and their availability of time. This means, 

for women the search for their own professional path and insertion in the labour market is 

more difficult. These difficulties augment if women are migrant women not only because 

they arrive from poorer countries in new countries where they have not many connections, 

but also because very often their different cultural background is not taken in consideration 

or very often seen as a limit/obstacle. This means women do not have the same conditions 

of life, and gender discrimination can be crossed by other discriminations, which must be 

kept in consideration, and one of this is racism. 

Practical and strategic needs of women. A very useful and interesting concept is the "practical 

and strategic needs" of women. Men and women not only play different roles in society and 

have different levels of access to resources, they also have different needs. For women, the 

distinction between practical needs and strategic needs is fundamental. Practical gender 

needs are those that women see as their recognised social role. They are a response to needs 

that are perceived as immediate. They are practical and relate to inadequate living conditions 

(services for children, income, and access to health). Strategic needs, on the other hand, are 

those which women see connected to their subordination to men and concern the division 

of labour by gender, power and control. These needs include the issues of formal rights, 

domestic violence, wage equality, control on their own bodies. Thus, strategic needs are 
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those needs, which enable women to plan their own development, and challenge the 

subordinate position of women in society. The practical and strategic needs of women differ 

according to their cultural and socio-political context. The strategic needs of women have 

often been addressed by the feminist movement, which has forced states to implement 

policies which remove barriers to the fulfillment of these needs. It is hard to say whether the 

practical needs of women should be addressed before their strategic needs. A holistic, 

integrated approach that considers and addresses both sets of needs is what leads to the 

best results. 

The starting point of a process of empowerment is not women's problems, but rather 

women’s desires, priorities, resources and potential. The aim of a process of empowerment 

is to reinforce women’s space and power and bring self-awareness to their social role. Needs 

become social resources to overcome inequalities, dependency and gain new rights. This 

approach breaks with a patriarchal and assistance-oriented approach, deconstructs 

stereotypical interpretations and languages and reconstructs what women tell us, what 

women want and think and often the strategies they put into practice, not only for survival, 

but also for living. Women cannot be considered as the weak beneficiaries of intervention, 

subjects to poverty and processes of "underdevelopment". We need to recognise that the 

vulnerability of women is the result of the patriarchy which influences the model of economy 

and of society. This means that the gender perspective applies not only to "women's rights". 

It is not a perspective that separates, rather it is one which consciously aims to deal with and 

overcome asymmetries, change policies and practices and calls into question models of 

development, economy and society. 

For an intercultural perspective crossing the gender perspective 
 

Gender inequalities can coexist with other forms of discrimination. This means recognising that 

the issue of intersectionality is important in gender inequality and forces us to see discrimination 

and inequality as a dynamic and complex process. The sum of all individual discriminations is 

important and should be acknowledged, because disadvantage in one area of life reinforces 

disadvantages in others. This forces us to consider another issue: not all women are equal. It is 

important to have an intergenerational and an intercultural perspective interacting with the issue 

of gender. In many societies, particularly those undergoing rapid change, dialogue between 

different generations of women is not simple and young women are often an important force 

for change from one generation to the next. In other cases, the strong connection between 

women of different generations is one that should be invested in. However, today, despite the 

contribution made at the World Conference in Beijing in 1995, there is less talk about the issue 

of intercultural asymmetry amongst women. This is a big challenge for our society, where welfare 

is taking a backseat to affection and maternal love imported from the countries of the south of 

the world, through migrant women who are given few rights and little visibility. It also challenges 

us, as women's rights are not included in the process of development, the management of 
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resources, the macro issues of the planet; it means importing a model that teaches that women 

are unaware and are incapable, thus reconfirming the mechanism of exclusion and devaluation 

of women that produces failures and only fosters subservience. A gender and intercultural 

perspective is necessary to face the multiple discriminations of women. These two perspectives 

permit to give value to transversal competencies of women given by their triple social roles: 

reproductive, productive and communitarian. Concerning migrant women, it is important to 

underline that migrant women are taking the role of reproductive work which is often left behind 

by women of the western societies, who are experimenting “emancipation”. Reproducing in this 

way is the patriarchal model of society which does not consider the practical and strategic needs 

of all women. 

Some methodological indications to keep together gender and intercultural approach: 

 
Gender analysis and planning. Gender analysis provides comprehensive tools to highlight 

differences between the sexes in terms of social roles and strategic needs. It is important that 

the needs of women are considered in every step, beginning with their social role. 

The triple role of women and its inter-dependencies mean that intervention in only one of 

these areas should be avoided. Considering the universality of gender differences and 

discriminations, it is important in the design of training and professionalizing processes, to 

foresee actions and mechanisms that assure a real empowerment of women not only from a 

technical point of view but also at social level to remove obstacles and factors of failure given 

by the condition of life of women. 

Every woman in training and professionalizing process brings with her experiences and 

expectations which need to be revised and re-analysed to start a real empowerment process. 

It is important to identify strong and weak points of personal life of a woman. This means it 

is necessary to find a space and time during the training and professional processes where 

women can talk about themselves to better identify the nucleus of stronger internal 

resources which can permit the change and the transformation towards new competencies. 

The storytelling is a useful instrument and the exchange with other women can help in this 

process of personal empowerment. Concerning migrant women, it is very important to create 

the possibility for them to tell their migrant story, from where they decided to go away, what 

they hoped or imagined to find. These moments should be created at least at the beginning 

of the training process, in the middle and at the end to register the change in the visions and 

consciousness. 

During the training and professionalizing process, it is important to remain constantly in a 

position of listening, considering the real conditions of life of the women. 

 
It would be important to consider some practical suggestion to facilitate the participation and 

active involvement of women in training activities: 
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Women are not a compact category. They all have individual features and differences. It is 

important to set-up tailor-made training in order to respond to different individual and 

group’s needs. 

It is important to foresee information and awareness raising activities about the importance 

of training for employability and to give orientation/information about available training 

with special regard to professionalised and certified training opportunities connected to the 

labour market. 

It is advisable to convey women to local institutions and services which can support their job 

access as well as orientate them about rights and duties of workers according to local law. 

The training courses should be aligned to the level of vulnerability of the women. Therefore, 

activities should be free of charge or low-cost in order to ensure participation. 

The timetable for training should conciliate aspirations and duties of participants in order to 

maximise the participation, which can also be enhanced for example by a baby-sitting service 

to respond to the needs of the mothers. 

A learning agreement provides a structured framework to facilitate a constant involvement 

of participating women in order to set up clear goals and complete the training. 

Internship and work experience should be an integrated part of the theoretic training. 

Language support and the improvement of digital skills are fundamental to foster the 

empowerment women. 

 

VII. Transversal skills considered by WhomeN Protocol  

Transversal skills are those typically considered as not specifically related to a particular job, task, 

academic discipline or area of knowledge but as skills that can be used in a wide variety of 

situations and work settings. Such skills have been learned in one context or to master a special 

situation/problem and can be transferred to another context. They also may have been acquired 

by non-work or leisure activities or by participation in education or training. These skills are 

increasingly on high demand for people to successfully adapt to changes and to live meaningful 

and productive lives. 

Transversal skills are very closely connected to soft skills. Each transversal skill combines several 

soft skills. Thus, each transversal skill requires a bunch of concrete social skills which are personal 

attributes that enable someone to interact effectively and harmoniously with other people. 

Soft skills characterise how a person interacts in his or her relationships with others. They 

characterise the emotional intelligence of a person. The social skills a person holds determine 

the transversal skills of a person. The social skills determine if a person is, for instance good in 

strategic thinking or negotiation or decision making. 

The development and strengthening of transversal and soft skills are important and essential for 

women at risk of social exclusion to become and remain an active part of the society. The present 
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VII.1. Strategic and creative thinking 

 

 

labour market is changing to a more and more dynamic environment, in which employees will 

need to manage their own career pro-actively. The increasing importance of flexibility and the 

ability to employ yourself make the modern career more complex than it was before. In line with 

these key assumptions, the training of soft skills is an excellent method of achieving different 

personal and professional resources which are a critical component for professional success. 

Which transversal skills and competences do women at risk of social exclusion need to be able to 

adapt themselves to a dynamic context of life and work and to improve their employability? 

It is hard to give a clear answer. For that reason, Whomen project started with the 

implementation of the “Qualitative study on training needs of women at risk of social exclusion” 

with the aim to assess the training needs of this target group within the participating regions 

(Bulgaria, Germany, Italy, Latvia, Romania, Slovenia and Spain) to improve their chances of 

obtaining qualified jobs of higher quality. 

The research showed, among other results, a set of recommendations on the existing need of 

topics that should be present in a program of training opportunities addressed to women at risk 

of social exclusion (from the perspective of the women participating in the study). This list of 

proposed training actions includes contents related to hard and soft skills (see page 124 of the 

Study), but as hard skills refer to extremely varied job fields and would be difficult to address in 

the framework of our project, we have focused on transversal skills and soft skills which are cross- 

cutting skills and competences that can be trained and recognised in order to improve 

employment opportunities as a social inclusion pathway. 

Afterwards, while elaborating this protocol, we have analysed, organised and clustered the 

mentioned soft skills by classifying them in 5 main transversal skills that encompass all of them: 

Strategic and creative thinking 

Decision-making competence 

Capacity to negotiate 

Problem solving competence 

Intercultural competence 

The following section will introduce and describe each one of the transversal skills and the 

referred social skills. 

Strategic thinking includes the ability to think in an intuitive, innovative and creative way. 

Creative thinking means looking at something in a new way. It is the very definition of “thinking 

outside the box.” Often, creativity in this sense involves what is called lateral thinking, or the 

ability to perceive patterns that are not obvious. 

Strategic thinking is closely connected to creative thinking and means to develop new methods, 

ideas and strategies, if usual ones don’t work. 



19 

 

 

VII.2. Decision-making competence 

 

 

Strategic and creative thinking people can identify and devise new ways to carry out tasks, solve 

problems, and meet challenges by considering available resources. 

Strategic and creative thinking comprises amongst possible others the following soft skills and 

personal attributes: 

communication skills 

capacity for teamwork 

flexibility/adaptability 

creativity 

self-reflection 

organization and time-management 

ability to manage conflicts 

 

 

Decision-making competence means to be able to make good and creative decisions in complex 

situations considering and valuing the benefit, results, costs, risks and consequences. It also 

includes the ability to adopt logically constituted and constructive criticism and arguments. 

Furthermore, decision-making competence means to collect and analyse necessary information 

to develop alternative possible courses of actions and decide for the best one in a responsible 

and autonomous way. 

Decision-making ability means to be able to: 

 
1. create a constructive environment 

2. investigate a situation in detail 

3. generate adequate alternatives 

4. explore options 

5. select the best solution 

6. evaluate the plan 

7. take the plan into action 

 
Decision making comprises amongst possible others the following soft skills and personal 

attributes: 

responsibility 

proactively 

empathy 

flexibility 

self-reflection 

ability to change perspectives 

capacity for analytical thinking 
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The capacity to negotiate means the ability to take part at a communication in an active and 

effective way to accomplish an agreement if different opinions and interests exist. It stands for 

the ability to understand a situation and to consider the motives and interests of all involved 

persons and parties to come to an agreement. 

Abilities connected to this capacity are: 
 

to separate people from problems 

to ask questions 

active listening 

to signal and recognise non-verbal communication 

expression of the own position in a clear and reasonable way 

appropriate reasoning 

Capacity to negotiate comprises amongst possible others the following soft skills and personal 

attributes: 

empathy 

flexibility 

creativity 

openness 

self-esteem 

self-confidence 

tolerance 

communication skills 

stress resistant 

willingness and ability to compromise 

VII.3. Capacity to negotiate 
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VII.4. Problem solving competence 

  
 
 
 

 

Problem solving competence is important to understand difficult situations and to change them. 

In this connection it refers to the ability to solve problems in an effective and timely manner 

without any impediments. 

Problem solving competence involves being able to: 

 
identify and define a problem 

gather information 

analyse available information 

divide a problem into its components 

identify alternative solutions and their long-term consequences 

evaluate possible solutions and select the best option 

implement the selected solution 

obtain a feedback and respond to it appropriately 

select and implement another solution if the first choice doesn’t work 
 

Problem solving competence comprises amongst possible others the following soft skills and 

personal attributes: 

empathy 

flexibility 

self-reflection 

creativity 

analytical thinking 

organization and time-management 

communication skills 

willingness and ability to compromise 
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Intercultural competence is the ability to act effectively and appropriately across cultures and to 

communicate and interact with people from different cultural backgrounds and countries, 

people who have been shaped by different values, beliefs and experiences. 

Intercultural competence includes: 

 
the ability to articulate how one’s own culture has shaped one’s identity and view of 

the world 

the ability to analyse and explain basic information about other cultures (history, 

values, politics, economics, communication styles, values, beliefs and practices) 

basic local language skills, the use of different verbal/non-verbal communication, 

and adjusting one’s speech to accommodate nationals from other cultures 

the ability to view and interpret the world from other cultural points of view, while 

recognizing one’s own – critical thinking 

seeking out others’ cultural attributes, valuing cultural diversity, and thinking 

comparatively and without prejudice about cultural differences 

seeking out intercultural interactions, viewing difference as a learning opportunity, 

being aware of one’s own ignorance 

being comfortable with ambiguity and viewing it as a positive experience, and 

willingness to move beyond one’s own comfort zone 

 
Intercultural competence comprises amongst possible others the following soft skills and 

personal attributes: 

empathy 

flexibility 

openness 

tolerance 

self-reflection 

creativity 

analytical thinking 

communication skills 

VII.5. Intercultural competence 
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VIII.1. Purpose of the tool 

VIII.2. Users 

 

VIII. Self-Assessment Online Tool  
 

For a successful job-seeking it is necessary to hold professional skills together with transversal 

and soft skills which play a very important role for the job interview and at the workplace. 

WhomeN project is designed for women to improve their employment opportunities by the 

assessment of their soft skills followed by training opportunities to improve those that are 

underdeveloped. 

Within WhomeN project a multilingual online tool is offered to women at risk of social exclusion 

and organisations working with them. This tool helps to map out an individual’s profile of soft 

skills acquired in their live and work experiences. 

Based on this evaluation and with the support of a job advisor/social worker/mentor, the women 

receive personalised advice for further steps towards labour market integration (validation of 

skills, recognition of work experience and necessary training or employment support). 

 

 

The tool is flexible and can be used by various organisations in a way that serves their needs in 

the best way. 

Intended users are: 

national authorities responsible for reception and integration of refugees 

reception centres 

employment assistance services 

education and training advisers 

social services 

non-governmental organisations and charities offering services to women, migrants and 

refugees 

women at risk of social exclusion, mainly migrants and women over 45 age and those that 

need to improve their employment opportunities by the recognition of transversal skills, soft 

skills and labour experience 

Users decide how to complete the self- assessment. 
 

A woman and an adviser could sit and complete the self-assessment together. For instance, 

they can work with two language versions simultaneously on the screen to help to bridge 

any communication if necessary. 

A woman can complete it by her means in an organization where the tool has been 

introduced to her and asking for support when she needs it or has a doubt. 

A woman can complete it by herself after the tool has been recommended by some 

organization that attends or advices her in socio-labour inclusion processes. 



25 

 

 

VIII.3. Guide for the assessment process 

 

 

The women can value their soft skills by 47 items encompassed under 8 main skills/transversal 

skills. Each item could be value in a scale where 1 is the lowest and 4 the highest level of value. 

Woman who wants to complete the assessment will probably need additional explanations and 

guide to value each item. 

After a first contact making interview, the professional who accompanies /guides the woman will 

recommend her the tool to evaluate and complete the information for her CV /profile 

highlighting her skills at workplace. 

Women should be encouraged to finalise the whole test – being honest and sincere with 

themselves. That is highly important if they want to get a good result from this tool. The 

professional should explain the women how these skills are important for their job-seeking 

processes. 

The self-assessment should take place in a comfortable ambience for the participants to become 

acquainted and to develop faith in the professional /mentor /job advisor who supports her. It is 

also very helpful, if the participants are free to decide, if and for how long they would like to 

participate. Voluntarily participation is an important aspect for the success of the assessment 

and the following counselling process. 

Once the women begin the questionnaire the professional should present and explain each soft 

skill and how important it is for a professional profile and development at workplace. 

In addition, the professional will clarify and solve any doubt regarding any of the 47 items that 

have to be valued in the questionnaire. 



26 

 

 

 

 

Once the self-assessment questionnaire is finished, the women will be advised to complete two 

steps: 

Consent and data protection: The consent section asks whether the interviewee agrees that 

1) her anonymised data can be used for statistical purposes and 2) that the issuing 

organisation can share the collected information for career guidance purposes. 

Save and print the Certificate: This document is mono-lingual. The certificate can be 

produced in any of the available languages. It can be saved in pdf format and printed. 

The certificate will show the results in an attractive graphic format. 
 

 
After the self-assessment by the women the professionals have to analyse the results to be able 

to recommend the women to follow a training to improve their soft skills. 

Women who completed the WhomeN training program can/should repeat the self-assessment 

questionnaire to recognise and measure the impact of the soft skills training. 

After that, women will print the definitive certificate of the self-assessment annexing the 

certificate of the training course on soft skills for possible future and desirable recognition. 
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IX.1. Purpose of the program 

IX.2. Course duration and addressed target group 

 
 

IX. Training for women at risk of social exclusion  

After completing the self-assessment process of transversal and soft skills, women and 

professionals will be able to identify the skills that should be improved. The professional can 

provide information about institutions which offer training courses related to the identified gaps. 

In this regard, Whomen project envisages, among other project activities, the pilot 

implementation of the protocol including the development of national training courses for 

women at risk of social exclusion. For this purpose, we have developed the methodology and 

contents to be taught to women to improve a set of transversal and soft skills to promote their 

integration into the labour market and society. The courses focus on 8 skills selected from the 5 

main transversal skills defined in the protocol, according to the perspective and experience of 

the professionals who work with this target group from each project’s partner organization. The 

pilot courses serve to the fine tuning of the protocol and the contents of the courses. 

This section shows the didactic methods and contents of the above-mentioned training course. 

At the beginning of the training course it is advisable to stress and justify the need of transversal 

and soft skills. Applying non formal methods proposed in the course allows an easier way to 

learn to acquire knowledge and skills by doing. 

 

 

The curriculum considers transversal and soft skills that are essential for adult women at risk of 

social exclusion. It provides information, knowledge and skills to increase the abilities and 

opportunities to obtain employment for women at risk. 

The training program has been developed by the Erasmus+ project WhomeN. It includes an 

integrated set of methods on transversal and soft skills for women with fewer opportunities. The 

program is designed by the professionals of adult education from each of the regions covered 

by the project. The training program is based on a protocol for the self-assessment of soft skills 

and transversal competences as established along the EU guidelines for validation and 

recognition, ECVET and EQAVET tools. All tools and documents produced within the Whomen 

Project are available for further information on the project web-page. 

 

 

It is intended that this course should be delivered by 25 hours face-to-face learning sessions. The 

program has 5 sessions under eight units about transversal skills and three additional units: 

Introduction of WhomeN project and methodology – Cultural diversity and gender equality - 

Evaluation/conclusions. 

Each session is about 3 units and has an intended length of 5 hours of learning. Each unit will be 

implemented by a series of practical participatory methods and brief theoretical explanations. 

https://whomen.eu/project-products/
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IX.3. General Methodology 

IX.4. Course construction 

 

 

The ratio of the course delivery in a face-to-face format depends on the trainer’s assessment of 

the needs and educational level of the learners, but a maximum of 15 women is advisable. 

The course is intended for unemployed adult women from the age of 18 who are job-seeking. It 

is intended that each woman will complete a soft skills assessment using the self-assessment tool 

developed within the WhomeN project at the beginning of the course with the assistance of a 

job advisor/counsellor/mentor to determine their strengths in soft skills and those which need 

further strengthening and learning. After this evaluation women can decide if they participate at 

the training courses to improve their transversal and soft skills. 

 

 

The methodology is based on constructivism. It means, people construct their own 

understanding and knowledge of the world by experiencing things and reflecting on those 

experiences. 

In the training sessions, the constructivist view of learning can point towards different teaching 

practices. That means to encourage women to use active techniques (experiments, real-world 

problem solving) to create more knowledge and to reflect and talk about what they are doing 

and how their understanding changes. 

The curriculum consists of 9 subject areas considering different transversal and soft skills, cultural 

diversity and gender equality and self-evaluation of competences recognition for women at risk 

of social exclusion and fewer educational opportunities. Referring to the skills it also provides 

methods to determine existing skills and to strengthen them. 

 

 

The sessions will have the following construction: 

 
1. Introduction of the transversal skills and encompassed soft skills 

2. Applying practical methods and activities 

3. Evaluation and sharing conclusions and feedback from participants to each method and 

learning about the several transversal skills and soft skills 



29 

 

 

 

 

The general structure of time and thematic units is: 

 

Unit nº Time Unit 

 
1 

 
1.5 h 

Introduction of the training and the purpose of self-assessment of 

transversal/soft skills and the training course within WhomeN Project 

2 3.5 h Communication 

3 2.5 h Teamwork 

4 1.5 h Cultural diversity and gender equality 

5 2.5 h Interpersonal skills 

6 2 h Flexibility /Adaptability 

7 2.5 h Negotiation 

8 2 h Decision-making 

9 2 h Problem-solving 

10 2.5 h Organizational skills 

 
11 

 
2.5 h 

Evaluation, questions, feed-back, conclusion of the Training 

Method: Work in groups and summarise every soft skill 

Total: 25 hours 
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Proposed arrangement / agenda of the soft skills / thematic units: 

 

Session I - 5 hours 

1. Introduction of the training and the 

purpose of self-assessment of 

transversal/soft skills and the training 

course within WhomeN Project (1.5 hour) 

Brief presentation of the project, the self- 

assessment tool and the purpose of the 

training 

Soft skills: Communication 

2. Communication (3 hours) 

Finish with evaluation, conclusion, questions, 

feedback (30 min) 

 
 
 

Session II - 5 hours 

Soft skills: Communication and teamwork 

 
 
Start with an ice breaker on communication 

(30 min) 

 

3. Teamwork (2.5 hours) 

 
4. Cultural diversity and gender equality 

(1.5 hours) 

 
 
 

 
Finish with evaluation, conclusion, questions, 

feedback (30 min) 

Session III - 5 hours 

Soft skills: Interpersonal skills and flexibility 

Start with an ice breaker on interpersonal 

skills (30 min) 

5. Interpersonal skills (2 hours) 

6. Flexibility (2 hours) 

Finish with evaluation, conclusion, questions, 

feedback (20 min) 

Session IV - 5 hours 

Soft skills: Negotiation and Decision-making 

Start with an ice breaker on negotiation (30 

min) 

7. Negotiation (2 hours) 

8. Decision-making (2 hours) 

Finish with evaluation, conclusion, questions, 

feedback (20 min) 

Session V - 5 hours 

Soft skills: Problem-solving and 

organizational skills 

Start with an ice breaker on organizational 

skills (30 min) 

9. Problem-solving (2 hours) 

10. Organizational Skills (2 hours) 

11. Conclusion of the Training (30 min) 

Method: Work in groups and summarise 

every soft skill 
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General structure of units and methods are3: 
 

Unit nº Time Unit 

 
1 

 
1.5 h 

Introduction of the training and the purpose of self-assessment of 

transversal/soft skills and the training course within WhomeN Project 

 

2 

 

3.5 h 

 

Communication 

Methods: 

Prisoner’s dilemma 

Role play 

Training for job interviews 

 
3 

 
2.5 h 

 
Teamwork 

Method: 

My goals 

4 1.5 h Cultural diversity and gender equality 

 
5 

 
2.5 h 

 
Interpersonal skills 

Methods: 

The 4-field method 

Training for job interviews 

 
6 

 
2 h 

 
Flexibility /Adaptability 

Methods: 

Artist methods 

Method of Loci 

 

7 

 

2.5 h 

 

Negotiation 

Methods: 

Argument training method 

/ debate 

Harvard Method 

 
8 

 
2 h 

 
Decision-making 

Methods: 

Mind map 

The Eisenhower matrix 

 
9 

 
2 h 

 
Problem-solving 

Methods: 

Thinking out of the box 

Role play 

 
 

10 

 
 

2.5 h 

 
 

Organizational skills 

Methods: 

6 thinking hats 

Analyses of self- 

competences/personal 

development/counselling 

in group 

 
11 

 
2.5 h 

Evaluation, questions, feed-back, Conclusions of the Training 

Method: Work in groups and summarise every soft skill 

Total: 25 h 
 

 

 
3
 All methods of the training programme are available at WhomeN protocol: https://whomen.eu/project-products/ 

https://whomen.eu/project-products/
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X. Training of trainers  

The training for trainers serves the need to train adult education professionals for their work with 

women at risk of social exclusion and fewer educational opportunities. The training is based on 

a curriculum and will help practitioners to support women with fewer opportunities to get aware 

of their skills and soft skills and to strengthen them with the aim to increase their chances of an 

adequate equal integration into the labour market. 

The training considers different subject areas referring to the several soft skills and the needs of 

women at job-seeking. Referring to the skills it also provides methods and good practice 

approaches to determine existing skills and to strengthen them. 

In the protocol, best practice experiences as well as the collaborative construction of a tool are 

included to apply the protocol and conduct a self-evaluation of competences recognition for 

women at risk of social exclusion and fewer educational opportunities. 

The transversal skills are introduced theoretically. Referring to each transversal skill and the 

corresponding soft skills the curriculum provides methods, tools and good practice approaches 

to determine and to strengthen the skills. 

The subject areas of the curriculum are: 

 
1. The needs of women for job-seeking 

2. Transversal competences and soft skills 

2.1. Strategic and innovative thinking 

2.2. Decision-making 

2.3. Capacity to negotiate 

2.4. Problem-solving competence 

2.5. Intercultural competence 

3. Standards to respect cultural diversity and gender equality in adult education and in the 

protocol 

4. Tool to apply the protocol and to conduct a self-evaluation of competences recognition for 

women at risk of social exclusion and fewer educational opportunities 

The curriculum already served as the base for learning activities, implemented in two five-days- 

workshops. Participants – pedagogues and professionals working with women at risk – learned 

about transversal skills and soft skills that are important for the employability of women at risk 

of social exclusion and fewer educational opportunities. Furthermore, they have been trained in 

methods that support the identification of the several skills and how to strengthen them.
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XI.1. Types of learning 

 

XI. Methods and good practice  
 

As a first step we recommend exploring the different types of learning to be able to 

recognise different methods for determining and reinforcing cross-curricular 

competencies. 
 

 

Types of 

situational 

learning 

 
                      
                           Descriptions 

 
 
              Methods 

 
 
 
 
 
 
 

Mentoring 

A good way for learning soft skills on the job is 

to seek out exemplary mentors to learn from. 

Mentors guide and support learners until they’re 

proficient in the skill. They show and tell learners 

how to improve and observe as they apply the 

skill. Mentors coach learners and give feedback 

on their performance. 

It’s important to negotiate time availability and 

commitment, expectations of both parties, 

preferred methods of interaction together, and 

how to know when a skill has been effectively 

learned. 

Learners should be respectful to a mentor’s 

meeting times, should be prepared with 

questions and topics to discuss and keep 

commitments as far as applying skills in between 

sessions. 

 
 
 
 

 
 

 

individual one-on- 

one interviews 

group 

brainstorming 

focus group 

 
 
 

 
Apprenticeship 

Creating an apprenticeship for cultivating soft 

skills and attributes is a novel approach used in a 

variety of fields such as general practice 

medicine, carpentry, and electrical engineering. 

Apprenticeship relies upon mentors and good 

teachers. It brings in the social dynamic of 

working with peers who also want to develop 

interpersonal skills for the job, usually in 

simulated or real-world scenarios. 

 
 

 
 

observation 

practical training 

job-shadowing 

 
 

The interview 

The interview aims to obtain information on a 

specific subject. The interviewee can thus share 

information in a usable form to know her/his 

soft skills. This removes the passive element of a 

CV and provides active information also on the 

personality related to soft skills. 

 

counselling 

interviews 

 
Pictorial methods 

Methods that captures thinking processes that 

happen inside one’s head 

Mind Map 
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Types of 

situational 

learning 

 

Descriptions 

 

Methods 

 
 
 
 
 
 
 

 
Group Activities 

Often you can find group activities as a 

situational learning method in organisations 

with an emerging leader’s development 

program. They follow a blended learning 

approach with a significant amount of classroom 

learning, reading, and homework followed by a 

multi-week group activity assignment. 

Assignments address problems or needs 

identified by senior leaders. Group activities can 

take several months to complete and require 

researching, working together as a team, calling 

upon internal and external stakeholders, 

problem solving and decision-making, and 

developing a presentation and report with 

recommendations to senior leadership. 

Each team member is evaluated by his or her 

peers, instructors, and the senior leadership 

team on using targeted soft skills, as well as the 

final solution. 

 

 
Six thinking hats 

Artist method 

Training for job 

interviews 

Role play 

The prisoner´s 

dilemma 

The 4-Field Method 

 
 
 

Game-Based 

Learning (GBL): 

Game-based learning uses “game playing” as a 

method to both impart knowledge and apply the 

learning in a virtual setting. The virtual 

environment allows participants to learn and 

practice soft skills in a risk-free environment. 

Most game-based learning includes some form 

of competition and provides a reward/penalty 

framework that offers a method to assess 

transfer of learning. 

 

 
Role play 

The prisoner´s 

dilemma 

 
 
Methods of 

memory 

Methods of memory use visualizations by the 

use of memory and familiar information about 

one's environment to recall information quickly 

and efficiently. 

 
Method of Loci 
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The 4-Field-Method 

 
 
 
 
 

In Brief 

The 4-Field-Method is a moderation method to develop the problem-solving 

competence. It supports problem solving in group work in a creative way. It is a 

tool to solve problems in teamwork. 

The participants learn how to solve problems in a proper and creative 

way. 

The competence of reflective and creative thinking is stimulated. 

The organization and implementation of this method exercise the skills 

of structured and methodical working. 

Decision-making is promoted by the development of a strategic 

concept. 

Promotion of methodical and creative mental activity is promoted. 

Changing point of view is stimulated. 

Empathy is fostered. 

Competences 

addressed 

Problem-solving competence 

Empathy 

 
 
 
 
 
 
 
 

 
Step by step 

implementatio 

n 

1. Explain the organisation and implementation of the 4-field-method to 

the group members. 

 
4-field -method 

1 The actual situation 

Analyse the initial position. 

What kind of problem exists? 

At this stage it´s possible to concretise 

a problem. 

2 The target situation 

Determine a goal. 

How would the situation be, if the 

problem is solved? 

3 Possible resistance and 

reasons for problems 

Develop a deeper understanding and 

change your point of view. 

4 Suggestions of 

solutions/approaches of 

action: 

Develop solutions and concepts. 

 
2. The participants have to follow every single step of the method as 

pictured during the realisation. After agreeing on the kind of problem 

that should be solved, the participants work in small groups up to 5 

people. The aim of the method is not to present perfect and universal 

valid solutions. In fact, the aim is to develop first of all practical ways to 

act. 

XI.2. Methods 
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Six thinking hats 

 
 
 
 
 

 
In Brief 

This tool was created by Edward de Bono in his book “6 Thinking Hats”. 

Six Thinking Hats is a good technique for looking at the effects of a decision 

from several different points of view. This forces people to move outside their 

habitual thinking style and helps them to get a more rounded view of a 

situation. 

The Six Thinking Hats allow to: 

look at problems, decisions, and opportunities systematically 

stimulate innovation by generating more and better ideas quickly 

go beyond the obvious to discover effective alternate solutions 

spot opportunities where others see only problems 

think clearly and objectively 

view problems from new and unusual angles 

Competences 

addressed 

Creative thinking; awareness of one’s needs; ability to identify available 

opportunities and to overcome obstacles in order to reach planned results 

 
 
 
 
 
 
 
 
 
 
 
Step by step 

implementatio 

n 

1. Once the topic is presented to the participants the trainer explains the basic 

idea of the Six thinking Hats. Trainer and trainees can learn how to separate 

thinking into six clear functions and roles. Each thinking role is identified with a 

coloured symbolic “thinking hat”; By mentally wearing and switching “hats”, 

team members can easily focus or redirect thoughts, a conversation or a 

meeting. 

2. The exercise can be implemented in two different ways: 

2.1 Participants are divided in six groups and each group has to discuss for a 

certain time on the topic from the point of view of their hat (e.g. white: they 

discuss only the facts they know about the topic, green: they try to find 

innovative ways to approach the topic, etc.). Once this step is completed each 

group presents in plenary the main points of their discussion. The trainer keeps 

notes on a flip chart (a mind map can be a suitable way to present the 

discussion outcomes) and summarises the findings. 

2.2 The discussion is done in plenary and the issue is approached step by step 

from the perspective of a different colour. In this case it is better to start with 

the WHITE hat as this allows all the background information to be presented 

and documented. Once the problem or topic is fully defined the RED hat is 

used to ask participants how they feel about the problem or situation. In a next 

step the YELLOW hat can be used to capture the positive aspects of the 

problem or situation from all participants. This step is followed by the BLACK 

hat, when everyone considers the negative aspects of the problem or situation. 

The BLACK hat is followed by the GREEN hat where everyone is encouraged to 

use creative thinking to overcome the negative issues but also develop new 

alternatives to solving the problems or resolving the situation. Finally, it is 

always appropriate to use the BLUE hat as this allows participants to develop 

conclusions or to evaluate and summarise the solutions to move forward on 
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the issue or problem. The BLUE hat also provides process control to ensure the 

right technique or approach was used by participants. 

 
 
 
 
 
 
 
 
 

 
Materials 

needed to 

perform the 

method 

Six hats with different colours either on a picture or real ones. 
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Argument Training Method 

 
 
 
 

 
In Brief 

The Argument Training Method is comparable to the Clustering Method. The 

aim is to systemise a huge amount of information. It is a method to develop 

skills like analytic thinking and problem-solving in a creative way. The 

participants learn how to organise information and find arguments for complex 

subjects. 

This method is useful for all areas of knowledge. 

Promotion of analytic and creative mental activity is promoted. 

It helps to develop critical thinking. 

It supports the capacity to negotiate. 

It is also part of Thinking Out of the Box Method. 

Changing point of view is stimulated. 

 

 
Competences 

addressed 

Analytic and creative thinking 

Negotiation 

Self-reflection 

Thinking out of the box 

Critical thinking 

 
 
 
 
 
 
 
 

 
Step by step 

implementatio 

n 

1. Find a subject. 

2. Collect all information you can find about this subject. 

3. Look at your collected information: 

- Are there common characteristics? 

- Is there a red line you can see? 

- Are you able to group some of the information? 

4. Build some headlines for information with common characteristics or such 

that are connected or those that belong to a group you found out. 

5. Look at your headlines: 

- make cases for each headline 

- note possible antithesis (refutations) 

6. Choose one of the cases and collect all information you can find for it. 

7. Do that again and again until you have enough information for your 

argumentation. 

This method is also possible for group work: First start with collecting 

information. Build two groups. One searches for arguments that underline the 

positive side and the other group for the negative side of the subject. Change 

the groups. Do the same again. 
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Assessment of skills, interests and personal circumstances - counselling interviews 

 
 
 
 
In Brief 

Counselling interviews serve to identify and to document the educational and 

occupational background of participants, their skills, interests and personal 

circumstances. The counselling interviews should take place in a comfortable 

ambience for the participants to become acquainted and to develop faith in the 

counselling and the coach. It is very helpful, if the participants are free to decide, 

if and for how long they would like to participate. Voluntarily participation is an 

important aspect for the success of the interviews and the following counselling 

and mentoring process. 

Competences 

addressed 

 
Strategic and innovative thinking 

 
 
 
 
 
 
 
 
 
 
 

 
Step by step 

implementatio 

n 

A documentation tool/paper serves as a guideline and orientation for the 

interviews. To ensure a continuous conversation without being interrupted by 

the interviewer writing down information along the documentation tool, it 

should not be used as a questionnaire. 

It is recommended to lead the first interviews in a team – one is conducting the 

interview, the conversation, the other one makes notes of the main information. 

The documentation tool will always be completed after the interview. It has the 

function to structure the information and to give an overview referring to the 

educational and occupational background of participants, their skills, interests 

and personal circumstances. If the interviewer recognises that information is 

missing in the documentation paper, he/she will try to gain that information 

during the following interviews. 

It is not advisable to ask directly about skills, interests and personal 

circumstances it. It can be counterproductive. Participants should decide what 

they want to talk about and when. It is possible to control and regulate the 

conversation with some interposed questions. For example, if the participant 

talks about his/her education, you can ask for the most favorite parts in his/her 

education or for school subjects he/her liked most. 

An interesting psychological gimmick to enquire about personal attributes is to 

ask what their family and friends really like about them. For example: “Which of 

your attributes do your family and friends appreciate?” What you will find out 

with this question is not only what family and friends may think about the 

participant. You will also get an idea of his/her ability to reflect, his/her empathy 

and the capacity of teamwork. 

Another way to find out more about the skills of the participant is to ask: “What 

did you always want to be able to do or to learn?” You will get you some 

information about the motivation of your participant, about his/her plans and 

ideas of the future, his/her capacity of strategic and innovative thinking and 

about his/her ability to make decisions. 
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Method of loci (variation PLANETS) 

 
 
 
 
 

In Brief 

The Method of Loci is a method to develop the self-reflecting competence. It 

supports analytic thinking and problem solving in a creative way. It is a memory 

journey, memory palace, or mind palace technique and also a part of thinking 

out of the box. 

The participants learn how to organise information and learn new things 

faster. 

The competence of memorizing, learning and reflective thinking is 

stimulated. 

This method is useful for all areas of knowledge. 

Promotion of analytic and creative mental activity is promoted. 

The method is also useful to recall faces, digits, and lists of words. 

 
 

Competences 

addressed 

Analytic thinking 

Memorizing 

Self-reflection 

Thinking out of the box 

 
 
 
 
 
 
 
 
 
 
 
Step by step 

implementatio 

n 

1. Stand up and look at your body 

2. Some parts of your body serve as an anchor, to which you visually connect 

whatever you want to remember. In this example we will connect the body with 

the planets of our solar system. The picture may help you to imagine. 

3. The next step is to link the parts of your body with the planets by giving every 

planet an intuitive idea. This works like a mnemonic trick. 

For example: 

Mercury -”I love Freddy Mercury.” 

Venus – ``The Venus is a beautiful painting.” 

Earth – “The Earth is my home.” 

Mars - “Mars doesn´t taste good.” 

Jupiter – “Jupiter Jones is a German band.” 

Saturn - “Saturn (company) sells my favorite CDs.” 

Uranus – “Uranus was killed by his son Saturn.” 

Neptune – “Neptune is the god of the sea – I love the sea.” 

 
4. Please create your own intuitive sentences for every planet and say your 

sentence loud by touching the appropriate part of your body. 

For example: 

Touch your head and say, “I love Freddy Mercury”. Then touch your shoulder 

and say, “The Venus is a beautiful painting”. And so on… 

5. Please do that several times on the trot. 

6. Successively, all participants present their intuitive sentences connected with 

the planets off the cuff, which means without any notes. 
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Mind Map 

 
 
 
 
 

 
In Brief 

Mind Mapping is a simple technique for drawing information in diagrams, 

instead of writing it in sentences, used to visually outline information. The 

diagrams always take the same basic format of a tree, with a single starting point 

in the center that branches out and divides again and again. Generally, the map 

is created around a single word or text, placed in the center, as said, to which 

associated ideas, words and concepts are added. Major categories radiate from 

a central node, and lesser categories are sub-branches of larger branches. 

Categories can represent words, ideas, tasks, or other items related to a central 

key word or idea. In this way, the tree is made up of words or short sentences 

connected by lines. The lines that connect the words are part of the meaning. 

Mind Maps can be used: 

to generate, visualise, structure, and classify ideas 

to organise information, solve problems, make decisions 

for individual expression of creativity 

 
 

Competences 

addressed 

Structured thinking 

Planning skills 

Problem-solving 

Self-organizing 

 
 
 
 
 
 
 

 
Step by step 

implementatio 

n 

1. Write the title of the subject you're exploring in the center of the page 

and draw a circle around it. 

2. As you come across major subdivisions or subheadings of the topic (or 

important facts that relate to the subject) draw lines out from this circle. 

Use images, symbols, codes, and dimensions throughout your Mind 

Map. 

3. As you "burrow" into the subject and uncover another level of 

information (further subheadings, or individual facts) belonging to the 

subheadings, draw these as lines linked to the subheading lines. 

4. The lines should be connected, starting from the central image. The 

central lines are thicker, organic and thinner as they radiate out from the 

center. 

5. Then, for individual facts or ideas, draw lines out from the appropriate 

heading line and label them. 

6. As you come across new information, link it in to the Mind Map 

appropriately. 

7. A complete Mind Map may have main topic lines radiating in all 

directions from the center. Sub-topics and facts will branch off these, 

like branches and twigs from the trunk of a tree. 

8. Once the Mind Map is completed summarise the key points and ask 

participants if they would like to add more information. 
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My goals 

 
 

In Brief 

The method “My goals“ is a projective technique which focuses on the creation 

of a collage. This method helps to identify and understand the most important 

aspects of life. It promotes reflection about all the essential themes of life, 

including job, education, hobbies and development. The aim of this method is 

to become aware of life and career goals as well as to clarify obstacles for 

achieving them. 

 
Competences 

addressed 

Strategic and creative thinking 

Problem-solving 

Communication skills 

Self-reflection 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step by step 

implementatio 

n 

At the beginning a short, free discussion is necessary. The discussion should be 

implying personal and professional life as well as the goals and tactics for 

achieving them. The discussion should include the following areas of life: 

myself 

family, friends, my home, relationships 

education, career 

recreation, hobbies 

Process and instructions: 

The instruction must be provided in steps to the participants: 

1. Write down three to five life goals you want to achieve in the next five 

years. 

2. Once the goals have been written down, create a collage about the 

theme "My life in five years". 

3. Choose one of the goals and write three to five steps that should be 

done in order to achieve this goal. 

4. Create a collage about the theme "Obstacles that stand in the way of 

reaching the selected goal". 

5. Discuss with your counsellor about how to overcome at least one of the 

obstacles. 

During the discussion, the following questions are asked by the counsellor: 

1. Tell us about your work (collages). 

2. What are the goals you are setting? 

3. Which steps did you define for each goal? 

4. Which obstacles did you identify that may interfere reaching the 

selected goal? 

5. How will you overcome these obstacles? 

6. How do you like the results of your work? 

7. Which of the collages was easier to create – the one associated with 

goals or the one associated with obstacles? 

8. What were the difficulties when creating the collages? 

9. How purposeful are the planned activities? 

10. Can they help you reaching goals? 
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The participant may not like his own collage. In this case, the counsellor can ask 

the participant to modify it in the way that the collage is more acceptable. It is 

important to work until the participant accepts the result. 

 

Tip and variation 

The estimated time for this task is 60 minutes – approximately 10 minutes for 

the initial conversation, 40 minutes to create a collage as well as 10 minutes for 

the discussion. If the task will be done in groups, a longer period will be needed. 

It is possible to organise discussions in pairs or in groups of three to four 

participants. 

This method can be used for working with people in various stages of adaptation 

processes in another cultural environment. 

It is possible to use a sandbox instead of the A4 sheet and natural materials 

instead of magazines, if the task is performed as an outdoor activity. 

 
 
 
 
 

Artist method 

 
 
 
 

 
In Brief 

The Artist Method is a method to develop the self-reflecting and creative 

competences. It also supports analytic thinking and problem solving in a creative 

way. It is a method often used by artists to get rid of mind blockers. 

The competence of memorizing and analytic thinking is stimulated. 

This method also trains the brain. 

Analytic and creative mental activity is promoted. 

Changing point of view is stimulated. 

Method is useful to change perspectives. 

 
Competences 

addressed 

Creativity 

Flexibility 

Analytic thinking 

 

 
Step by step 

implementatio 

n 

1. Build a circle of minimum 5 persons. 

2. One person’s starts with saying a word. The next person answers with 

another word that comes first to her/his mind. And so on. 

3. You can repeat this for a second or third round. 

4. Change the direction and let participants recap the word that they have 

said and ask them to explain why they chose it. 
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The prisoner´s dilemma 

 
 
 
 

 
In Brief 

The prisoner´s dilemma shows the Paradox that the best choice for an individual 

is at once not always the best choice for a group. It is part of the rational choice 

theory. 

The method: 

Can be used to develop the self-reflecting and teamwork competences 

Supports analytic thinking and problem solving 

Trains the ability to make decisions in consideration of the needs of a 

group 

Promotes the transversal competences empathy 

 
 

Competences 

addressed 

Teamwork 

Analytic and strategic thinking 

Self-reflection 

Problem-solving 

 
 
 
 
 
 
 
 
 
 

 
Step by step 

implementatio 

n 

1. Build 4 groups (according to size of the group). 

2. All 4 groups will play 10 rounds. In every round every group gets 1 minute time 

to make a choice between violet and orange. There are the following rules for 

the choices: 

If all 4 groups chose orange, every group will get 1 point. 

If 3 groups chose violet, and 1 group orange, the orange group loses 3 

points and the violet group will get 1 point. 

If 2 groups chose orange and 2 groups chose violet, the orange group 

gets 2 points and the violet group loses 2 points. 

If 1 only group chose violet and 3 groups chose orange, the orange 

group gets 3 points and the violet group loses 1 point. 

If all groups chose violet, every group will lose 1 point. 

3. The points are noted by the trainer. No group knows about the given points. 

The groups only know how many groups chose violet and orange per round. 

4. Rounds 3, 5 and 10 are special rounds: in these rounds, one person of each 

group is allowed to meet and consult about the expected situation and make 

agreements. The trainer only listens. 

There are also special rules for these rounds: 

round 3: all points count three times 

round 5: all points count five times 

round 10: all points count ten times 

5. At the end of round 10 the trainer presents the winner. 

6. Please discuss the results and about experiences and feelings. 

7. Think about why that result was produced and about possible new ways to 

get another result. 
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Role play 

 
 
 
 
 
 

 
In Brief 

Role-playing takes place between two or more people, who act out roles to 

explore a particular scenario. It´s most useful to prepare for unfamiliar or difficult 

situations. You can use it to practice job interviews, presentations, (difficult) 

negotiations, or emotionally difficult conversations, such as when you´re 

resolving a conflict. 

By acting scenarios like these out, you can explore how other people are likely 

to respond to different approaches; and you can get a feeling for approaches 

that are likely to work, and for those that might be counter-productive. You can 

also get a sense of what other people are likely to be thinking and feeling in the 

situation and how they tend to act. 

Also, by preparing for a situation using role-play, you build up experience and 

self-confidence with handling the situation in real life, and you can develop quick 

and instinctively correct reactions to situations. This means that you´ll react 

effectively as situations evolve, rather than making mistakes or becoming 

overwhelmed by events. 

Competences 

addressed 

Self-confidence 

Communication skills 

 
 
 
 
 
 
 
 
 

Step by step 

implementatio 

n 

Step 1: Identify the Situation 

To start the process, gather people together, introduce the problem, and 

encourage an open discussion to uncover all of the relevant issues. This will help 

people to start thinking about the problem before the role-play begins. If you´re 

in a group and people are unfamiliar with each other, consider doing some 

icebreaker exercises beforehand. 

Step 2: Add Details 

Set up a scenario in enough detail for it to feel “real”; Make sure that everyone 

is clear about the problem that you´re trying to work through, and that they 

know what you want to achieve by the end of the session. 

Step 3: Assign Roles 

Once you´ve set the scene, identify the various fictional characters involved in 

the scenario. Some of these may be people who have to deal with the situation 

when it actually happens. Others will represent people who are supportive or 

hostile, depending on the scenario. Once you´ve identified these roles, allocate 

them to the people involved in your exercise. They should use their imagination 

to put themselves inside the minds of the people that they´re representing. This 

involves trying to understand their perspectives, goals, motivations, and feelings 

when they enter the situation. 

Step 4: Act Out the Scenario 

Each person can then assume their role, and act out the situation, trying different 

approaches where necessary. It can be useful, if the scenarios build up in 

intensity. For instance, if the aim of your role-play is to practice a negotiation 

with an employer, the person playing the role of the employer could start as an 
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 ideal employer and, through a series of scenarios, could become increasingly 

hostile and difficult. 

You could then test and practice different approaches for handling situations, so 

that you can give participants experience in handling them. 

Step 5: Discuss What You Have Learned 

When you finish the role-play, discuss what you´ve learned, so that you or the 

people involved can learn from the experience. 

Further Tips 

Some people feel threatened or nervous when asked to role-play, because it 

involves acting. This can make them feel silly, or that they´ve been put on the 

spot. To make role-playing less threatening, start with a demonstration. Hand 

two “actors”; a prepared script, give them a few minutes to prepare, and have 

them act out the role-play in front of the rest of the group. This approach more 

likely to succeed if you choose two outgoing people, or if you´re one of the 

actors in the demonstration. 

Another technique for helping people feel more comfortable is to allow them to 

coach you during the demonstration. For instance, if you´re playing the role of a 

customer service representative who´s dealing with an angry customer, people 

could suggest what you should do to make things right. 

 
 

 

Thinking out of the box 

 
In Brief 

Thinking out of the box is a metaphor that means to think differently, 

unconventionally, or from a new perspective. This phrase often refers to novel 

or creative thinking. 

Competences 

addressed 

 
Creative and strategic thinking 

 
 
 
 

 
Step by step 

implementatio 

n 

Take the following 5 minutes in order to solve the problem: connect the 

following dots with four straight lines without lifting your pen from the paper 
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The Eisenhower Matrix 

 

 
In Brief 

The Eisenhower Decision Principle is a time management method that helps to 

prioritise your tasks and duties using the criteria urgency and importance and 

then placed in according quadrants in an Eisenhower Matrix or Box, sorting out 

less urgent and important tasks, which you should either delegate or not do at 

all. It is a useful productivity tool organising your time. 

Competences 

addressed 

Strategic thinking; Problem-solving; Effective time management and 
organization; Self-management 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step by step 

implementatio 

n 

The Eisenhower Matrix breaks tasks into four categories based on 

importance/unimportance and urgency/not urgency to figure out priorities. The 

horizontal x-axis represents the level of urgency with left side being the most 

urgent and the right side the least. The vertical y-axis represents importance, 

with the lowest importance at the bottom, highest at the top. The result is 4 

quadrants: urgent and important, less urgent but still important, less important 

but urgent, and less important and less urgent. You can place all your tasks 

within the boxes. It offers a clear understanding of what is really needed to be 

done now and what can (and should) wait. 

Tasks/duties are handled as follows: 

1. The tasks of the “important/urgent quadrant” 

must be done immediately and personally. 

These tasks are important for your life and 

career and must be done right away otherwise 

there could be a negative consequence. 

Prioritise actions that are in this category. Plan 

to keep box 1 as empty as possible! Doing so 

will minimise emergencies that disrupt your life 

and work. 

2. The tasks of the “important/not urgent quadrant” get an end date and are 

done personally. Schedule a time to do it. You should list the tasks you need 

to include in your calendar. For maximum efficiency the majority of your time 

should be spent on important tasks before they become urgent. Consider 

what is presented in the other boxes. Plan to move them to box 2. Designate 

and protect time for your personal needs. 

3. The tasks of the “unimportant/urgent quadrant” are delegated to others. The 

third quadrant is for those tasks you could delegate as they are less 

important to you than others but still urgent. You should keep track of 

delegated tasks by e-mail, telephone or within a meeting to check back on 

their progress later. Urgent but not important tasks are things that prevent 

us achieving our goals. 

4. The tasks of the “unimportant/not urgent quadrant” can be dropped 

/deleted. The activities that belong in this quadrant are just a distraction or 

timewasters and don´t contribute any value. Avoid them or cancel them! 

These activities prevent us from accomplishing the more urgent and 

important tasks in the first two quadrants. 
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Training for job interviews 

 
 
 
 
 
 

In Brief 

Training for job interviews is very important for people who have to learn free 

speaking about themselves. Often it is used for migrants who feel unsure in 

using a foreign language in a distinguished situation like a job interview. Job 

interviews are special social situations with own rules and standards. As a 

method the training for a job interview takes place between two or more people, 

who act in another way like daily life. 

By acting a situation like job training out, you can explore how the employer 

could react, which questions are going to be asked and you can get a feeling for 

approaches that are likely to work and for those that might be counter- 

productive. You can also get a sense of what other people are likely to be 

thinking and feeling in the situation and how they tend to act. 

Training for job interviews also builds up experience and self-confidence with 

handling the situation and you can develop quick and instinctively correct 

reactions to special situations like job interviews. With this method you develop 

the ability to react more effectively and avoid mistakes. 

Competences 

addressed 

Self-confidence 

Communication skills 

 
 
 
 
 
 
 
 

 
Step by step 

implementatio 

n 

The method is for two persons or to work in groups. 

1. The first group is the interviewer: They should prepare a job offer for a job 

they want. The second group is the conversational partner. They should create a 

curriculum vitae and a letter of application for the job offer. 

2. First group: You have all information about a possible new employee. You 

want to get more information about him. Prepare some questions for a job 

interview that will help you to decide. Second group: Imagine you get a letter or 

an E-Mail from an employer. He/She read your curriculum vitae and your letter 

of application and wants to get to know more about you now. He invites you to 

a job interview at his company. 

3. Imagine you are in the situation of the job training. One of you (one group) is 

the interviewer. The other group is the conversational partner. 

4. Run a job interview. React and behave natural. Answer all questions the 

interviewer will ask you. 

5. Change the roles: The interviewer is now the conversational partner and vice 

versa. Do 2.-4. again. 

6. Discuss what you have learned 

When you finish the training, discuss what you've learned and what you´ve 

experienced. What did you feel? Was it easier to be the interviewer or to be the 

conversational partner? Why? What is still necessary to do or to train before the 

real job interview starts? 

 

Further Tips 

Sometimes it is helpful to make a video of the training situation. It shows 
intended and unintended reactions and behaviour of the trainee. If the trainee 
watches the situation, self-reflection will be easier for him/her. 
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Method “Grow” 

 
 
 
 
 
 

 
In Brief 

The aim of the method “Grow” is to create a common understanding of the “ 

big picture of personal development” in terms of purpose, risks, resources, 

alternatives, etc. There are two approaches to promote personal development: 

1) Identify the gaps in the current situation and step by step improve them. The 

disadvantage of the approach is that it does not protect against unexpected 

events, and development is largely influenced by chance. 

2) Set a clear long-term goal and accordingly plan the next steps. Knowing 

where you want to be at a given time and organization of your development 

plan according to that vision contributes to purposeful development and 

reduces the impact of external factors. 

3) Consultations take place in 4 stages: 

1. Vision of the future 

2. Reality 

3. Obstacles 

4. The way forward 

 
 

Competences 

addressed 

Planning-competence 

Risk analysis 

Teamwork 

Communication skills 

 
 
 
 
 
 
 
Step by step 

implementatio 

n 

1. The participants are divided into groups of 4-6 people. 
2. The trainer gives the topic of the task, for example "find a new job." 
3. Agree on a reporting date, such as March 1st of the following year. 

Note: The reference date must be far enough to facilitate a 
noticeable change, but close enough not to be lost in sight. 

4. Groups imagine what the situation could be on March 1st of the 
following year, showing how the goal is achieved. Visualise your 
plan by creating a painting, sculpture, performance or collage. 

5. Groups present their visions. Depending on the form of the action, 
this phase could take 30 to 90 minutes. 

6. The participants reflect on what to take from each presentation 
and agree on common goals. 

7. The participants return to their groups and discuss for 15-30 
minutes on the current situation and the actions needed to achieve 
the goals. The action shall be recorded on A1 sheet of paper or 
sticky notes. 

8. Groups present their reflections to colleagues. 

9. Agree together what the next steps will be to develop a concrete 
action plan. 
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Problem solving circle 

 
  

 

 

 

 
In Brief 

The method allows you to get ideas and suggestions from colleagues about 

solutions to problem that people face. 

 
Competences 

addressed 

Strategic thinking 

Problem-solving 

Communication skills 

 
 
 
 
 

 
Step by step 

implementatio 

n 

Put chairs in 2 cycles so that they are facing each other. If space does not 
allow, participants may stand on their own. 

1. In the inside circle there are "clients" sitting, in the outer circle the 
"consultants". 

2. "Clients" think about a problem or issue they are facing in life. 

3. Within one minute they present their question to the "consultant". 
4. The "consultant" has two minutes to ask clarifying questions and to 

share his ideas and suggestions; «Clients» note down the lessons 
learned. 

5. At the coach's signal, the "clients" move clockwise to the next chair 
at the next "consultant", repeat their question and listen to his or 
her ideas and suggestions. 

6. Repeat this step one more time (total time for each step is 3 
minutes). 

7. Participants change roles - "consultants" become "clients" and 
"clients" become "consultants". 

8. 8. The previous process is repeated so that the new "clients" get 
three different views on their problem 

 
 

Personal effectiveness 

 
In Brief 

The method helps to determine your personal effectiveness plan, risks 

connected to it and support needed. 

Competences 

addressed 

Strategic thinking 

Self-management 

 
 
 
 
Step by step 

implementatio 

n 

1. Define your goals. 

2. Determine what values affect your purpose. 

3. Define a plan for achieving the goal. 
4. Identify which of your habits might help and which might interfere 

your plan. 
5. Determine what a disciplined daily regime should be in order to 

move you forward. 
6. Identify what could bring fun to the plan that would give you more 

strength and joy. 
7. Set a time limit to check whether you have reached the goal or 

how far you are in reaching the goal. 
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6 Steps 

 
In Brief 

The method helps to visualise the big picture of the goal and visualise how the 

goal could be achieved in 6 steps, defining what would be the most important 

task at each step. 

Competences 

addressed 

Critical thinking 

Strategic thinking 

 

 
Step by step 

implementatio 

n 

1. Define your goals. 
2. Place a colored big picture of your goal on 1 page - "How will my 

life look like? What will be the goal?". 
3. Divide 2 pages into 6 quadrants, numbering them consecutively. 

4. Analyse the 6 big steps you should take to reach your goal. 

5. Identify the main tasks of each step. 
6. Visualise the most important task of each step in the quadrant. 
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