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INTRODUCTION
The ASSESS PLUS project team includes professionals from 7 organizations from 6 countries: the
coordinator ITG Conseil, France and the partners INFODEF, Spain; BEST, Austria; IASIS, Greece; La bien
paga, Spain; Business Foundation for Education, Bulgaria and Innoquality Systems from Ireland.
ASSESS PLUS. Supporting Skills Audits in adult education main objective is through innovative digital
tools and products to make available skills identification and screening, including the validation of
skills acquired through informal and non-formal learning, and facilitate the progress of low-skilled and
disadvantaged adults towards higher qualifications.
To promote transparency and recognition of skills and qualifications through Skills Audits in Adult
Education, the following Guidelines have the goal to encourage transparency and recognition of skills
and qualifications on Skills Audits in Adult Education.
The Guidelines are aligned with other European transparency and recognition instruments, such as
ECVET, EQAVET, EQF or Europass and are a policy instrument to support the exploitation strategy of
the project and to mainstream the project results, in particular the EFC reference in Skills Audits for
Adult Education.
All the Guidelines are integrating parts of all other results from IO.s, the Guidelines is addressed to
policy makers, adult educational institutions and providers, companies, intermediary bodies and
entities active in career guidance, counselling and validation.
In preparation for this, public authorities and services challenge has been to develop
special integration measures for these groups.
Key findings
The role of public services differs in Europe.
a. In some cases, the public services or another public entity primarily regulated and
oversaw the measures.
b. in others, they acted as the service providers.
c. and in other cases, they financed the measure, or combined roles.

In the area of housing and social integration (including measures such as civic education),
municipalities and local authorities play a key role, in collaboration with NGOs.
In terms of policy responses to housing demand, a common thread across Europe
Innovative and engaging measures are essential such as strategies to include refugees i ope has been
the development of coordinated approaches between governmental agencies and local
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municipalities. This includes the development of dispersal policies and the establishment of quotas to
distribute newcomers across municipalities.

Policy pointers
Designing culturally sensitive measures that recognise the specific characteristics of refugees may help
to offer a more tailor-made assistance.
Providing psychological support where needed and accounting for health issues in the design of the
measures are crucial. Since health issues are of common concern across Member States, a Europeanlevel forum or platform for experts to exchange experiences and good practice may help Member
States to deal with the surge in demand.
n community activities and those supporting social networking, such as mentoring Role of public
services in integrating refugees and asylum seekers.
Service providers (both public and private) frequently experience capacity issues, both human and
financial.
An active civil society, a welcoming business environment and the support of NGOs and local
communities are all conducive to successful integration. Actively engaging these stakeholders in
integration measures to enhance the chances of success.

Given the multidimensional nature of integration, close cooperation between different actors
involved in integration measures, including social partners, is a prerequisite of success. Across the
various integration measures and areas, different cooperation models – from a prescriptive role for
the service provider to more flexible models – have been identified among public services, private
organisations, and social partners. For its part, the EU, through its multi-stakeholder European
Partnership for Integration, encourages the involvement of social partners in decision-making at the
EU level.
Cooperation can be particularly challenging when numerous and varied stakeholders are involved:
good communication is necessary to avoid duplication and maximise synergies.
Very few measures include a specific focus on women. Putting in place childcare facilities and classes
specifically tailored to the education and vocational needs of female refugees may help to boost
female participation.

4

IO2. ASSESS Plus Virtual Campus
Massive Open Online Courses

Distribution of LEARNING UNITS and GUIDELINES attached:
Learning Unit

Partner

A.1. Guidelines in favour of knowing and
applying the legislative framework and
background of skills audit

INQS

A.2. Guidelines in favour of designing a skills
audit process

ITG

A.3. Guidelines in favour of coordination and
management of relations

IASIS

B. GUIDELINES TO
PROMOTE
COMPETENCES TO
DEVELOP A SKILLS
AUDIT

B.1. Guidelines in favour of organising and
managing the parties involved in the skills audit
and their relations

LBP

B.2. Guidelines in favour of implementing skills
audit actions

BEST

C. GUIDELINES TO
PROMOTE
COMPETENCES TO
DELIVER A SKILLS
AUDIT

C.1. Guidelines in favour of delivering and
managing a skills audit activity

INFODEF

C.2. Guidelines in favour of coordination and
management of relations

BFE

A. GUIDELINES TO
PROMOTE
COMPETENCES TO
DESIGN AND PLAN A
SKILLS AUDIT
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1. GUIDELINES IN FAVOUR OF KNOWING AND APPLYING
THE LEGISLATIVE FRAMEWORK AND BACKGROUND OF
SKILLS AUDIT (INQS)
GUIDELINE 1.1: IDENTIFYING THE LEGAL CONSIDERATIONS
FOR CONDUCTING SKILLS AUDITS WITHIN AN EU MEMBER
STATE
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)

The purpose of this experimental exercise is to raise awareness among the participants about legal
obligations and requirements in their own country related to skills auditing.
According, also, to the Template for competences & learning outcomes development of this Module, learners
will:
● Comprehend
● Apply tools based on.
as a significant element of human development and well-being.
2. Detail of the tool or best practices and HOW TO USE IT:

STEP 1:
•
•
•

•

Access the EU publication “Skills audits: tools to identify talent” via
http://orca.cf.ac.uk/123502/1/2018%20Skills%20Audits.pdf
Under Section 4 of this report, identify what type of skills audit do you want to conduct. Consider
the aims, methods, use of standards and providers listed under each.
Briefly outline – for yourself and/ or the stakeholders involved in the audit - a description in your
report of why this type of audit is appropriate to you and consider this category of skills audit when
examining the remaining report questions
This is useful as a reference to frequently return to during this process to help clarify for yourself
what the type and “intention” of your audit is, so that and other stakeholders involved do not lose
clarity.

STEP 2:
•

•
•

Access the European report – “Inventory on validation of non-formal and informal learning 2018 at
https://www.cedefop.europa.eu/en/events-and-projects/projects/validation-non-formal-andinformal-learning/european-inventory
From this website, select the relevant report for your own country.
Identify in this report what national legal frameworks or regulations are in place which may affect
your skills auditing processes.
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o
o

o

Remember that it will not necessarily be a single, uniform piece of legislation which will affect
your skills audit – it may be more subtle than this.
Consider also if these frameworks or requirements are for all citizens, or just specific categories
of citizens? If so, do any of the individuals whom your skills audit is intended for fall into these
categories?
If you find the report difficult to navigate, each country report identifies whom is responsible, or
at least deeply involved, in supporting the validation of skills and learning at a national level. So
you should contact and engage with any relevant organisations if required/ desired.

STEP 3:
•

•

•

Contact or research your own industry or sector representatives to identify if they provide or
identify legal requirements related to your specific area. Consider researching and/ or contacting
o Government representatives or departments involve in your area
o National bodies or regulatory bodies who oversee your area
o Professional training or accreditation bodies who provide training or professional assessment in
your area
o Professional organisations who conduct skills audits in your area
It may not be immediately clear what requirements are present within your own sector, in which
case contacting a representative from the above bodies and clearly outlining the information you
are looking for (especially as it pertains to skills audits) is perhaps the most straightforward route.
Even if contacting your own industry or sector representatives is something you have done in the
past, it is important to ensure that you are as up to date as possible.

STEP 4:

•

Consider whether there are specific requirements within your own organisation in relation to
skills auditing? Key decision-makers to speak to in relation to this may include HR within your
organisation, any legal representatives, in-company training providers and management
STEP 5:
•

•

Once you feel that you have gathered as much data as is available to you, try to identify what
information you may be missing and if you feel that this is appropriate to inform your provision or
facilitation of a skills audit.
It may be useful to bring this initial report to the attention of other individuals within your
organisation, such as legal representatives, HR and management.
o Remember that this report will ultimately be a “first draft” and something which you will need
to revisit and update for it to be effective or applicable.
o While it is important to keep this set of guidelines as up to date as possible, if you feel it is
adequate, it can be safely applied for multiple skills audits and/ or even used for skills audits in
organisations similar to your own (if desired).
3. Type of tool/practice (social network, adapted support, IT tool, …?):

This tool is primarily making use of 2 key European online resources as a means of informing oneself
about legal considerations related to one’s country, sector and organisation. The output in question
should be a clear set of personal guidelines.
4. References:

Skills audits: tools to identify talent
The European inventory on validation of non-formal and informal learning
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GUIDELINE 1.2: IDENTIFYING THE CONSIDERATIONS RELATED
TO GDPR AS PART OF SKILLS AUDIT PROCESS
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)

The purpose of this experimental exercise is to raise awareness among the participants about legal
obligations and requirements in their own country related to skills auditing.
According, also, to the Template for competences & learning outcomes development of this Module, learners
will:
● Comprehend
● Apply tools based on.
as a significant element of human development and well-being.

2. Detail of the tool or best practices and HOW TO USE IT:

STEP 1:
•

•

GDPR.eu is a resource (developed as part of a Horizon 2020 initiative) for organizations and
individuals researching the General Data Protection Regulation. Within this resource, one
can a library of straightforward and up-to-date information to help organizations achieve
GDPR compliance.
Access the general guide to GDPR compliance at https://gdpr.eu/

STEP 2:
•
•

•
•

Based on the general GDPR overview at GDPR.eu, identify what elements of your proposed
skills audit process may lead to GDPR considerations.
Consider – at a minimum:
o What types of personal data will you gather as part of your skills audit?
o How you will collect this data during the skills audit?
o How will you store this data?
o What will you do you do with this data?
o How long will you keep the data from the skills audit for?
o What is your process for deleting data?
If you have an existing GDPR policy, does this policy address the above GDPR elements (and
others not listed here) which will arise as part of the skills audit process?
Refer back to the list you have created in the following steps to ensure that nothing is being
missed

STEP 3:
•
•

Access the GDPR checklist for data https://gdpr.eu/checklist/
Complete the checklist with a view to your own organisation and skills auditing processes.
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•

If there are areas which you are unsure about or which you do not have information for,
make a note of these, consult with someone in your organisation or sector who would have
access to this data and add this to the checklist at a later date

STEP 4:
•
•
•

Access the Data Processing Agreement template at https://gdpr.eu/data-processingagreement/
Complete the template with a view to your own organisation and skills auditing processes.
If there are areas which you are unsure about or which you do not have information for,
make a note of these, consult with someone in your organisation or sector who would have
access to this data and add this to the template at a later date

STEP 5:
•
•
•

Access the Right to Erasure Request Form template at https://gdpr.eu/right-to-erasurerequest-form/
Complete the template with a view to your own organisation and skills auditing processes.
If there are areas which you are unsure about or which you do not have information for, make
a note of these, consult with someone in your organisation or sector who would have access
to this data and add this to the template at a later date.

STEP 6:

•
•
•

Access the Privacy Policy template at https://gdpr.eu/privacy-notice/
Complete the template with a view to your own organisation and skills auditing processes.
If there are areas which you are unsure about or which you do not have information for,
make a note of these, consult with someone in your organisation or sector who would have
access to this data and add this to the template at a later date

3. Type of tool/practice (social network, adapted support, IT tool, …?):

This tool is primarily making use of a key European online resource as a means of informing oneself
about GDPR considerations which may arise as a result of conducting a skills audit. The outputs in
question should help users to create a clear set of personal guidelines and relevant policy resources
related to GDPR.
4. References:

The website https://gdpr.eu/ provides a wide range of useful information, resources and templates
related to GDPR.
The EU data protection website can help to provide information on EU requirements related to GDPR
- https://ec.europa.eu/info/law/law-topic/data-protection_en
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GUIDELINE 1.3: GATHERING INFORMATION ABOUT
RECOGNITION AND TRANSFERABILITY OF PROFESSIONAL
QUALIFICATIONS IN PRACTICE WITHIN THE EU
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)

The purpose of this experimental exercise is to raise awareness among the participants about a range
of online resources available to compare and contrast professional qualifications between various
professions and countries within the EU.
2. Detail of the tool or best practices and HOW TO USE IT:

STEP 1:
•

It important for a skills audit to be aware of the requirements and needs around the recognition of
professional qualifications in practice – especially across Europe and within individual European
countries.
Professional qualifications - the formal outcome of an assessment and validation process which is
obtained when a competent body determines that an individual has achieved learning outcomes to
given standards - can be hard to determine or clarify, but it is important to be able to identify relevant
and required qualifications for effective skills auditing and/ or to be able to direct users to potential
training and qualification elements – relevant to EU requirements - at the end of a skills audit process.
A range of resources are offered below to better support this task.

•

STEP 2:
•

A clear outline of the recognition of professional qualifications in Europe has been laid down in
Directive 2005/36/EC – which enables the free movement of professionals such as doctors or
architects within the EU.
o The professions who benefit from automatic recognition on the basis of harmonised
minimum training requirements under this directive are nurses, midwives, doctors (basic
medical training, general practitioners and specialists), dental practitioners, pharmacists,
architects and veterinary surgeons.
o The recognition mechanisms of Directive 2005/36/EC in principle do not apply to professions
for which the recognition of professional qualifications is governed by specific legal
provisions. In some cases, the recognition mechanisms of Directive 2005/36/EC may apply on
secondary basis. Professions with recognition falling under specific legislation are, for
example, lawyers, sailors, insurance intermediaries and aircraft controllers, as well as some
other professions in transport or those linked to activities involving toxic products.

STEP 3:
•

•

If you access https://ec.europa.eu/growth/tools-databases/regprof/index.cfm?newlang=en, you can
access a database containing information on regulated professions, statistics on migrating
professionals, contact points and competent authorities, as provided by EU Member States, EEA
countries, the UK and Switzerland.
This resource allows you to compare the qualifications required from 1 country to another for a
specific job or occupation
10
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o

Once can also access a full list of job titles and compare and contrast professional qualification
requirements amongst countries (who have them) in the section “Regulated professions
database”
at
https://ec.europa.eu/growth/toolsdatabases/regprof/index.cfm?action=profession&id_profession=5190&tab=countries

STEP 4:
•

An additional resource which can be used to quickly compare required qualifications for specific
roles among European countries include:
o

A comparison of automatic recognition of professional qualifications for seven sectoral
professions: nurses, midwives, doctors, dentists, pharmacists, architects and veterinary
surgeons is available at https://ec.europa.eu/growth/single-market/single-marketservices/free-movement-professionals/recognition-professional-qualificationspractice/automatic-recognition_en

o

A comparison of recognition of professional qualifications for some professions governed
under specific legislation is available at https://ec.europa.eu/growth/single-market/singlemarket-services/free-movement-professionals/recognition-professional-qualificationspractice/professions-falling-under-specific-legislation_en

3. Type of tool/practice (social network, adapted support, IT tool, …?):

This tool is primarily making use of a key European online resource as a means of informing oneself
about the requirements related to transferability of professional qualifications among EU member
states for specific roles.
4. References:

User guide for Directive 2005/36/EC on recognition of professional qualifications https://ec.europa.eu/docsroom/documents/40185
Recognition of professional qualifications in practice - https://ec.europa.eu/growth/singlemarket/single-market-services/free-movement-professionals/recognition-professionalqualifications-practice_en
Regulated
professions
database
databases/regprof/index.cfm?newlang=en

11

-

https://ec.europa.eu/growth/tools-

IO2. ASSESS Plus Virtual Campus
Massive Open Online Courses

GUIDELINE 1.4: IDENTIFYING THE SPECIFIC DEFINITIONS OF
OCCUPATIONS AND ASSOCIATED SKILLS AND KNOWLEDGE
WITHIN THE EU
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)

The purpose of this experimental exercise is to raise awareness among the participants about the
depth and granularity of skills auditing according to the ESCO database
2. Detail of the tool or best practices and HOW TO USE IT:

STEP 1:
•

ESCO is the multilingual classification of European Skills, Competences, Qualifications and
Occupations. The ESCO database identifies and categorises skills, competences, qualifications and
occupations relevant for the EU labour market and education and training and systematically shows
the relationships between the different concepts.
ESCO works as a dictionary, describing, identifying and classifying professional occupations and skills
relevant for the EU labour market and education and training for given roles.
Access the ESCO database at https://ec.europa.eu/esco

•
•

STEP 2:
•

•

In preparing for a specific audit, identify a specific or knowledge related to a particular role or
occupation which will be measured as part of the audit, or which is relevant to a given role or position.
o For the given skill, knowledge related to the audit, use the ESCO database to identify the
definition
of
a
specific
work-related
knowledge
or
skill
https://ec.europa.eu/esco/portal/skill
Alternatively, if you wish to learn more about the knowledge or skills associated with a specific job or
occupation in order to better audit or assess a users’ ability or potential for that position), you can
identify a particular job role in order to learn more about the associated skills and knowledge involved.
o For the given role or occupation related to the audit, use the ESCO database to identify the
definition of the position and the list of related knowledge or skills https://ec.europa.eu/esco/portal/occupation

STEP 3:
•

•

When you have identified a specific work-related knowledge or skill (as part of the selected role or
occupation related to the audit) in the ESCO database, use the findings to make note of the following
elements provided under the ESCO definition:
o The definition of a particular skill or knowledge
o Alternative titles for it
o The broader skill/ competence
o The roles it is associated with
An example of a skill related to using word processing software can be seen at
http://data.europa.eu/esco/skill/81633a44-f1db-4a01-a940-804c6905e330
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STEP 4:
•

When you have identified a specific job role or occupation (related to the audit) in the ESCO database,
use the findings to make note of the following elements provided under the ESCO definition:
o The description of a particular occupation
o Alternative titles for the occupation
o The regulatory elements associated with the occupation
o Essential skills and competences for the occupation
o Essential Knowledge for the occupation
o Optional skills and competences for the occupation
o Optional Knowledge for the occupation
o

An example of an occupation for a special needs teacher can be seen at
http://data.europa.eu/esco/isco/C2352

3. Type of tool/practice (social network, adapted support, IT tool, …?):

This tool is primarily making use of a key European online resource as a means of informing oneself
about occupations and resources related to definitions of occupations and associated skills and
knowledge related to these occupations.

4. References:

The ESCO database - https://ec.europa.eu/esco
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2. GUIDELINES IN FAVOUR OF DESIGNING A SKILLS
AUDIT PROCESS (ITG)
GUIDELINE 2.1: HOW TO IMPROVE YOUR SELF-AWARENESS?
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
Improving your self-awareness can seem daunting, partly because feels like such an abstract concept.
Self-awareness is a skills’ identifying process anyone can improve with the right tools and a little practice.
In this guideline, it is explained what self-awareness is, why it’s important, and then walk you step-by-step
through a handful of exercises and techniques for becoming more self-aware.
It is very helpful for a skills audit process.

2. Detail of the tool or best practices and HOW TO USE IT:
This activity consists in 10 examples of how to improve your self-awareness
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Pay attention to what bothers you about other people
Meditate on your mind
Read high-quality fiction
Identify your emotional kryptonite
Draw a timeline of your life
Ask for feedback (and take it well)
Do some micro-travel
Learn a new skill
Identify cognitive distortions
Make time to clarify your values

Then, it is time for summary & Key Takeaways

3. Methodology:
This set of exercises can be done individually or in group.

4. References:
Link: https://nickwignall.com/self-awareness/
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GUIDELINE 2.2: HOW TO RECEIVE AND TO ACCEPT FEEDBACK
IN SKILLS AUDIT?
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
Nobody likes receiving criticism; most of us baulk at giving it, and some of us find it hard to convey, or accept,
even the positive variety. But make no mistake, feedback is essential not only for growth and development
but also to motivate, fulfil and give meaning to what we do. Here's our quick guide to this essential life skill.
Crucially though, their efficacy is context dependent, in other words, you need to be clear about purpose in
either conveying or responding to the feedback.
For example, at the end of a tortuous audit, with high stakes and crazy deadlines, before, during and at the
end, its right to give your team appreciative feedback to recognise hard work, convey gratitude and to
motivate and encourage. This is not to be confused with coaching feedback that you would offer or receive
during an assignment - you know the sort that gives forth the dreaded 'review points’. This is teaching
feedback - necessary to fulfil the objectives of the job and for you to learn (or teach) from in your Audit
role. And then, there is the-end-of assignment appraisal form; this is evaluating feedback, which, in the words
of Stone and Heen, 'helps you understand and know where you stand'.
2. Detail of the tool or best practices and HOW TO USE IT:
This activity consists in 7 mean ideas to improve your self-acceptance in receiving feedback:
1. There are infinite perspectives; accept and embrace this by reflecting upfront where the other
party is coming from. Appreciate their motivators, their stakeholders, their past experience and
context, and so on. Evaluating how these differ from yours, can really help in building a bridge of
communication and understanding.
2. Specificity and precision: what exactly need to change and where exactly is performance
meeting/exceeding expectations? Is it how or what is being done? Present or ask for contextual
examples, to unpick a situation and avoid the risk of gross generalisation.
3. Listen for meaning and ask more than tell, whether you are the giver or receiver. Not only will
this help with the first two points, but it will also keep you in a more mindful, reflective mode, able
to respond to the here and now and deepen understanding rather than reacting or defending
preconceptions;
4. Don’t make it personal; separate situation and person by focussing on the issue, behaviour or
action. The passive voice is helpful here; ‘work-in-progress has not been audited effectively’
rather than ‘you made a mess of work-in-progress’. And if you are receiving the feedback, be ready
to separate emotion from fact, to maintain as much objectivity as possible.
5. Understand and express intent and action. What are the implications of the feedback? What
needs to happen now? How will change be measured? In other words, what was the point of the
feedback, why was it given?
6. Timeliness and regularity. Performance feedback in Audit is an all year-round
responsibility. Development input needs to be timely to the context to make it meaningful and to
protect and support the recipient. If you are not getting timely feedback, ask for it!
7. And finally, don’t overweigh the negative. The best feedback is usually a mix of the positive and
constructive. It’s a primitive mechanism, but our brains are designed to respond more strongly
to threats to our survival than to compliments. That’s why the feedback sandwich isn’t particularly
15
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effective. The two slices of positive ‘bread’ are not enough to cushion the impact on our emotions
of the meaty filling. All feedback is valuable.

3. Methodology:
This set of exercises can be done individually or in group.

4. References:
Link: https://www.careersinaudit.com/article/audit-advantage-feedback/
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GUIDELINE 2.3: HOW TO IDENTIFY AND TO CAPITALIZE ON
POSITIVE ASPECTS?
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills
Responsibility and Autonomy (ECVET principle)
In skills audit process, it is a real advantage to capitalize to identify and cultivate positive skills and capabilities
within yourself. Here are 12 qualities and practices that can help you become a better leader in your own
personal and professional plan (next job, next position, mobility…).
2. Detail of the tool or best practices and HOW TO USE IT:
This activity consists in 12 mean practices:
1. Show a Higher Level of Engagement
2. Be Comfortable With Failure: Failure is a prime opportunity to think like a leader (regardless of
whether your position is actually a leadership role or not), pick yourself back up and keep chugging
along.
3. Develop Great Communication Skills : Those who communicate ideas and thoughts in ways people
understand are the people you should support as they have a clear understanding of effective
everyday leadership.
4. Know When to Listen: When you show your superiors or subordinates that you spend more time
listening, they will notice.
5. Don’t Show Off: someone good at their craft can inspire the rest of the team with actions and perhaps
a few carefully chosen words without putting on a big show.
6. Get the Best Out of Those Around You: where the person in charge is willing to take a step back to let
a member of their team step up.
7. Listen to Someone When They Need Your Help:
8. Create a Safe Environment When Someone Comes to You With a Mistake
9. In Moments of Conflict Take Emotion Out of Feedback
10. Identify Emotion When You Notice it
11. Become a Better Leader at Work
12. Know That Education Never Stops.
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3. Methodology:
This set of exercises can be done individually or in group.

4. References:
Link:
https://www.pointloma.edu/resources/business-leadership/12-ways-identify-capitalize-leadershipmoments
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GUIDELINE 2.4: HOW TO THINK OF YOURSELF IN A NEW JOB
POSITION?
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
In a skill audit process, it is a good way to think of a new job position or new company and raise oneself some
questions.
Few people stay in the same exact role at just one company for their entire career. At some point in your
professional journey, you'll likely seek out change, whether it's moving up in your organization or finding a
job elsewhere. When a job opportunity presents itself, you may wonder whether it's the right move for you
at that time. You don't want to take too long to make a choice, lest the chance passes you by—but you also
don't want to rashly jump into something that isn't a good fit and later regret it.
2. Detail of the tool or best practices and HOW TO USE IT:
To help you make this important decision, a panel of Young Entrepreneur Council members shared nine
questions you should ask yourself to determine whether a new professional opportunity is right for you:
1. Will I have another opportunity like this?
2. Do the company's values align with mine?
3. Does it offer long-term growth potential?
4. Am I capable of taking it on right now?
5. What is my probability of success?
6. Is this what I want to do full time?
7. Will it help me reach my goals?
8. Does it align with my top priority?
9. What does my gut tell me?
3. Methodology:
This set of exercises can be done individually or in group.
4. References:
Link:
https://www.forbes.com/sites/theyec/2021/09/09/is-a-new-job-opportunity-right-for-you-ninequestions-to-ask-yourself/?sh=775ad2be79fa
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3. GUIDELINES IN FAVOUR OF COORDINATION AND
MANAGEMENT OF RELATIONS (IASIS)
GUIDELINE 3.1: SKILLS AUDIT ON SELF AND SOCIAL
AWARENESS
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
-

Assess and promote self and social awareness abilities
Improve critical thinking
Understand how self and social awareness can impact someone’s relations with others
2. Detail of the tool or best practices and HOW TO USE IT:

The current exercise is an evaluating assessment which promotes self and social awareness. Self and Social
awareness is an important skill to develop in order to maintain healthy relations with others as it gives us a
deeper knowledge of who we are and interpretive abilities to comprehend the diversity of the society and respect
different perspectives. In practice, that means that you are competent to understand how the others feel and
what appropriate behaviour you have to deploy to respect either the individual or align with the prominent social
norms. If you have ever, e.g., been hesitant to initiate a sensitive conversation because you understand you might
trigger of the listener the emotions, that means you have good Empathetic skills, which are parts of the Social
Awareness umbrella. Being empathetic means you can put yourself into others’ shoes and predict their emotions.
You can understand others’ experiences and envision what it would be like to be if you were in that situation.
Like Self-Awareness, Social can also get enhanced through training.
Tip: This can be also used as a self-reflective individual tool
STEP 1:
The trainers give to the participants the following questionnaire by telling them: As a rough initial guide, rate
yourself in terms of the following ingredients of self and social awareness on a scale from 1 to 10.

Give to each participant 5 minutes.
The trainees should write their name in the top of the paper and put the 1st part of the
questionnaire in a box.
The 1st part of the questionnaire is the following:
1. I can understand what I feel and why I feel like that (_/10)
2. I am good at communicating and interacting with others at time of stress (_/10)
3. If I am angry with something, I try not to break out on someone else for no apparent reason (_/10)
4. I can understand the multidimensional aspects of someone’s opinion (_/10)
5. If someone has a different opinion than me on a certain topic, I do not feel offended (_/10)
6. I am able to accept myself for who I really am and what I really do (_/10)
7. I cope well with my emotions (_/10)
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STEP 2:
The trainers explain to the beneficiaries to consider each example/question individually (from the step
1). They should ask them: ‘’For each item above, if you rated it more than 5, ask yourself why. Also,
what could you do to increase your score on each item, making it closer to ten?’’
Each participant should answer to these questions in anonymous and then put them in a second box.
After, the trainers collect all the questionnaires, then one by one they should read the unknown
answers in front of the team.
QUESTION

What made me rate this 5 or
below 5

What can I do to increase the
score to make it closer to ten?

STEP 3:
Reading the answered questionnaires:
For this phase of the activity, while the trainers are reading the anonymous 2nd questionnaires (one by one), the
participants will suggest some solutions to the anonymous writer from their own point of view.(For the area:
’’What could I do to increase the score to make it closer to ten?’’). For example:’’ I suggest you to do…’’
This step will finish after the trainers read all the anonymous answered questionnaires.
STEP 4: Debriefing/Feedback from the participants
● What actually is self and social awareness?
● Do you believe that everyone has that feature/ability?
● In what ways can you increase the level of self and social ability?
● All these advice, from all the participants, did they help you to understand more clear the
definition of self and social awareness and how you can increase it, in order to maintain healthier relations with
the society?
3. Type of tool/practice (social network, adapted support, IT tool, …?):
This is an evaluating assessment tool where the original idea has been derived from a European project named
“Ladies First!” where IASIS was a contributing participant. The tool though, has been fully adapted for the
purposes of this project and skills audit context.

4. References
Eurich, T. (2018). What Self-Awareness Really Is (and How to Cultivate It). Harvard Business Review, Retrieved
from https://hbr.org/2018/01/what-self-awareness-really-is-and-how-to-cultivate-it
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GUIDELINE 3.2: SKILLS AUDIT ON EMOTIONAL REGULATION
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
-

To apply stress management techniques
To implement somatization of stress activities
To promote how regulation of negative emotions can enhance the relations with others
Understand and explain how negative emotions, especially stress, can impact the relations with others,
especially at work
2. Detail of the tool or best practices and HOW TO USE IT:

The current tool is an emotional evaluating activity for recognizing stressful situation and facilitates low-qualified
adults with stress management techniques so they can implement and enhance their relations with others. Many
people who experience negative stress might not be able to handle it and having difficulties in handling the
interpersonal relations while it is very common for them to end up isolated.
Tip: This can be also used as a self-reflective individual tool
STEP 1:
The trainers should pick a participant and ask her/him to lie down on the poster.
This sketch presents the shape of the human body and the participants should draw where stress affects the
body i.e. tension in the neck, stomach aches, chest pains:

STEP 2:
The trainers should write in post it 5 different anxiety situations and put them in a box:
1. You are late to work
2. You had a fight with your partner
3. You have serious bad relations at work with one of your colleagues
4. You do not have enough time to cook after work this week because it is a busy period at your work and
you have to stay longer
5. You do not have enough free time for your needs and leisure, but you notice though the social media
that some of your colleagues have free time
Then the trainers should ask from the participants to pick up a post and read the anxiety situation.
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STEP 3:
They should invite participants to analyse their answers, drawing in the human body sketch, the part of
their body that affected the most. While they talking, the trainers can ask the members different kind
of questions, for a better understanding of stress definition.
The trainers can use questions, such us:
- What did you explore about yourself?
- Do you have similar experiences in the past?
- How would you change this anxiety situations?
Do you want to add an anxiety situation in the above list?
- In what way you understand this anxiety situation?
- How can anxiety/stress impact your social life?
STEP 4:
Apart from assessing their stress management skills we also support the idea of providing resolution/orientation
to the solution. For a clearer understanding of how to deal with anxiety situations, the trainers can suggest to
the participants some stress management techniques that they can do in their daily life, to relax and calm down.
Following you can find some examples, but the trainers can use some different stress management methods,
too.
Deep Breathing Exercise
Breathing exercises are the foundation of many other relaxation techniques and are very easy to learn. These
exercises work to help you breathe slowly and deeply, which can allow you to feel more relaxed. Breathing
exercises have been known to have a cleansing effect, making you feel energized and refreshed. Deep breathing
also brings your focus and attention to the breathing process, therefore clearing your mind and helping you to
control the rhythm of your breath. These exercises can assist with reducing muscle tension, along with improving
other common symptoms of panic, such as decreasing rapid heart rate.
Yoga and Meditation
Many people find yoga and meditation to be useful ways to reduce stress and anxiety. Yoga can help you to let
go of tension throughout the body, improve concentration, and relax. Meditation can be used alone or as part of
a yoga practice and is also a great way to assist you in feeling more balanced, calm, and focused. These relaxation
techniques can be practiced upon waking to relieve and reduce morning anxiety and start the day feeling
refreshed. They can also be used at the end of the day to let go of any built-up stress and tension.
Progressive Muscle Relaxation (PMR Step-by-Step)
For a quick taste of how PMR works, squeeze one of your fists as hard as you can. Notice how tight
your fingers and forearm feel. Count to ten and then release the clinch. Allow your hand to relax
completely and let go of any tension. Let your hand go limp and notice how relaxed it feels now
compared to before your clinched your fist.
This methodical approach to increasing and releasing tension throughout your body is the linchpin.

3. Type of tool/practice (social network, adapted support, IT tool, …?):
This is an evaluating assessment tool where the original idea has been derived from a European project named
“Ladies First!” where IASIS was a contributing participant. The tool though, has been fully adapted for the
purposes of this project and skills audit context.

4. References
N/A
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GUIDELINE 3.3: STABILITY IN-BETWEEN WORKING AND
PERSONAL LIFE
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
-

Assist low-qualified adults to maintain and improve their work and family relations
Teach time management techniques
Empower adults to collaborate with their families
Empower adults to balance their work and personal life
Teach conflict resolution techniques
2. Detail of the tool or best practices and HOW TO USE IT:

Ladies first! Project aims to empower teachers, trainers and counselors to support women beneficiaries in order
to gain the necessary stability in-between working and personal life, especially in the framework of crisis. Even
though it is not a Skills Assessment project, the developed tools are adaptable and applicable in the context of
managing and coordinating the relationships with others, with a focus on work and family relationships.
Anyone who is interested, especially Skills Audit Professional, can find a plethora of relationship coordinating
tools, assessments and activities including teamwork skills, conflict resolution, family collaboration, time
management in work and family, emotional regulation etc.
Based on two successful interventions (Work Life Balance in Greek Women Employes in national / Greek level
and U-Coach! in European/ LLL level), within the context of this proposal, 7 partner organizations (Counselling
NGO’s, research centers and VET providers, companies and social partners) from 6 countries (Greece, Cyprus,
France, Portugal, Bulgaria and Italy) work together to develop Ladies First! Project, extending their scope beyond
the borders of their own countries in order to define common strategies to address work life balance for women
in Europe. Participating organizations use also European transparency tools such as EQF, ECVET and Europass, to
promote transnational mobility, following the recommendations of the Bruges Communiqué, Supporting VET in
Europe.
To support women in their work life balance, partnerhip work together to develop Ladies first! project, in order
to define common strategies to address women work life balance through coaching in Europe.
The main target users of the project products are Counselors/ Coaches and VET educators. Final beneficiaries are
women – users of these services who face issues with their work life balance.

3. Type of tool/practice (social network, adapted support, IT tool, …?):
European Erasmus+ project where IASIS is a contributing participant.

4. References
https://ladiesfirst.fvaweb.eu/?page_id=461
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GUIDELINE 3.4: SKILLS AUDIT TO IDENTIFY GAPS AND
PROMOTE UPSKILLING OF MIGRANT CARE WORKERS
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
-

-

Apply various assessment tools to identify the soft skill gaps
Help a client create a personal action plan based upon skills audit results
Lead a team of vulnerable clients and apply innovative assessment and guidance practices to support
them
Design and teach personal marketing & networking strategies that aim to promote the skills of migrant
women to professional communities
Assist clients to engage into professional networks

2. Detail of the tool or best practices and HOW TO USE IT:
The Erasmus+ project We Care aims to provide access to guidance, training, and validation of non-formal and
informal learning for migrant women working in care sectors.
For this purpose, the project will design outputs to provide adult educators, counsellors, and guidance personnel
with the tools and materials needed to support migrant women working in care sectors. The following outputs
will be designed:

o

Digital library: A repository of cutting-edge practices, resources and tools for adult education teachers,
counsellors and guidance personnel on the guidance, training, and validation of non-formal and informal
learning of migrant women working in care sectors.

o

Training curriculum: An innovative curriculum aimed at defining and supporting the recognition of the
skills, knowledge, and competences that adult education teachers, counsellors and guidance personnel
require to effectively provide guidance, training, and validation of non-formal and informal learning for
migrant women working in care sectors.

o

Manual: Linked to the training curriculum, a useful open educational resource with concepts,
methodologies, and approaches for reference by practitioners.

o

Toolkit: Linked to the training curriculum and the manual, a set of practical activities, to support teachers,
counsellors, and guidance personnel.

Adult education teachers and educators from six partner organizations, representing adult education and VET
providers and experts, public administrations, NGOs, and entities supporting migrant women from five countries
(France, Ireland, Spain, Greece, and Turkey) worked together to facilitate access to upskilling pathways to migrant
women.
This project is considered a Best Practice because the target audience is low-qualified adults (particularly
women) who lack the support and professional connections to let them advance to formal levels of caregiving.
Through this project, the skills audit professional/trainer can find engaging and assertive activities to support
migrant women to 1) find upskilling pathways 2) engage into the right professional cycle 3) learn marketing
techniques to disseminate their skills to employers and other interested factors 4) build a professional network
5) build career decision-making skills
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3. Type of tool/practice (social network, adapted support, IT tool, …?):
European Erasmus+ project where IASIS is a contributing participant.

4. References
https://www.facebook.com/WeCareErasmusProject
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4. GUIDELINES

IN FAVOUR OF ORGANISING AND

MANAGING THE PARTIES INVOLVED IN THE SKILLS AUDIT
AND THEIR RELATIONS (LBP)
GUIDELINE 4.1: THE EU SKILLS PROFILE TOOL FOR THIRD
COUNTRY NATIONALS
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
The EU Skills Profile Tool for Third Country Nationals supports early profiling of the skills of refugees, migrants
and citizens of non-EU countries who are staying in the EU (third country nationals). Services that assist
citizens of non-EU countries can use it in an interview situation to produce a profile of their skills with a view
to:
▪ support further assessment
▪ form a basis for offering guidance
▪ identify up-skilling needs
▪ support job-searching and job-matching

The tool is not intended as a recognition or authentication tool.
2. Detail of the tool or best practices and HOW TO USE IT:
The tool is multilingual, available in all EU languages (except Irish) and in Arabic, Farsi, Pashto, Sorani, Somali,
Tigrinya, Turkish and Ukranian. It is possible to see two languages at the same time on one screen, reducing
language barriers between case workers and citizens of non-EU countries.
The tool is available as a web-tool to be used on a voluntary basis and free of charge. Completed profiles are
exportable as PDF, Word, Excel or XML files.
How the form is filled in can be decided by users:
▪ A Third Country National and an adviser could sit and complete the sections of the Tool together, with
two language versions of the tool available simultaneously on the screen and helping to bridge any
communication difficulties.
▪ A Third Country National could complete "Personal information" and "Skills identification" sections
on their own and an adviser could complete the "Overall appraisal and recommended next steps"
section separately.
▪ It can be filled in in one or several sittings.
The Third Country National or the adviser can open a new profile, where the following sections will be
completed:
1. Personal information: general information, contact information and migration information.
2. Expectations: this section asks which next steps the interviewee would like to take towards
integration (improve language skills, undertake education and/or training, find a job).
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3.
4.

5.

6.

Skills identification in terms of language and education and training.
Overall appraisal and recommended next steps. This section is to be filled in by the adviser who
should provide overall appraisal summarising key strengths and weaknesses of the profile created
and provide concrete advice as to what the Third Country National should do next. For example, if
he/she has a qualification acquired in a non-EU country, the adviser should give the address of the
organisation which works on recognition of foreign qualifications in the host country / region. Similar
advice with references to the relevant organisations should be given if there is a need of skills
validation, further training, employment support or further guidance.
Consent and data protection. The Consent section asks whether the interviewee agrees or not that
1) his/her anonymised data is used for statistical purposes and 2) that the issuing organisation can
share the collected information for career guidance purposes.
Summary. Summary is mono-lingual. The same summary can be produced in any of the languages by
changing the language selector on the top of the screen.

3. Type of tool/practice (social network, adapted support, IT tool, …?):
Online tool

4. References:

EU Skills Profile Tool for Third Country Nationals
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GUIDELINE 4.2: AWARENESS RAISING OF RECOGNITION OF
PRIOR LEARNING SERVICES: THE INFORMATION PORTAL OF
RECOGNITION IN GERMANY
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
When dealing with migrant workers and Recognition of Prior Learning (RPL), reaching out to potential users
is the starting point, but this needs to be accompanied by user-friendly information as well as guidance and
assistance on accessing the RPL system. Focusing on practical skills, examples of recognition will inspire
migrant workers and boost their understanding, trust and confidence in the process.
2. Detail of the tool or best practices and HOW TO USE IT:
The website Recognition in Germany serves as an information portal of the German Government for the
recognition of foreign qualifications or certificates for migrant workers and refugees who wish to take up
employment in Germany.
The website has collated relevant information and services that pertain to how professional recognition can
be obtained and includes information on, amongst others:
▪ Step-by-step process of recognition for selected occupations which are searchable via a user-friendly
“Recognition Finder” function.
▪ preconditions for skills recognition.
▪ success stories of skills recognition.
▪ hotline and counselling information and
▪ relevant authorities, institutions and their contact information.
Users can access this website in eight different languages, including Turkish and Romanian, and the mobile
application is available in German and English as well as in the five major languages spoken by refugees:
Arabic, Dari, Farsi, Tigrinya and Pashto.

3. Type of tool/practice (social network, adapted support, IT tool, …?):

Website

4. References:
Recognition in Germany. Information portal of the German Government for the recognition of foreign
professional qualifications.
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GUIDELINE 4.3: PROFILING AND CATEGORIZATION OF
MIGRANT WORKERS
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
When potential migrant workers contact employment services providers for the first time, they may not be
aware of the options for working abroad. In this case, Public Employment Services could make a preliminar
categorization that will allow:
- A quick identification of assessment needs in candidates seeking for a job.
- To set priorities among candidates, distinguishing between those who can manage independently and those
who will need assessment services.
2. Detail of the tool or best practices and HOW TO USE IT:
A valuable job-matching service is offered by electronic platforms that many countries have already installed
and maintained. Jobseekers can post their CV or respond to the advertised vacancies, so that employers have
many potential candidates who can fulfil the requirements for the vacant positions.
By targeting those jobseekers who do not need direct support from job counsellors, the system can allow the
Employment Services to concentrate their efforts on helping those jobseekers more in difficulties in the labour
market.

A basic categorization of candidates can be done by using the following structure:
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3. Type of tool/practice (social network, adapted support, IT tool, …?):
Classification matrix

4. References:
CEDEFOP. Matching skills. Inspiring policies for anticipating and matching skill needs
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GUIDELINE 4.4:
TEMPLATE

STAKEHOLDER COMMUNICATIONS PLAN

1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
Using a stakeholder communications plan will allow to:
1. Identify and evaluate key stakeholders
2. Determine available communication tools
3. Interview stakeholders
4. Assign communication channels
5. Build the communications plan matrix

2. Detail of the tool or best practices and HOW TO USE IT:
The stakeholders communications plan varies significantly on the type of skills audit. The skills audit
professional should be able to identify in each case all relevant stakeholders involved to be able to identify
their expectations, define the roles and responsibilities of each of them, adopt suitable behaviours to
motivate and involve all parties in the process, interact in a collaborative and profitable way with all actors,
and to provide and receive adequate feedback.
The following are key stakeholders according to the type of skills audit:
•
•
•
•

Audits for self-development: information and guidance services, third sector initiatives/ volunteering/
youth work.
Audits for educational advancement: Education and training providers.
Audits for labour market integration: Public employment services (PES), sometimes in collaboration
with education and training providers.
Audits for talent management in companies: according to the company size it could involve: the Board
of Directors, the executive and line management, employees, and external skills audit professionals.

Steps to develop effective communication with stakeholders:
Step 1. Identify and evaluate stakeholders
You can map out your stakeholders and classify them according to their power over your work and their
interest in it, on a Power/Interest Grid.
The position that you allocate to a stakeholder on the grid shows you the actions you need to take with them:
▪
▪
▪
▪

High power, highly interested people (Manage Closely): you must fully engage these people and make
the greatest efforts to satisfy them.
High power, less interested people (Keep Satisfied): put enough work in with these people to keep
them satisfied, but not so much that they become bored with your message.
Low power, highly interested people (Keep Informed): adequately inform these people and talk to
them to ensure that no major issues are arising. People in this category can often be very helpful.
Low power, less interested people (Monitor): monitor these people, but don’t bore them with
excessive communication.
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Step 2. Determine available communication tools
Before approaching stakeholders, you need to identify the communication tools that you are able and willing
to use for stakeholder communication. For each communication channel, you should note the following:
▪
▪
▪
▪
▪
▪

Internal preference - Your organisation likely has some methods that are preferred, whether due to
ease of use, widespread availability, or simply tradition.
Geographic limitations - Note whether certain channels are only practical within a certain geographic
radius or region or whether they may be prohibited in some regions.
Frequency limitations - Some communication methods make more sense for monthly updates than
daily.
Internal cost - Is there any cost to your organisation for using this method with a new stakeholder?
Stakeholder cost - Is there any cost to the stakeholder for using this method with you?
Additional notes - Any limitations or advantages that don’t fit the above fields.

Step 3. Interview stakeholders
You want as much information as possible about your stakeholders, particularly key stakeholders.

Where possible, get this information from personal meetings, but some information can be garnered through
indirect means if necessary.
Step 4. Assign communication channels
Each stakeholder should be assigned one or more communication channels based on the communication
frequency, their availability, and preferences as well as your preferences, limitations, and costs as outlined in
step 2.
Be sure to verify the final version of these assignments with the stakeholder, especially if multiple options
were discussed during the interview.
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Step 5. Build the communications Plan Matrix
Stakeholder Communications Plan Template
Stakeholder
/Person

Title/Role

Jane Doe

Pub lic
Employment
Services

Communicati
on Type

Channel

Video call meeting
Zoom and Email
and email

Frequency of Stakeholder
communication
Goal

Weekly for Zoom
meeting and daily for
email

Providing
recognition of
work-b ased
competences

Stakeholder
Ratings
(Project
Interest 1-10)

jane.doe@example.com
8

3. Type of tool/practice (social network, adapted support, IT tool, …?):
Communication Plan

4. References:
Stakeholder communications plan
How To Create an Effective Stakeholder Communication Plan
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5. GUIDELINES

IN FAVOUR OF IMPLEMENTING SKILLS

AUDIT ACTIONS (BEST)
GUIDELINE 5.1 – LESSONS LEARNT FROM OWN EXPERIENCE
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
According to the Template for competences & learning outcomes development of this Module, the readers
will:
- Understand basics in the preparation for a skills audit implementation at organisation level
2. Detail of the tool or best practices and HOW TO USE IT:
Your business entity
It is important to start your considerations based on your individual entity, your organisation and the
framework you are operating in. If you are a VET organisation you will have a different operation environment
to a business company with focus on manufacturing/ providing goods or services (other than education), or if
you are a stakeholder involving VET institutes in training programmes and need to make learning results of
individuals in VET visible and corresponding to legal requirements e.g.
Even from VET organisation to VET organisation you would need to take the conditions you are operating in
into account, e.g. if you provide education in the formal or non-formal education system, if you are a microsized entity or have individual departments for ICT, development of training programmes and their delivery, if
you need to inform, train and involve a team or only one person in the skills audit itself etc. can make a
difference and bring you to a different decision.
Skills audit process/ phases
Then, a different consideration strand will focus upon the process a skills audit should consider; Summarising
from the training this stretches from the identification and analysis of the target group(s) and stakeholder
needs/ limitations, to any documentation needs, assessment requirements, as well as any certification need
e.g. in case of full qualification proof to be given.
The different types of audits highlighted during the training (i.e. skills audits for self-development, for
educational purposes, for labour market integration, or for talent management in companies) also reveal that
there are different target groups, objectives from skills providers and individual audited persons, one-time skills
audits versus continuous (or re-assessment type) skills audits available.
Stakeholders – who, what and why
Last, but not least, to mention are the stakeholders you want or need to address by the skills audit. And, they
can be found inside your organisation in the sense that you need e.g. HR managers, ICT department and
individual trainers/ coaches implementing the individual skills audit be informed and involved, as well as the
ones from outside your own organisation, i.e. the targeted audit participants, any qualification body or
competent authority officially accepting the results of the skills audit maybe. For whom you perform the skills
audit in the end, who will finance it, who will acknowledge results eventually, will also play an important role
to understand any restrictions and limitations in data handling, the time line, the range of activities needed for
preparation and implementation of the audit process, as well as its documentation and needs for transfers and
exchange with other, and any costs you should be aware of.
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What to do to find answers
Exercises that are recommended to be taken are the audit stakeholder mapping considered in the ASSESS PLUS
training and the implementation planning. The training itself also explores more in details on step by step to
consider, hands on activities for your individual situation.
As announced in the introduction to this section, the following practices will offer some successful skills audit
tools you might like to look at.

3. Type of tool/practice (social network, adapted support, IT tools …):
This is a summary recommendation of what to think of when you are considering the implementation of skills
audits in your organisation.

4. References
N.A.

36

IO2. ASSESS Plus Virtual Campus
Massive Open Online Courses

GUIDELINE 5.2 -” TALENT CHECK” (TALENTECHECK)
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
According to the Template for competences & learning outcomes development of this Module, the readers
will:
- Know about a practice used for skills audits as initial and re-assessment providing also online and offline
documentation of results for low-skilled adults
2. Detail of the tool or best practices and HOW TO USE IT:
The talent check is a skills audit tool used online by our organisation. It is implemented at the beginning and
end of a training/ guidance course with low-qualified (young) adults and particularly helpful for understanding
skills and competences of Third Country Migrants.
Based on the results of the initial skills audit, participants agree with trainers / coaches on training modules to
participate in aiming at improving their skills and competences for a successful entry into the labour market.
Results of the skills audit at the end of the training help in showing improvement areas gained over the learning
period. Documentation as basic overview is provided by the online tool.
There are the following skills audit modules:
The basic one includes the following areas (and allocated time for the talent check):
- Concentration and observation (9 minutes)
- Arithmetic (16 minutes)
- German - long version (13.5 minutes)
- English (7 minutes)
- Logical thinking (7 minutes)
- Open question: What is your current career ambition? (5 minutes)
The specific one includes:
- Physical-technical understanding (5 minutes)
- Sense of form and space (9 minutes)
- Organisational skills (12 minutes)
- IT skills (5 minutes)
- Memory (8 minutes)
- General education: geography/politics (3 minutes)
- Basic attitude towards apprenticeship training, work, and colleagues (5 minutes)
- Customer orientation (5 minutes)
STEP 1: Information
For the implementation, you need first to inform the people who shall perform the skills audit. They shall then
generate a personal access and then manage the logins for all skills audit candidates in the admin tool, chose
the talent check version.
With candidates who do not have good language skills yet, the person implementing the skills audit should
explain the task and the duration available per task area to the candidates who will see the time remaining
displayed in the online tool during their talent check. Participants log in with their personal password, if
necessary with support of the person responsible to implement the talent check.
No other specific department at the training provider needs to be involved for the preparation phase because
the online tool is a prepared practice that works online and without any major IT maintenance need from VET
provider side.
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STEP 2:
Learners work through the two modules independently, have a short break between them. The result will be
shown then as achieved scores (in percent – see blue bars in the example screenshot below) for all modules by
each individual, and the points achieved compared to the maximum points for the task areas (e.g. basic
arithmetic, practical arithmetic, text tasks). The result can be printed out and saved as electronic file also serving
as documentation tool towards the stakeholder (the labour office funding the training). The format is a predesigned and cannot be changed.

Source: https://ams.auswahlhilfe.at

STEP 3: Documentation
The test results are discussed with the participants and used for the development of individual learning plans.
At the end of the training course, the participants are guided to a re-assessment using the same tool as final
skills audit for their “check out” phase from the training. The individual result overviews then show the learning
curve achieved over the learning period and they are used as a documentation tool for participants, VET
provider and funding stakeholder. There is no certification process foreseen with this tool/ audit process.
3. Type of tool/practice (social network, adapted support, IT tools …):
This is a digital evaluating assessment tool for implementation in funded trainings courses targeting lowqualified adults and their re-/entry into the labour market.

4. References
Retrieved from: https://ams.auswahlhilfe.at
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GUIDELINE 5.3 – SKILLS SELF-ASSESSMENT QUESTIONNAIRE
“STEP 1 IN TRAINING PLANNING”
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
According to the Template for competences & learning outcomes development of this Module, the learners
will:
- Know about a practice used for skills audits implemented as initial questionnaire-based self-assessment
for low-skilled adults to start a training course
- Know agreement aspects used in documentation of skills audit results
2. Detail of the tool or best practices and HOW TO USE IT:
At the beginning of a trainings course for low-qualified young adults funded by the Austrian Public Employment
Service, learners can self-assess their existing skills and competences which are seen important for a sustainable
(re)entry into the labour market. The skills audit is performed as initial self-assessment questionnaire to find
existing skills gaps, but also to know about individual work experience, training needs, and expectations from
learner side. It was developed by the VET organisation based on the specific courses offered.
The results are used to develop individual training plans and to perform planning meetings and written
agreements with concrete training plans which are signed by the individual participant and the trainer/coach.
These documents are then used with a final report detailing any support follow-up recommendations as
documentation of the learning outcomes from the training towards the funding stakeholder. With the learners,
a final interview is performed at the end of the training course.
STEP 1: Information
For the development of the questionnaire, the VET organisations explored with training professionals and
enterprises questions to use. The staff performing the skills audit with learners are informed about how to
introduce the tool, how to implement it as self-assessment with their learners and how to analyse the results
based on the courses provided and skills needed the courses explore.
In the first phase of the training course, the clearing phase, participants fill in the individual skills’ selfassessment questionnaire. It holds the following questions and aspects:
1. Do you already have a vague or concrete picture of your professional future? If so, please describe it. If
you can imagine several professions, please describe your top three choices.
2. What are your motives/reasons/considerations for selecting the mentioned profession(s)?
3. What knowledge, skills, and competences do you think are needed to work in these profession(s)?
4. What have you done so far to perform these professions? Think of any practical experience? Training?
Internships? Research? Job applications? And similar.
5. What are you still missing in order to continue your professional pathway?
6. Which topics of our course(s) are of particular interest to you? (N.B. a short overview on the specific
course(s) is provided to better understand the training contents individually)
No other specific department needs to be involved in the process.
STEP 2: Documentation
The results/ answers of the skills audits are then reviewed, discussed in one-to-one meetings with the education
expert. Agreements on a concrete training plan for the course are then made with the learners. The
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questionnaire result and a meeting summary is used as a documentation tool for the training organisation, the
learner and the funding body. The learner signs the agreement.
An example agreement considers the following elements:
Training planning meeting with trainer
Name:
Date:
Agreements made / concrete training plan:
Date:
Signature Participant:
STEP 3:
At the end of the training course, a final interview is organised with the participant, and the initial agreement
is used to compare results of the final skills and competences achieved. It is determined whether the agreement
has been fulfilled and which goals have been achieved with it.
The outcomes are documented, serve as a basis for a report with any further follow-up support
recommendations towards the funding stakeholder (the Austria Public Employment Service).
There is no certification linked to the skills audit practice.
3. Type of tool/practice (social network, adapted support, IT tool…):

Initial skills audit, paper based with large adaptation possibilities to individual audit needs.

4. References
Retrieved from “Ausbildungsplanung Step 1, Blickpunkt Ausbildung – ein Kursangebot für Personen von 21 bis
25 Jahre, BEST Institut für berufsbezogene Weiterbildung und Personaltraining GmbH and AMS Wien
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GUIDELINE 5.4 (BERUFSKOMPASS)

THE

“OCCUPATION

COMPASS”

1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
According to the Template for competences & learning outcomes development of this Module, the learners
will:
- Know about a practice used for skills audits for any of the suggested audit types
- Know support needs for the implementation with low-qualified adults
2. Detail of the tool or best practices and HOW TO USE IT:
The compass described in this part is a pre-defined skills audit tool accessible as an online tool to public. It is
based on skills defined for 500 professions.
It holds many multiple choice answering options for the following four areas: interests, personality traits,
expectations of the occupation, and competences (strengths, vocational training, and work experience).
Answers are compared to pre-defined education and work experience within these 500 professions. As a result,
suggestions for suitable professions are generated. The detailed results can be downloaded and discussed either
in a one-to-one setting or in group discussions e.g. depending on the purpose of the skills audit. Based on the
results and the audit participant’s preferences, the suggested career opportunities could be integrated into an
individual training plan of low-qualified adults. HR managers in companies could use to better understand the
employability of e.g. apprenticeship candidates. The skills audit could be implemented at any time and for any
skills audit type suggested in the ASSESS PLUS training.
STEP 1: Information
First, the online tool requires from trainers to know the tool e.g. by using it themselves. Then, they should also
support learners in formulating personal skills and competences, changing perspectives and having realistic views
on their career paths.
Before participants begin with the online tool use, their trainer might initiate a discussion with the learners to
better understand the concept of (basic) skills, competences and possible learning gaps for a sustainable entry
into the labour market. In addition, a brainstorming on existing skills and competences, individual experiences
and expectations can be carried out to familiarise learners with the topics.
However, individual interested participants could also use it on their own. Low-qualified adults would probably
need support in analysing the results.
No other department is required; the tool is also of value to e.g. companies and their HR department for hiring
“new talents” or apprentices and understand their employability in the open job position.
STEP 2: Documentation
The participants perform the online skills audit, where needed with the support of training experts. The trainer
gives support by explaining terms used in the questions, if necessary.
STEP 3:
At the end of the skills audit, the individual results can be downloaded or printed out. The results can then be
discussed, either in a one-to-one setting or in group discussions, analysing them in terms of skills, competences,
interests and expectations evidenced by the tool.
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For low-qualified adults, the results might be overwhelming and analysing support to better understand
recommendations for professions to choose are recommended. Participants can gain new insight and motivation,
recognise skills and competences, as well as professions and vocational areas in which these are a demand on
the labour market. The screenshot below shows an example of the documentation provided within the tool –
highlighting on the left individual competence areas and showing the individual’s results between cero and
expert level (i.e. 100):

Source: https://www.berufskompass.at/berufskompass/

There is no certification connected to this skills audit tool.

3. Type of tool/practice (social network, adapted support, IT tool…):
High-elaborated online skills audit tool that is based on skills needs of 500 professions. It can be used individually
by interested public in vocational orientation, as well as for defining training modules or readiness and
employability in specific vocational practices.
4. References
Retrieved from: https://www.berufskompass.at/berufskompass/
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6. GUIDELINES

IN FAVOUR OF DELIVERING AND

MANAGING A SKILLS AUDIT ACTIVITY (INFODEF)
GUIDELINE 6.1: HOW TO DEVELOP A SKILLS AUDIT AND A
PROFESSIONAL ACTION PLAN TO LOW-QUALIFIED WORKERS
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
In a context of rapidly changing skill needs due structural changes such as technological advances or the
greening of economies, transitions between jobs and sectors and in and out of the labour market are
becoming more frequent. This is particularly true for workers with low qualifications who, today, hold jobs
that are likely to be transformed by technology and globalization or disappear entirely. Empowering these
adults in making training and labour market choices by providing quality skills audit, career guidance and
advice is crucial.
This practice consists of the development of a series of qualitative interviews with low-qualified workers that
will allow:
- To assess their experiences, ambitions, and barriers.
- To showcase options, develop a career plan and help with decision making processes.
- To create a professional action plan.

2. Detail of the tool or best practices and HOW TO USE IT:
Step 1. ASSESSING EXPERIENCES, AMBITIONS AND BARRIERS
Mapping the participants’ experiences, ambitions and barriers helps to promote their self-awareness. This
can be achieved through 3 sets of activities to be developed by the counsellor/skills audit professional:
Activity

Mapping
experiences

Mapping
ambitions

Purpose

The purpose of this
discussion is for the client
to start putting past
experiences into concrete,
marketable points.
The purpose of this
discussion is for the
participants to start thinking
of their work experience as
part of a career that they
have control over. Many
low-qualified adults feel like
they work for the sake of
working itself and vocalizing
their ambitions can help
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Examples of questions to ask

Examples of exercises

Tell me a about your job
experiences. What types of
jobs and industries have you
worked in?

Write a list of all the
roles the participant
has had in both
working and private
life (e.g. caregiving
role).

Are you satisfied in your
current job? Have you had
other jobs where you have

What is important for you in
your paid work? What do you
need in your working life to
be happy? Are there any
avenues in working life that
you have an interest in
exploring?

Make a list of strengths

Make a list of values
and conditions that
are important for the
client to
have happy and
sustainable
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Mapping
barriers

The
purpose
of
this
discussion
is
for
the
participants to clearly point
the finger at what is standing
in their way to progress in

What are the main reasons
why you have not considered
options to invest in your
career? Do you have important
time constraints? What causes
them? Do you have ideas
where to start looking for

Make a list of the
barriers and research
ways to tackle them.

Step 2. SHOWCASE OPTIONS, DEVELOP A CAREER PLAN AND HELP WITH DECISION MAKING PROCESSES
The purpose of this conversation is to help the participants reflect on the future of their industry, on
technology change and on other factors relevant to their job.
Activity
Aid
the
participant in
thinking
ahead
and
adapting to
changes

Purpose

Examples of questions to ask

Examples of exercises

The purpose is to give
the participant a set of
tools to tackle potential
changes or insecurities
in the labour market

What is changing in your
Research
artificial
industry? Are there some
intelligence and help the
possibilities that might arise
participants reflect the
from these changes? Which of
kinds of skills and
these changes interest you the
knowledge they may need
most?
in the future.

Step 3. CREATE A PROFESSIONAL ACTION PLAN
Based on the existing labour market opportunities, participants can evaluate their original career plan against
new ideas. They can discuss with the audit skills expert the benefits and drawbacks of sticking to their original
plan, adjusting it, or drawing up an entirely new one. Using the previous steps and connecting the dots to
formulate a concrete plan for the future is essential for the client to make use of the outcomes of the skills
audit sessions in the longer term.
Activity

Review
existing
career plan

Support
with
taking
decisions

Purpose

Examples of questions to ask

Examples of exercises

The purpose is to listen to the
existing plan but also provide
a reality-check of their idea of
their professional life

What new ideas have you had
since thinking of your career?
How flexible are you in
changing your plans and to
what degree? What about this
plan? Does it make you
excited?

Write down the existing
career plan and all new
ideas and organise them in
‘keep’ or ‘discard’ piles

The counsellor purpose is to
Are there any factors that are
offer orientation on the way
making it difficult for you to
forward and facilitate decision
move into satisfying
making based on the priorities employment? What constraints
set in the action plan
are affecting your choices?

Review training
programmes or job
openings with the client
that match the professional
action plan and new ideas.
Mind map the plan and
courses you have found,
together with any
concerns, issues and
obstacles
(e.g. financial or time

3. Type of tool/practice (social network, adapted support, IT tool, …?):
Qualitative interviews with low-qualified workers
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4. References:
OECD Skills and works
Guiding principles and career development. CERIC- advancing career development in Canada

GUIDELINE 6.2: PROFILPASS – ASSESSMENT TOOL TO DETECT
STRENGTHS AND MAKE PLANS FOR THE FUTURE
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
ProfilPASS is an assessment tool, which helps to establish a systematic overview of personal strengths, skills
and competences. It comprises professional experience as well as experiences gathered through family,
leisure time or volunteering, thus combining formal, nonformal and informal learning. Developed by the
German Institute for Adult Education (DIE), the German Institute for International Educational Research (DIPF)
and the Institute for Development Planning and Structure Research and financed by the German Ministry for
Education and Research as well as the European Social Fund, the tool was established in the context of the
lifelong learning policy with the aim to help:
▪ Personal and professional (re) orientation
▪ (Re) integration into professional life
▪ Planning of professional evolution
▪ Planning of future learning aims
OBJECTIVES FOR BENEFICIARIES:
➢ Becoming aware of own competences
➢ Improve communication skills
➢ Increase self-confidence
➢ Improve oral and written expression
➢ Developing sense of togetherness
2. Detail of the tool or best practices and HOW TO USE IT:
The ProfilPASS is a consultation that may be different from case to case, depending on the objectives of the
participant, who will learn about him/herself by completing a set of sections.

Section 1. My life – An overview
List the various (and important) places and areas in which you were active. An honorary post like a shop
stewart may be just as important as your occupation or hobby.
Complete the template “Important areas of activity in my life”: 1) school, 2) professional education, 3) home
and family, 4) Trade Union activity and volunteer work, 5) hobbies and interests, 6) professional life, work
experience placements and jobs, 7) extraordinary circumstances, 8) political and civic commitment and
honorary posts.
Section 2. My activities – A documentation
Find out all the things you know and can do. You set the priorities in this process, selecting the activities listed
in the previous section in which you are most interested in. The chronological sequence of activities doesn’t
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matter. It is not necessary to write down every single thing that has been done in every area. Complete the
template corresponding to the selected areas with all the important activities you consider.
The process is the same for each selected area. The tool provides the templates to be completed following
the sequence:
➢ IDENTIFY: recognize the most important activities of your life. To do this, you must first remember what
led you to do them, and why they were important to you. Then summarize the idea in a sentence.
➢ DESCRIBE: explain how this activity is or how it was. Check the details and events that have been
important in the activity.
➢ EXTRACT: determine what details, events in particular allowed you to develop a "Skill" and give that skill
a name.
➢ EVALUATE: determine the value of the learning you managed to acquire in each of your activities. You
can rate it with:
✓ A - I can do this with the help of a second person or with written instructions.
✓ B - I can do this without the help of a second person or written instructions, i.e. independently.
✓ C1 - I can do this independently, and also in other areas of activity.
✓ C2 - I can do this independently, and also in other areas of activity, and I am able to show or
explain it to others.
Section 3. My competences – A review
In the previous section you defined and specified all your skills. At this point, they are still associated with an
individual area of activity. It is now time to gain an overview. You will notice that there are certain skills that
keep cropping up time and time again.
This section will help you find out about what you like doing best, what you do well, and where there might
still be room for improvement. In the end you will recognise some skills as your particular strengths.
Let us first look at those skills that you can apply to other or similar situations with or without help from
others. In other words, the skills that you have rated as Level A and Level B. Please copy those skills from the
areas of activity.
After that, copy all those skills from all areas of activity that you have rated at Level C1 and Level C2. These
are the skills, which you have mastered in this and also another context, and which you may also be able to
explain and demonstrate. Because of their broad area of application, these types of skills are also called
competences.
Have a look at your self-assessment in the various areas of activity and list your competences in the template
provided. The sequence of competences and their affiliation to individual areas of activity are of no
consequence here. If competences appear more than once, you only have to list them once.
Your special competences can be assigned to specific Areas of Competence: (1)Social, (2)Organizational,
(3)
Professional, (4)Methodical, (5)Technical, (6)ICT skills, (7)Linguistic, (8)Artistic, (9)Other competences.
If you now go ahead and assign your special competences to the relevant areas of competence, you will have
a comprehensive overview in front of you.
Section 4. My objectives and the next steps
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Now you know your skills and special competences. The question is, what you will do with these results, and
how you will use them for your future plans. Which competences will you expand on, which skills will you
continue to develop, what interests will you pursue, and which weaknesses will you try and balance out?
For that exact purpose, you will start planning a realistic goal for yourself in this section and the next steps
you need to take to reach your goal.
Section 5. Gathering proof
Now you have found skills and competences that you have learned outside of any officially regulated lessons
or legally controlled professional training. This section will offer hints about how you can provide proof of
your activities, the skills you learned, or competences you achieved.
If these are important for a new employment, then you can append them to your job application. Personnel
managers will see that you are for example willing to learn, or to help others.

3. Type of tool/practice (social network, adapted support, IT tool, …?):
Assessment tool

4. References:
ProfilPASS
Methods for working with ProfilPASS
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GUIDELINE 6.3: CVOL - VOLUNTEER SKILLS BROCHURE
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
VOLA BO (Centro Servizi per il Volontariato della Città Metropolitana di Bologna) offers the assistance and
advice service for the recognition of skills acquired through volunteering.
With the CVol, the volunteer skills booklet, people can have the volunteer experience they do or have done
recognized and they can translate their activities and tasks into skills.

What is the CVol for?
The CVol is a useful tool to complement the CV and empower people in the contexts they consider
appropriate: in training, to improve their job, to find a job, or for their personal growth.
But, what is more important, with the CVol people will embark on a path that will help them to be more aware
of the skills and knowledge they possess in order to better propose themselves in a certain context or for a
job, both in Italy and abroad.
2. Detail of the tool or best practices and HOW TO USE IT:
Think about volunteering. Are you more capable in interpersonal relations, in communicating with empathy
or are you more competent in planning a service activity? Are you more skilled at budgeting and following
administrative procedures, or at coordinating the group of volunteers?

There are so many things that volunteers know how to do that are often taken for granted or worse, not
considered important. But they are very important.
The service is being structured in such a way as to be preliminary, for those interested and having the
characteristics, to the eventual regional certification process for the recognition of professional qualifications,
based on the SRQ (Regional Qualifications System) of the Emilia Romagna region.
The CVol service includes three interviews with the operator interspersed with reconstruction and
documentation activities carried out independently by the volunteer for a maximum period of three to four
months and is structured in three phases with specific activities.
Implementation phases:
Phase 1. Welcome and orientation to the validation of skills. In this phase, after understanding the
motivational and experiential elements for the activation or not of the service and establishing a mutual "pact
of responsibility", the foundations are laid to create a "work space" also on aspects such as: life stories, values
and choices, negative experiences, strengths, difficulties, gratifications, disappointments and successes.
Phase 2. Reconstruction and documentation of experience and skills. This part provides for the identification
and description of the activities, roles and training carried out together with the identification and description
of the skills possessed. This is followed by the production of the documentation of all the tests and evidence
with the relative mapping.
Phase 3. Accompaniment to the decoding of experiences and activities into competences. Finally, the
codification of experience in skills acquired through the elaboration and awareness of the recognition process
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is defined, followed by the drafting of the skills booklet and the signing of the path and guarantee of
responsibility.
The last two are the central phases of the volunteer's awareness and self-affirmation path in seeking
attestations and evidence both of a practical-operative and formative type. This process activates a process
of self-recognition through the reworking commitment to "discover" even unconscious skills implemented
over a significant amount of time dedicated to volunteering.
The path ends with the certification and delivery of the CVol, the "Book of skills" of the volunteer. It represents
the final moment to retrace, share and certify the outcome of the process, the outputs produced and the
most consolidated and transferable skills.

3. Type of tool/practice (social network, adapted support, IT tool, …?):
Guided process for competence recognition

4. References:
CVol – Libretto delle competenze del volontario
CVol, il “libretto” che valorizza le competenze e il patrimonio di conoscenze
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GUIDELINE 6.4: EFFECTIVE FEEDBACK INTERVIEWS: THE 360°
METHOD FOR SKILLS AUDITS SUPPORTING TALENT
MANAGEMENT WITHIN AN ORGANISATION
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
The 360 Degree Evaluation is the set of feedback on professional and personal skills that an employee receives
from their co-workers, which serves as support to identify his/her main strengths and areas of opportunity.
The reason why it is called 360° is because it includes the self-assessment of the evaluated collaborator and
also the evaluations of his/her co-workers, including the Immediate Leader, Peers, Reports and Clients.
A 360° evaluation is very different from a performance evaluation; more colleagues participate in addition to
the immediate leader. This is what makes 360° evaluations a very enriching experience. These evaluations are
also known as 360 Competency Evaluation, 360 Performance Evaluation or 360 Survey.

2. Detail of the tool or best practices and HOW TO USE IT:

Development phases of a 360° evaluation

Phase 1. Design
In this initial phase, the Performance Evaluation method used will be designed. For this, it is necessary to
consider the following questions:
1. Definition of the term and evaluation horizon.
2. Identification of those responsible for carrying out the evaluations.
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3. Identification of the employees evaluated by each manager.
4. What aspects of the performance appraisal will be measured: performance standards.
5. How are we going to measure them: measurement systems.
Phase 2. Start-up
Once the main aspects of the Evaluation system have been defined at a general level, it is necessary to
personalize the operation for each one of those evaluated. Do not forget to carry out the following steps for
each evaluated:
1.
2.
3.
4.

Starting from the Job Analysis, identify the most representative performance standards, that is, those
aspects that are going to be measured for each person evaluated.
Set quantitative and qualitative goals or objectives for the set horizon and for each of the aspects that
are going to be measured.
Create an Assessment Sheet recording standards and goals.
Through appropriate communications, involve those evaluated in the entire process and inform
about how they will be evaluated.

Phase 3. Development
The objective of the Performance Evaluation is not to control or simply evaluate, but to serve as a useful tool
for the development of employees.
Therefore, the Performance Evaluation should not be limited to a few specific steps but should be a
continuous process in which the person in charge supports, helps and advises:
1.
2.
3.
4.

Continuously monitor the performance of the people under your responsibility.
Identify possible deviations from the objectives or goals set.
Make, together with the evaluated, the necessary modifications or adjustments in the objectives.
Be willing to help, show your commitment to goals.

Phase 4. Feedback interview
The feedback interview is the key to the Performance Evaluation, the most important moment of the process.
A performance evaluation system provides a source of information that allows the employer to make
decisions in a variety of areas related to human capital:
➢ SELECTION: From the results, information is obtained about the positions not duly filled and the
profiles necessary for them.
➢ TRAINING: Areas for improvement have been detected in order to establish individual or group
training plans.
➢ SUITABILITY PERSON-POSITION: Those cases of employees in positions that do not fit their profiles
have been identified, which allows rotation decisions to be made.
➢ CAREER PLANS: Based on the capabilities and performance of a worker, the right decisions can be
made about promotions and future within the organization.
➢ REMUNERATION POLICY: Performance evaluation provides objective information on which
remuneration decisions, incentives, etc. can be referenced.
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➢ MOTIVATION: The identification of an unfavourable motivational climate should initiate measures
aimed at increasing motivation.
3. Type of tool/practice (social network, adapted support, IT tool, …?):
Evaluation activity for talent management within organizations

4. References:
360 Degree Evaluation: Complete Guide to Apply Them in 2022
Implementing an effective 360 Degree feedback process
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7. GUIDELINES

IN FAVOUR OF COORDINATION AND

MANAGEMENT OF RELATIONS (BFE)
GUIDELINE 7.1: GLOBAL CAREER DEVELOPMENT FACILITATOR
PROGRAM (GCDF)
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
The introducing of the GCDF program gave impetus to the intensive development of career counsellor’s
profession in Bulgaria during the last 15 years. After the successful piloting of university career centers and
several school career clubs the Ministry of Education and Science and BFE started a long-lasting cooperation
for training school advisors under the GCDF program. As a result, almost 2000 counselors have been trained
under the GCDF program, thus creating capacity for providing career services at all levels - general and
vocational schools; within 36 universities in 12 towns and hundreds of private organizations, NGOs and public
institutions. Career counselor’s job was included in the National Classification of Occupations and Duties. The
GCDF program is incorporated in the master curricula for career counselors in Ruse and Sofia universities.

2. Detail of the tool or best practices and HOW TO USE IT:
The Global Career Development Facilitator (GCDF) credential was introduced in Bulgaria in 2005 with the aim
of providing quality career guidance services for successful personal and career fulfilment and prosperity.
The GCDF program is developed by the National Board of Certified Counselors (NBCC) and Center for
Credentialing and Education in the United States and is recognized worldwide. The national entity NBCC
Bulgaria aims at recognition and institutionalization of the profession, providing high quality services to clients
in coherence with the ethical principles of the GCDF program. NBCC Bulgaria supports career practitioners in
upskilling through different trainings and projects.
STEP 1:
The certification requires at least 120 hours of training based on a curriculum infused with general and
country-specific activities and at least 200 hours of practice and adherence to the GCDF Code of Ethics.
Additionally, GCDFs must demonstrate that they engage in continuing education activities to remain abreast
of current information in the career development field. The GCDF applicants should have high education (at
least Bachelor degree).
STEP 2:
The authorized training in Bulgaria is provided by BFE and JobTiger Ltd.
The 12 GCDF competency areas are:
- Career Development Models;
- Assessment;
- Helping Skills;
- Diverse Populations;
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- Labor Market;
- Employability Skills;
- Training Clients and Peers;
- Program Management/ Implementation;
- Ethical and Legal Issues;
- Promotion and Public Relations;
-Technology;

- Consultation and Supervision.
The training takes place in a blended format and comprises lectures, practical workshops, self-study on
modules and description of real case, with ongoing feedback and supervision.

3. Type of tool/practice (social network, adapted support, IT tool, …?):
Certification educational program with strong social network to support people in their professional planning
and realization.

4. References:
National Board for Certified Counselors Bulgaria
http://bulgaria.nbcc.org/bg/ e-mail: grakovska@fbo.bg
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GUIDELINE 7.2: MY WAY – PROFESSIONAL ORIENTATION
COURSE
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
Many young lack practical skills, knowledge and attitudes needed for their transition from school to university
and professional life. They usually do not understand the connection between academic background, desired
career, required competences and preferable lifestyle. The three-month long course “My Way” aims to
support young people in taking self-aware, informed and motivated decisions about their personal,
educational and professional development. It helps them develop key knowledge, skills and attitudes needed
for their transition from school to university and professional life.
2. Detail of the tool or best practices and HOW TO USE IT:
The course is developed in 3 modules:
Module 1 Self-awareness: via self-reflection techniques - thematic visualizations, professional personality
tests, coaching techniques, group work and discussions, participants explore their personality, strengths,
talents, skills and interests. Students also identify main fields of professional interests and better understand
the connection between who they are and what their preferable career might be.
Module 2 The World of Professions: participants explore different professional fields, understand how the
labor market works and what its current and future trends are, through personal research, meeting with labor
market professionals, reading and analyzing articles, meeting with mentors from different fields, working and
reflecting on case studies.
Module 3 Self-Marketing: participants learn how to present themselves via different methods (CV,
Motivation letter, job interview, presentations and speeches).
Throughout the entire course participants develop key employability skills: self-observation, team work, timemanagement, organizational, communication and presentation skills, as well as certain mindsets: “I can”, “I
take responsibility for my future”, “I can grow through practice” and constantly track their development.
Besides developing valuable knowledge, skills and mindsets, the participants leave the course with a wider
network of contacts including peers, mentors and professionals, who can support them in their future
endeavors and provide opportunities for internships and employment. Students also leave with a portfolio of
their accomplishments in the course as well as a plan for the next steps in their development. Students who
have attended the course report that the experience and knowledge has helped them perform well on their
first job interviews and even secure a job.

3. Type of tool/practice (social network, adapted support, IT tool, …?):
Career service

4. References:
Elena Georgieva – coordinator of training activities
WishBox Foundation, Sofia, Bulgaria, www.wishbox.org
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GUIDELINE 7.3: MY WAY – JOURNEY THROUGH THE INDIAN
LANDS
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
“Hidden” behind the game scenario, learning is uncommon, attractive, powerful and unforgettable. The
young adults demonstrate various career-related skills, such as critical thinking, leadership and
communication, setting SMART goals and decision making. The participants learn from their own experience
and they identify the adjustments they need to do in the future. They become familiar with various factors
that influence career success, learn how to act in a flexible manner, deal with unfamiliar challenges and
manage their career in the desired direction. The Journey has received a national Award for Best Practice in
Career Counseling by Euroguidance Bulgaria.

2. Detail of the tool or best practices and HOW TO USE IT:
Journey through the Indian lands is an educational game, based on the experiential learning and group career
counseling. It is directed to young adults, and aims to foster their career management skills, flexibility and
employability.
The Journey is structured in two parts.

STEP 1:
In the first part the participants form teams of “travelers”, involved in an expedition to a hidden treasure. The
facilitator acts as a guide of the expedition and leads participants through various challenges, in which they
have to survive and find their way to the final goal. All along their journey the participants are actively involved
– they search for clues and resources, discuss and negotiate, make tough decisions in limited time, go through
various trials and tricks of fortune in pursuit of the final goal. The intensity of the challenges, competition and
time pressure increases the emotional dynamics and impact of the experience.
STEP 2:
After the end of the game, the facilitator initiates a group discussion – an inner journey, encouraging
participants to share their experience and emotions. They rationalize how their decisions, strategies,
approach and performance have contributed to the achieved results. The simulation triggers a fruitful selfreflection and implications about career development. The duration of the whole process is 90 - 180 minutes.
3. Type of tool/practice (social network, adapted support, IT tool, …?):
Training activity
4. References:
Tanya Terziyska-Kuneva – career counselor
Selfinvest Career Counseling Center, Sofia, Bulgaria
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GUIDELINE 7.4: EMPATIA CAREER SERVICE
1. Objective and expected results by using the tool/practice in terms of Knowledge, Skills &
Responsibility and Autonomy (ECVET principle)
Since its start in 2002, Empatia has helped hundreds of young people improve their career management skills
and choose career pathway. It has received the Award of Open Society Club in Varna (2002), Varna Award
(2007) and National Best Career Practice Award (2012).
2. Detail of the tool or best practices and HOW TO USE IT:
Empatia is established in 2002 within the Varna Municipality center for psychological support of young people.
To lead as you follow is the essence of the client – consultant relationship, and the motto of Empatia. The
counselor helps young people in their career transition from school to university and the world of work.
The consultations for young people are focused on self-knowledge and self-assessment; values and motives
for decision making in education and career; formulation of goals; vocational orientation, through individual
research and interviews with professionals; matching career opportunities with individual preferences and
labor market trends; analysis of mobility barriers and plans for their overcoming; satisfaction with the career
decisions (feedback from the client).
Thematic seminars and consultations for young adults (students, graduates and unemployed) aim to improve
the self-awareness, career management skills – enhancing the confidence for career planning, finding job and
self-promotion; personal plan for learning or career mobility in EU; individual consultations on specific career
and personal situations (burn-out, life-career balance, parenting, etc.).
The career services are based on GCDF program standards and is funded by Varna Municipality and the
National Center of European Youth Programs and Initiatives.
The consultations result with a personal profile of individual resources or personal career plan; short stories
for the future, or with career portfolio, created by the client.

3. Type of tool/practice (social network, adapted support, IT tool, …?):
Career service and training activity

4. References:
Tsveta Stoyanova – GCDF career counselor
Empatia career service, Municipality Varna, Bulgaria
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Conclusions
All the guidelines in favour of skills audit auditors are based on the different type of skills audits they
have to perform. This set can be used partially or globally depending on the need of trainers and
professionals in charge of accompanying learners for their own process for skills audit.

Challenges and lessons learnt:
This guideline is pointed out that there are several challenges in implementing and designing
measures, such as how to:
⮚
⮚
⮚
⮚
⮚
⮚
⮚

Reaching out to target groups.
Ensuring gender balance.
Cooperation among different actors.
Impact of recent changes in legislation, policy, and bureaucratic procedures.
Health issues.
Education issues.
Practical and logistical challenges in implementing measures.

As a conclusion, we realise that specific efforts seem to still to be done to improve local processes.
Keep in mind the following statements when you want to set up a local partnership.
⮚
⮚
⮚
⮚
⮚
⮚
⮚
⮚
⮚
⮚
⮚
⮚
⮚

Some integration measures work well when they are compulsory.
Using refugee role models can help to promote participation.
Target groups must be made aware of the measures available.
Putting in place accompanying activities may help to boost female participation.
The presence of women in cultural orientation courses helps to promote equality.
Close cooperation between different actors supports integration.
Public services may take up different roles, impacting on cooperation with service providers.
Impact of recent changes in legislation, policy, and bureaucratic procedures.
Budgetary cuts may impact on future implementation of measures.
Bureaucratic procedures slow down implementation.
Policies in place in Member States can influence implementation.
Health issues.
There is a need for psychological monitoring and support for target groups.

***
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