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Training Programme
Name of Training: Improving Personal and Social Competencies to Increase Employability

Target groups:
Young people without employment, youth trainers, youth workers

Purpose:

To provide adequate trainings to beneficiaries to enable them to enhance their personal
competencies and knowledge in basic employment oriented topics that will contribute to improving
their employability potentials.

Objective of the training:

To prepare and improve position of young unemployed people for job searching and in the local
community through increasing employment potentials and personal competencies.

Expected results for the participants:

e Participants understand the difference between of official education and learning, non-
formal learning and informal learning

e Familiar with the importance of their personal competencies and skills in the job market

e Aware of why personal skills and competencies are important to employers

e Participants elaborate their CVs

e Gain experience of participating in a job interview through role play

e Increased awareness of how important team work is and the roles and profiles of team
members

e Understand the different types of communication, importance of body language and how to
adequately communicate with potential employers

Description of the programme and thematic units:
What are skills knowledge and competencies?

It is defined as the combination of related abilities, knowledge and skills that enable a person or
organization to act effectively in a job or situation. Competencies are described in ways that are
observable, measurable and based on performance.
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Social and Personal Competencies are a set of skills to include self-awareness, self-management,
social awareness, relationship skills, and responsible decision-making. These are the "soft skills that
are needed for people to succeed in postsecondary and career. Social skills are the skills we use to
communicate and interact with each other, both verbally and non-verbally, through gestures, body
language and our personal appearance.

The topic is elaborated through covering the following issues in more detail:

Self-awareness, as a key component of emotional intelligence (what is self-awareness, why it is
important, how to demonstrate it and how to improve self awareness skills, etc),

Empathy — the ability to understand another people thoughts and feelings, it facilitates pro-social
behaviour (what are 3 types of empathy, definition, why is it important for you);

Critical thinking- process of actively and skilfully conceptualizing, applying, analyzing, synthesizing,
and evaluating information to reach an answer or conclusion (CT skills, why employers value them,
how to improve CT skills, etc);

Creative thinking - means looking at something in a new way. It is the very definition of “thinking
outside the box.” helps you invent, problem-solve, and communicate (why is it important in the
work environment, how to positively channel it, etc);

Decision making — why employers value decision making skills, what it good decision making, etc;

Problem solving — needed skills for problem solving: research, analysis, decision making,
communication, etc;

Effective communication - key interpersonal skill and learning how we can improve our
communication has many benefits. Communication is a two way process, so improving
communication involves both how we send and receive messages, etc.

Interpersonal relationship- highly sought by employers, (range from communication and listening to
attitude and deportment. Strong interpersonal skills are a prerequisite for many positions in an
organization.)

Stress and emotions - Stress has been characterized as a physiological demand placed on the body
when one must adapt, cope or adjust with situations (how the work place can create stress, how to
best deal with it and avoid it);

Other issues and topics will be covered through this training such as:
Basic social skills include: listening, speaking, body language, getting on with others

Cooperation, compromise, decision making, communicating, using emotional intelligence, using
constructive criticism, trusting others, delivering on promises, and coordinating work obligations.

The second part of the training addresses Basic Employment Oriented Topics such as:
Preparation of a CV (the participants will draft their CVs during the working sessions),
Work ethics (what are work ethics, why are they important, how are they respected, etc),

Job interviews (what is important during a job interview, how to act, how to answer questions, what
to avoid, etc),
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Team work (TW in general, TM at the work place, why is it important, what does it take to be a good
team member, how TM contributes to work results, etc),

Communication (types of communication, work and professional communication at the work place,
official correspondence, etc), and a special emphasis will be put on the

Legal employee rights (give an overview of employee rights in general, special emphasis is put on
employment rights of vulnerable groups, etc).

Methodology/Approach:

The training approach is a combination of plenary presentations, interactive work and discussions
and individual tasks, with the support of Power Point Presentations, Open discussions, Case studies,
Role Play, Group Work and Individual work on concrete examples, and evaluation of achieved

results.
Cl‘assrnom
Session
Learning 7
Through '
Duration:

The training is foreseen to last three days. Adjustments can be made to fit the specific needs of the
target groups and participants.

Number of participants:
In order to secure the adequate amount of attention to each participant and to actively involve all
participants the ideal number of participants is up to 15 persons.

Evaluation of achievements:

Evaluation of achieved results is conducted through the preparation of an initial short test on the
topics covered through the training to gather baseline inputs on the level of knowledge of the
participants. The benchmark or level of knowledge acquisition is conducted at the end of the
training, using the same tests in order to compare the initial and final results and level of achieved
knowledge.
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Personal Competencies

Day 1
Time Topic
9:00-9:15 Introduction into the topic of the training — Personal Competencies
9:15-10:00 What are personal competencies?
Why they are important?
10:00-12:00 General information about competency skills
e Time management, Money management, Decision making. Critical
and creative thinking skills, Self-marketing and public presentations
12:00-12:30 Break
12:30-14:30 e Communication - Social intelligence - Identity
14:30 - 15:00 Break
15:00-17:00 How we achieve competencies?
e Formal education, Non — formal learning, Informal learning
Day 2
Time Topic
9:00-9:15 Review of previous day
9:15-11:00 Defining personal competencies
11:00-11:30 Break
11:30-13:30 Personal and Social Competencies
13:30-14:30 Lunch
14:30-16:30 Exercise on defining personal competencies
16:30—-17:00 How to present your competencies to others
Free Time and dinner
Day 3
Time Topic
9:00-9:15 Review of previous day
9:15-9:30 Work ethics
09:30-11:00 Curriculum Vitae — (+ practical work)
11:00-11:30 Break
11:30-12:00 Team work
12:00-13:00 Role in team
13:00-13:30 Job interview
13:30-14:30 Lunch
14:30-15:00 Job interview - Exercise
15:30-16:30 Training evaluation and closing
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Personal Competencies

Youth Empowerment and
Employability Strengthening

Date, Place
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What is competency?
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* The ability to do something successfully or
efficiently.

* A competency is the capability to apply or use a
set of related knowledge, skills, and abilities

required to successfully perform "critical work
functions” or tasks in a defined work setting.
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Personal competency

* Firstly, personal competency is the ability of individuals in various
things directly related to the development of a person’s personality.

Professional competency

* Secondly, professional competency is the ability of individuals in
various matters directly related to the implementation and
completion of specific tasks at their work.

Social competency

* Finally, social competency is the ability of individuals in various
matters directly related to life and social interests.
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Personal and Social competency is the set of
abilities that relate to ones' identity in the world,
both as individuals and as members of their

community and society.

Personal and Social competency encompasses what
one needs to thrive as an individual, to
understand and care about themselves and
others, and to find and achieve their purposes in
the world.
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Why is personal competencies important?

* An essential part of competence is intention.
Without intention, there is no competence.
Personal competencies therefore forecast certain
behaviour. Competencies enable us to

understand why some people perform better at
work than others.
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Personal Core Competency

* Core competencies, also known as your "core
qualifications," is a list of your qualifications for a
job. A core competencies section includes your
skills, certifications, knowledge of different
software products or personality traits that make
you a desirable candidate
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Personal Competencies Soft Skills

* Personal competencies basic to teaching
include high expectations, love of learning,
active listening, ability to adapt to novel
situations, empathy, cultural sensitivity,
positive regard for students, and good time
management.
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Social Competencies

What are social skills/competencies?

e Social skills are, according to the definition of the
World Health Organization: "adaptive abilities
and positive behaviour that enable people to
successfully cope with the demands and
challenges presented by everyday life."
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 Many definitions and terms of social skills that are
encountered but what is common to all definitions and
what essentially constitutes these skills is the fact of
speaking about skills acquired during various life
experiences and not exclusively during academic,
formal education.

* |n the simplest terms, they are multipurpose skills that
can be applied and used in a large number of different
situations and roles, both in everyday life and
professionally.
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* Social skills are interactive in nature, learned
and acquired throughout life (through formal
and informal education, through reading,
hobbies, sports, social activities, professional
activities and life in general) and are based on
verbal and non-verbal forms of behaviour.
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* They are expressed through a person’s
behaviour, and are responsible for the
realization of goal-directed and mutually

synchronized activities that correspond to the
situation and context.

In short: how someone will react in a given
situation
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* For a person with a disability, due to the
specifics of growing up, relationships in the
primary family and a low level of socialization,
that process is qualitatively different.
Difficulties or deficits in social skills can
interfere with the process of social adjustment
and affect an individual's behaviour.
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e Although social skills are not related to a specific job, they
are at the core of performing any job.

e Lack of or insufficient development of social skills in the
area of communication, respect for social rules and
relationships with colleagues affects

— integration into the work and social environment,

— leads to disagreements and misunderstandings and isolation,
— makes cooperation difficult when performing work tasks

— affects the quality and efficiency of completion some work.

Certain social skills have been found to be directly related to
job performance.

.O t ( assocwlion..: 5 &
B2 2 & ww X7 oroonmes Y

Co-funded by o il’%‘

the European Union



Y |
- | Beksan

Davsdupeannn
Co-funded by :
the European Union

* Although the list of skills is large, they can
generally be broadly grouped into five main
categories that most likely increase the
chances of success in all areas.
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Soft skills (interpersonal skills) - a set of skills that

enable a positive attitude towards others,
communicating with them, influencing them, etc.
Examples: delegation skills, coaching skills,

listening skills, presentation skills, cooperation
skills.

Analytical skills — intellectual skills that enable an
individual to identify and analyze problems and
find creative, innovative and feasible solutions.
Examples: research skills, data collection skills,
data analysis skills, creativity, risk analysis.
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Technical skills - practical, direct skills such as excellent computer skills,
ability to work with certain machines, programmes, hardware,
construction or repair skills, etc. Examples: C++ programming, HTML
coding, knowledge of SQL, excellent knowledge of working with
Photoshop, lllustrator, etc

Organizational skills - that enable an individual to sort data, plan, schedule

projects or resources, maintain records that are accurate, efficient, and
easy to use, and coordinate multiple resources or tasks. Examples:
prioritization, time management, task management, resource
management, coordination.

Personal skills - include a set of skills related to character in the workplace.

Examples: integrity, reliability, accuracy, diligence, decision-making skills.
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Importance of Social Skl"S

* Social skills determine relationships with everyone we
come in contact with.

 Managing social interactions is one of the most complex
tasks that humans perform, and it involves the involvement
of many psychological systems such as visual and auditory
perception, speech, and problem solving. These systems
develop during childhood (and adulthood).

* When they do not function properly, social interactions
become difficult, especially today, in the age of great
changes and mobility of the labour market.
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The ability to identify and demonstrate these
skills can increase the chances of getting the
desired job, as employers often look for

people who can identify and demonstrate the
skills they possess.
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Competencies - Skills

Time management

Money management

Making decisions

Critical and creative thinking skills
Self-marketing and public presentations
Communication

Social intelligence (active listening, reframing)
ldentity
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Time Management

[

Cortm

D TR

‘ ? .O : ( assoclation s
[ § Jouth \ greenways:"

Co-funded by
the European Union



B Y

\ Davedupanmnt
Tentar
Co-funded by
the European Union

Time management is the awareness and
knowledge of what our values and goals are in

life and the optimal use of time in order to
achieve those values and goals.
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Core time management skills and how to
develop them
1. Planning
2. Decision making and prioritization
3. Setting boundaries and saying no
4. Delegating and outsourcing tasks
5. Building a system and diligently following it
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The Priority Matrix

(Eisenhower Matrix)
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Understand the difference between urgent and
important.

e ‘Urgent’ tasks demand your immediate attention,
but whether you actually give them that
attention may or may not matter.

* 'Important’ tasks matter, and not doing them
may have serious consequences for you or
others.
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* Urgency and/or importance is not a fixed
status. You should review your task list
regularly to make sure that nothing should be
moved up because it has become more urgent

and/or important.

I .‘ i . ‘ assoclation _» 1
- ot\:lm-v' b Sgﬂgﬁ ' greenwavs:'. @ &
Co-f d b W teL

CHNRY

the European Union



Y

Co-funded by
the European Union

Make a ‘To Do’ List

* Whether electronic or paper, lists are a good
way to remember what you’ve got to do, and to
see at a glance what you’ve forgotten.

* Consider highlighting the most important items in
some way, and remember to take things off your

list when they are complete and/or no longer
need doing.
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Pick Your Moment

* All of us have times of day that
we work better. It’s best to
schedule the difficult tasks for
those times.
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Don’t Try to Multi-task

Generally, people aren’t very good at multi-
tasking, because it takes our brains time to
refocus.

It’s much better to finish off one job before
moving onto another. If you do have to do lots of
different tasks, try to group them together, and
do similar tasks consecutively.
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Stay Calm and Keep Things in Perspective

* Perhapst
to stay ca
tasks can

ne most important thing to remember is
m. Feeling overwhelmed by too many
pe very stressful.

* Remember that the world will probably not end if

you fail to achieve your last task of the day, or
leave it until tomorrow, especially if you have
prioritised sensibly.
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Money Management
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Money Management

Money management is defined as “the process
of budgeting, saving, investing, spending or
otherwise overseeing the capital usage of an
individual group.”
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Skills for Money Management
* Set Realistic Financial Goals
* Create a Personal Budget

e Limit Credit Card Expenses

* Contribute to Savings

* Be Consistent
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Managing your money well is a skill and one that
should be high on your list of ones to work on
and develop at the best of times, let alone
during these unprecedented and uncertain
times we live in.
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Decision-making skills are those skills that aid in your
ability to choose solutions to challenges. With these
skills, you can make informed decisions once collecting
all the relevant information and data and considering
multiple viewpoints.

In order to strengthen your ability to make decisions, it's
important to identify all of the skills that can help you
weigh options and make the best choices.
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Examples of decision- maklng skills

You actually incorporate a wide variety of skills during the course of
making decisions. The following skills contribute to decision-making
and are good things to highlight on your resume:

* Problem-solving

* Leadership

* Reasoning

* Intuition

« Teamwork
 Emotional Intelligence
* Creativity

* Time management

* Organization
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Problem-solving skills are an important part of

C
C

ecision-making. You need to be able to factor in
ifferent viewpoints in order to make a

t

noughtful decision. It's also important to

observe challenges and solutions from a neutral
and non-emotional viewpoint, @ whenever
possible. Strong problem-solving skills can also
help you focus on relevant details and form
decisions more quickly and effectively.
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Strong leadership skills can help motivate
employees to reach their goals and aid in
promoting teamwork. Take time to build strong
relationships with co-workers, so you can get to
know them and they'll feel comfortable speaking
freely around you. The more engaged and
approachable you are, the higher the likelihood
you'll be able to work cohesively with your team
and make productive choices with long-term
iImpact.
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Reasoning is one of the main skills needed to be
effective at decision-making. Take into account
all the benefits and disadvantages of every
possible solution before you make a selection.
Consider all available and relevant points of
data to help you guide your decision-making.
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Intuition is about trusting your instincts.
Instincts come from witnessed experiences in
the past and the core values that drive you
each day. The sum of the experiences and the
lessons you've learned from them factor into
your decision-making. You need to associate
your instincts with the potential actions you
can take to see if your decision is logical and
actionable.
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Teamwork skills are the qualities and abilities that
allow you to work well with others during
conversations, projects, meetings or other
collaborations. Having teamwork skills is
dependent on your ability to communicate well,
actively listen and be responsible and honest.
There are many other additional soft skills that
can help you be an exceptional teammate at work
that we will discuss more below.
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Emotional intelligence means you are aware of
your emotions and can express them in a way
that's healthy, informative and motivating to
those around you. Your emotions can inspire
solutions to challenges and help you express
your goals to others. Emotional intelligence
can also guide your analysis of challenges and
solutions.
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Creativity can harness logical and emotional

thinking and generate a slate of unique
approaches and solutions. You can also use
creativity to frame the conversations you have
with employees during meetings and encourage
everyone to contribute their own unique
solutions. Consider having weekly brainstorming
sessions to maximize employees' creativity and

increase employee participation in problem-
solving.
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Time Management - Managing your time well can
help you improve in your career. Organizing each
day helps you to complete work on time, stay
engaged during important meetings and give you
space to be creative and proactive in your tasks.
Having strong time-management skills can
ultimately lead to accomplishing key goals and
advancing in your position.
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Organization - Staying organized can help you
maintain a clear picture of what you need to
complete and when. Being well-organized
might mean maintaining an up-to-date
calendar, being able to locate certain
documents easily, having a tidy environment
and taking detailed, diligent notes.
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Critical Thinking

Critical Thinking Skills

the European Union
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Critical Thinking

e Critical thinking is the analysis of an issue or
situation and the facts, data or evidence
related to it. Ideally, critical thinking is to be
done objectively—meaning without influence
from personal feelings, opinions or biases—
and it focuses solely on factual information.
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It allows you to make logical and informed
decisions to the best of your ability.

6 Crucial critical thinking skills
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1. Identification

The first step in the critical thinking process is to
identify the situation or problem as well as the
factors that may influence it. Once you have a
clear picture of the situation and the people,
groups or factors that may be influenced, you can
then begin to dive deeper into an issue and its
potential solutions.
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2. Research

When comparing arguments about an issue,
independent research ability is key. Arguments
are meant to be persuasive—that means the facts
and figures presented in their favour might be
lacking in context or come from questionable
sources. The best way to combat this is
independent verification; find the source of the
information and evaluate.
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3. Identifying biases

This skill can be exceedingly difficult, as even the smartest
among us can fail to recognize biases. Strong critical
thinkers do their best to evaluate information
objectively. Think of yourself as a judge in that you
want to evaluate the claims of both sides of an
argument, but you’ll also need to keep in mind the
biases each side may possess.

It is equally important—and arguably more difficult—to
learn how to set aside your own personal biases that
may cloud your judgement.

.O . assoclation _» 5
- Y - b 383&? ,‘( greenwa'Vs:.- @ &
Co-f ed b o

CHNRY

the European Union



- 1 i obsan ]
Davedupanmnt
Centar

Co-funded by
the European Union

4. Inference

The ability to infer and draw conclusions based on
the information presented to you is another
important skill for mastering critical thinking. You
often need to assess information given and draw
conclusions based upon raw data.

The ability to infer allows you to extrapolate and
discover potential outcomes when assessing a
scenario. It is also important to note that not all
inferences will be correct.
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5. Determining relevance

One of the most challenging parts of thinking
critically during a challenging scenario is
figuring out what information is the most
important for your consideration.
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6. Curiosity

It’s incredibly easy to sit back and take everything
presented to you at face value, but that can also be
also a recipe for disaster when faced with a scenario
that requires critical thinking. It’s true that we’re all
naturally curious—just ask any parent who has faced
an onslaught of “Why?” questions from their child. As
we get older, it can be easier to get in the habit of
keeping that impulse to ask questions at bay. But that’s
not a winning approach for critical thinking.
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Self Marketing and Public
Presentation
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Self marketing helps individuals improve their image and

It

reputation to advance their careers. Self marketing is
sometimes called personal branding because it uses
branding tools to create an image around an employee
rather than a product.

gives candidates more opportunities to effectively
communicate their values, skills, experiences, and vision to
potential employers. Successful self marketing helps
employees separate themselves from the hundreds of
other applicants who may be competing for the same job.
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 Before you can begin to market yourself, you should be
aware of your own strengths and weaknesses. Start by
reflecting on your distinct talents, skills, and academic
or professional achievements.

* Your marketability is largely affected by how much you
believe in your own qualifications and suitability for a
job. In essence, good self-promotion starts with self-

confidence.

* Your own perception of yourself will help you begin to
assemble your “presentation”, that unique picture of
who you are personally and professionally.
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* Convey your personal strengths and talents.
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 Don’t underestimate your value to an employer
or a career opportunity. You might think it’s
nothing, but others would think it’s something.

 Consider the needs and wants of your target
audience (potential employer or current
manager). Try to communicate your value to
match what they’re looking for.
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* |ldentify the gaps in your personal brand and
invest time and energy to overcome them
through education or self-development courses.

* Don’t forget, your unique combination of
experience, education, skills, interests, and
knowledge can be the right match for many
different kinds of roles and environments
because they can be packaged and repackaged in
different ways.
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Dynamic and well-prepared speakers are highly
valued by employers, and having this skill set
can even help land you leadership positions
and important roles.
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Public speakers make presentations to a group.
Presentations could range from speaking to a
small number of employees to presenting to a
large audience at a national conference or
event. The same skill set and ability to be
comfortable speaking in public are required
regardless of the size of the group.
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Clear Articulation

* That includes pronouncing, speaking loudly
enough, and using proper grammar without a
ot of verbal crutches such as "um." It helps to
oe able to talk well in ordinary conversation,
out public speaking is a kind of performance

and, as such, requires practice and
preparation.
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Engaging Presentation Style

Presentation style includes vocal tone, body
language, facial expression, and timing. The
right style can make a talk that could have
been boring become exciting and engaging.
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Assessing the Needs of the Audience

Before you begin speaking, think about your
audience and what they hope to gain from
your presentation. That can help you assess
their needs, which can help ensure that your
presentation is the best possible use of your
time and theirs.
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PowerPoint Skills

PowerPoint is a popular software used for creating
slides. Not all public speakers use them, but slides
are so common that doing without them s
sometimes called "speaking naked."

It's not only important to understand the technical
aspects of using the software, it also helps if you
have the artistic ability to create slides that are
aesthetically pleasing and easy to understand
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Composition Skills

Whether you prepare your talk ahead of time or
just go with the flow, you must be able to
construct talks that are rational, coherent, and
easy to understand, and that cover all the
points you want.
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It is crucial how you present your
skills to potential employers.
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Communication is defined as the ability to convey
or share ideas and feelings effectively.

* Experts agree that communication skills include:

— Conveying messages without misinterpretation or
misleading others

— Effectively communicating with a range of people
from all walks of life

— Navigating from casual or informal communication to
formal communication

— Showing language mastery and command
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It is a two-way process. In other words, it involves
both the sending and receiving of information.

* |t therefore requires both speaking and listening,
but also—and perhaps more crucially—
developing a shared understanding of the
information being transmitted and received.
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* If you are the ‘sender’ of information, this means
communicating it clearly to start with (whether in writing
or face-to-face), then asking questions to check your
listeners’ understanding. You must also then listen to their
replies, and if necessary, clarify further.

* If you are the recipient, it means listening carefully to the
information, then checking that you have understood by
reflecting back, or asking questions to ensure that you both
have the same understanding of the situation.

* |t is, therefore an active process. There is nothing passive
about communication, in either direction.
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Verbal Communication

Verbal Communication

* Verbal communication is all about what we say, which is an
important way of getting our message across.

 The words that we choose can make a big difference to
whether other people understand us. (e.g. Speaking to a child
or someone who doesn’t know your language well)
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Non Verbal Communication

We actually communicate far more information
using Non-verbal Communication. This includes
non-verbal signals, gestures, facial expression,
body language, tone of voice, and even our
appearance. These can serve to either reinforce
or undermine the message of our spoken words,
so are worth considering carefully.
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Formalna i neformalna

Formal — planned, official
Non-formal - relaxed

One way or two-way

One way — orders, imperative ‘
Two —way — exchange of ideas ﬁ

Up, Down, Lateral
Direct and indirect
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Formal Indirect Communication

— Letters, Reports, Manuals, Biltens, TV/radio, video, phone,
E-mails, surveys, etc...

Formal Direct Communication

— Gatherings, meetings, visits, trainings, etc...
Non Formal Indirect Communication

— Rumors, cartoons, funny messages

Non Formal Direct Communication
— Converation, personal contact, gestures, etc...
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80% of working time we are involved in some form of
communicaiton (depending on the work place or position)

Listneing 45% ---------- 25% is effective
Speeking 30%
Reading 16%

Writing 9%
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Why Communication?

Why do we communicate?
v’ Humans are social beings (Aristotel)
— ... transfer information
— ... receive information
— ... express feelings / opinions / thoughts / ideas

v’ Symbols we use to communicate:
— Words (written or spoken),
— gestures,
— pictures,
— sounds...
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e Communication skills are a set of activities that
ultimately make a quality public performance.

e Communication today is very important both in
the business world and in private life.

e Successful communication helps us better
understand people and situations. It helps us
overcome diversities, build trust and respect, and
create conditions for sharing creative ideas and
solving problems.
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e Successful communication is far more than sharing
information; it is also an understanding of the feelings
behind this information.

* Successful communication can deepen relations in
personal life or professional life. In personal life, they
can help us understand better people and situations
that happen on a daily basis.

* Developing communication skills can help us avoid
conflicts compromise, and help in better
decision making.
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Examples of communication skills

* There are different types of communication
skills you can learn and practice to help you
become an effective communicator. Many of
these skills work together making it important
to practice communication skills in different
contexts whenever possible.
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Active listening

* Active listening means paying close attention to
the person who is speaking to you.

— People who are active listeners are well-regarded by
their co-workers because of the attention and respect
they offer others. While it seems simple, this is a skill
that can be hard to develop and improve.

— You can be an active listener by focusing on the
speaker, avoiding distractions like cell phones, laptops
or other projects and by preparing questions,
comments or ideas to thoughtfully respond.
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Adapting your communication style to your
audience

e Different styles of communication are
appropriate in different situations.

— To make the best use of your communication
skills, it’s important to consider your audience and
the most effective format to communicate with
them.
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Friendliness

* Characteristics such as honesty and kindness often foster
trust and understanding are important in everywhere and
in the workplace.

— When you’re working with others, approach your interactions
with a positive attitude, keep an open mind and ask questions
to help you understand where they’re coming from.

— Small gestures such as asking someone how they’re doing,
smiling as they speak or offering praise for work well done can
help you foster productive relationships with both colleagues
and managers.
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Confidence

 There are many ways to appear confident such as
making eye contact when you’re addressing someone,
sitting up straight with your shoulders open and
preparing ahead of time so your thoughts are polished.
(You’ll find confident communication comes in handy
not just on the job but during the job interview process
as well.)

* People are more likely to respond to ideas that are
presented with confidence.
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Giving and receiving feedback

e Strong communicators can accept critical
feedback and provide constructive input to
others.

* Feedback should answer questions, provide
solutions or help strengthen the project or
topic at hand.
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Volume and clarity

* When you’re speaking, it’s important to be
clear and audible. Adjusting your speaking
voice so you can be heard in a variety of
settings is a skill and it’s critical to
communicating effectively.
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Empathy

Empathy means that you can understand and
share the emotions of others. This
communication skill is important in both team
and one-on-one settings. In both cases, you
will need to understand other people’s
emotions and select an appropriate response.
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Respect

* A key aspect of respect is knowing when to
initiate communication and respond.

* Allowing others to speak without interruption is
seen as a necessary communication skill.

* Respectfully communicating also means using
your time with someone else wisely—staying on
topic, asking clear questions and responding fully
to any questions you’ve been asked.
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Understanding nonverbal cues

e A great deal of communication happens through
nonverbal cues such as body language, facial
expressions and eye contact.

* When you’re listening to someone, you should be
paying attention to what they’re saying as well as their
nonverbal language.

* You should be conscious of your body language when
you’re communicating to ensure you're sending
appropriate cues to others.
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Responsiveness

 Whether you’'re returning a phone call or
sending a reply to an email, fast
communicators are viewed as more effective
than those who are slow to respond.
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Social Intellegence
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Social intelligence is the capacity to
communicate and form relationships with
empathy and assertiveness. It comes from
knowing yourself and exercising proper
emotional management. We can say it is
closely linked to emotional intelligence, but it
is not exactly the same thing.
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Social intelligence uses the management of
emotions and self-awareness to improve
interactions, foster leadership, and enable the
execution of unique intellectual tasks.
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intelligence is essential for unlocking the
s of effective communication, dialogue,
teamwork to create an optimal and

productive work environment.
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What abilities does social intelligence convey?

* Social intelligence manages the required
abilities for effective communication based on
empathy, self-knowledge, listening, and
reading of emotions.

e These abilities are:
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1. Verbal and non-verbal fluency

Conversational skills are the most basic form of social intelligence.
Verbal and non-verbal expressions are the primary platforms for
sending any message. The use of the right words, the ideal tone,
and clear intention underlies the first step to effective
communication.

2. Knowledge of social rules and roles

When you interact with a group, knowing their social rules, customs,
and idiosyncrasies is a fundamental skill for socially intelligent
people. This facilitates interaction with individuals who belong to
different social groups, like people of different ages, countries,
religion, or cultural identities.
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3. Listening skills

Active listening is instrumental in the development of social
intelligence. It helps to connect with other people, prevents
conflict, and enables learning through dialogue. This
contributes significantly to personal growth.

4. Understanding how other people's emotions work

Understanding what triggers people's emotions (either
negatively or positively) is a key component in the exercise
of empathy. This competency enables communication that
takes into consideration the attributes and sensibilities of
other people, which makes the message authentic and
effective.
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Playing social roles efficiently

This ability allows people to adapt to different social

6.

environments. Having a clear idea of what’s expected
of us in a variety of different settings reduces stress in
any situation and enables more constructive
interactions.

Self-lmage and impression management

This is the ability to present ourselves in a way that

connects with others without stretching too far from
our natural personality. The objective is to maintain a
sincere demeanour that appeals to others, shows
empathy, and reinforces our idea of self.
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Identity
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* The ability to understand yourself as a person
who evolves over the course of your life. This

may include physical, emotional and spiritual
changes to your identity.
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Firstly, maintaining self-identity is important
because it strengthens your character. That is,
when we know who we are, have confidence
in our self and are able to identify our
strengths, we emerge as stronger individuals.
Secondly, it keeps us unique and distinguishes
us from everyone else
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* Self-ldentity is important because if you do
not know yourself then you cannot answer
who you are?

* |f you know and believe in your ideas about
yourself then you gain confidence, there are
several ways to gain confidence.
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* You learn to balance emotions like in the earlier
situation you will not feel angry or sad when
someone passes a negative comment.

* When you realize the importance of self-identity
you are able to control your actions.

* Being in control of your actions means that you
are the sole decision-maker and no one else is
making your decisions, that is, no one else has
control over your actions.
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* When you feel confident, you become
emotionally balanced and learn the
techniques for emotional management, and
know how to act then you realize who you
are. You understand your true self and you
feel an internal satisfaction.
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nat defines identity?

dentity encompasses the values people
nold, which dictate the choices they make. An
identity contains multiple roles—such as a
mother, teacher, etc. — and each role holds
meaning and expectations that are internalized
into one’s identity.

ldentity continues to evolve over the course of an
individual’s life.
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How is identity formed?

ldentity  formation  involves three  key
tasks: Discovering and developing one’s potential,
choosing one’s purpose in life, and finding
opportunities to exercise that potential and
purpose. ldentity is also influenced by parents
and peers during childhood and experimentation
in adolescence.
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Self-identity is a combination of personality
traits, abilities, physical attributes, interests,
hobbies, and/or soical roles from your

personal identitiy that vyou specifically
selected to identify yourself.

)

* t ( assoculion..: 5 &
B 2 & X areeniares 7

Co-funded by '& m@g‘
the European Union ;



B ¥

Co-funded by
the European Union

Creating self-identity

* Do you typically identify yourself by what you do
(architect, doctor, teacher, engineer, etc )?

* Do you identify yourself with societal position (mother,
fater, sister, friend, leader, etc)?

* Do you use your physical charateristics (short, tall,
bald, blue eyed, curly hair, etc)?

e Do you identify yourslef with characteristics (I am
confident, | am smart, | am optimist, | have a positive
attitude, etc)?
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There are many bridges we all must cross throughout our
lives, some leading toward something, others leading away
from something, but the one we all must cross 1s the bridge

between us and ourselves. Destiny's Odyssey
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How competencies are
achieved?
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1.Formal education
2.Non — Formal Learning

3.Informal Learning
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What is meant by formal learning?

* Formal learning is learning that is delivered
“in a systematic intentional way”. It's planned
and guided by an instructor and it usually
occurs in a face-to-face setting or through an
online learning platform.
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Formal education often comprises an assessment
of the learners' acquired learning or competences
and is based on a programme or curriculum
which can be more or less closed to adaptation to
individual needs and preferences. Forma
education usually leads to recognition anc
certification / diploma and have an official leve
of education (secondary school education,
bachlour degree, master degree, a PHD, etc)
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What is the focus of formal learning?

Formal learning is always organised and
structured, and has learning objectives. From
the learner's standpoint, it is always
intentional: i.e. the learner's explicit objective
is to gain knowledge, skills and/or
competences.
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* It moulds the physical, intellectual, emotional
and social characteristics of a person in a
balanced manner. — Furthermore, formal
education trains children to develop critical
thinking and reasoning power, shaping them
into good citizens, and improving their social
standing and independence.
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 Formal learning is also intentional as some of
the courses and training could lead to degrees
and certifications. Formal learning is used
when there is a need to have control over the
learning experience of learners, as learners
follow a planned and rigid curriculum.
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* A new learning paradigm must shift its focus
towards competency-based learning to better
prepare learners for 21st century engagement.

* In a pre-internet world, books and teachers were
the main reference points for knowledge. In a
digital age this is no longer the case.
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Formal education

* Formal education refers to the structured
education system that runs from primary (and
in some countries from nursery) school to
university, and includes specialised
programmes for vocational, technical and
professional training.
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Formal education

* Traditional learning models tend to focus on
content and knowledge acquisition.
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* Placing content at the beginning of learning
today however, fails to equip students with

the key competencies and skills needed to
navigate the real world.
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Non formal education and
learning
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Non-formal education refers to planned,
structured programmes and processes of
personal and social education for young
people designed to improve a range of skills
and competences, outside the formal
educational curriculum.
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Non-formal education is what happens in places
such as youth organisations, sports clubs and
drama and community groups where young
people meet, for example, to undertake projects
together, play games, discuss, go camping, or
make music and drama.

Non-formal education achievements are usually
difficult to certify, even if their social recognition
IS Increasing.
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Informal learning
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What is formal learning and informal learning?

* Formal learning is usually an organized activity
in a classroom setting. Informal learning, on
the other hand, is wusually unstructured,
spontaneous, and, very often, unintentional. If
informal learning comes consciously with a
defined purpose, it becomes non-formal.
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* Informal learning is about learning without
the realisation that you are going through a
learning process. It is about acquiring skills,
attitudes, knowledge through daily
interactions at work, play and media
influences, in general.

)
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Why is both formal and informal learning
important?

* In conclusion, formal learning will always have its
place and is an integral part of the performance
support network in any organisation. Informal
learning will not completely replace formal
learning but acts as an additional layer of support
to improving performance.

.O t ( assoctalion..: A %
e b jouth % = greenways: Y




Y

Co-funded by
the European Union

* Informal education refers to a lifelong learning
process, whereby each individual acquires
attitudes, values, skills and knowledge from the
educational influences and resources in his or her
own environment and from daily experience.
People learn from family and neighbours, in the
market place, at the library, at art exhibitions, at
work and through playing, reading and sports
activities.
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The mass media are a very important medium
for informal education, for instance through
plays and film, music and songs, televised
debates and documentaries. Learning in this
way is often unplanned and unstructured.
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Defining Personal
Competencies
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A personal competency is an ever-evolving
accumulation of related capabilities that
facilitate learning and other forms of goal
attainment.
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Competencies — definitions and
behaviour indicators
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Attention to Detail

Definition

Achieves thoroughness and accuracy when accomplishing
a task through concern for all the areas involved.

Behavioural Indicators

* Provides accurate, consistent numbers on all
paperwork

* Provides information in a useable form and on a timely
basis to others who need to act on it
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Maintains a checklist, schedule, calendar, etc. to
ensure that small details are not overlooked

Follows policies, procedure, safety and security
measures in using various equipment

Work requires little or no checking

Writes down important details in messages or
communications so the details are not lost or

forgotten
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Coaching

Definition

Work to improve the immediate performance of others;
facilitates their skill development; and gives feedback in a

manner that facilitates confidence and maintains self-
esteem.

Behavioural Indicators

* Reinforces effective behaviours or results through
acknowledgement, recognition and/or feedback in a timely
manner

* C(learly states actual performance compared to expected or
desired performance
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Devotes time to providing task-related help to others

Asks questions that help other people recognize the
need for performance improvement

Expresses confidence in an individual’s ability to meet
or exceed expectations

Takes time to listen to other’s issues and concerns

Discusses problems immediately, before they are
forgotten or out of control

Encourages others to voice their concerns and

co ive criticism |
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Communication Skills - Oral

Definition

Demonstrates the ability to convey thoughts and express
ideas effectively using speech in individual or group

situations; attends to and fully comprehends what
others are saying.

Behavioural Indicators

* |s clear and articulate when speaking with an individual
or before a group

e Uses examples and paraphrasing in speech, as
necessary, to clarify ideas and concepts
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Uses vocabulary appropriate to the audience

Checks for understanding of the communication
by asking open-ended questions that draw out
the listener’s understanding

Thinks through what is to be communicated and
organizes thoughts and ideas effectively

Demonstrates effective listening by providing
feedback to the speaker in such a way that it is
clear that the message was understood
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Communication Skills — Written
Definition
Demonstrates the ability to express ideas, thought

and concepts clearly in writing, using correct and
appropriate grammar, organization and structure.

Behavioural Indicators

* Organizes written work in a manner that is clear
and easy to follow

* Produces written material that is understandable,
as evidenced by the reactions of the recipients
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e Keeps written material concise and relevant.

e Uses proper grammar, spelling and
punctuation and paragraph structure

e Writes in a manner that commands attention
and achieves desired results
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Continuous Improvement Orientation

Definition

Looks for incremental improvements in work processes
and results

Behavioural Indicators

e Pays attention to processes or steps leading to the
accomplishment of results, looking for ways to improve
quality, efficiency and/or effectiveness

* Looks for ways to eliminate redundancy or in
processes, for example repetition of steps in a process
that provide no value-add
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Looks for ways to streamline work processes, for example
eliminating steps that do not add value or rearranging the
steps in a process to facilitate workflow

Looks for ways to reduce rework; rework being anything
that requires additional effort and attention to “fix” before
the process can be successfully completed

Looks beyond symptoms to uncover root causes of
problems

Looks for ways to reduce duplication of effort in and
between departments

Questions “the way things have always been done around
here” to ensure that processes and results continue to be

rel d add value |
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Creativity
Definition
Generates novel and valuable ideas, using these ideas to

development new or improved processes, methods,
systems, or services or products.

Behavioural Indicators

* Tries new methods for completing required tasks,
eventually finding a “better way”

* Challenges conventional practices in a constructive
manner

.O t ( assoculion..: 5 &
B 2 & X7 rooniares §

Co-funded by o i%‘

the European Union



B ¥

Co-funded by
the European Union

* Devises new ways to approach existing issues
to add value through efficiency, effectiveness

or customer satisfaction

* Displays a high level of curiosity and translates
it into new approaches to problem
identification and solution

e Turns “lemons” into “lemonade”
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Initiative

Definition

Evaluates, selects and acts on various methods and
strategies for solving problems and meeting

objectives before being asked or required to do
SO

Behavioural Indicators
* Recognizes and acts on opportunities

* Digs beneath the obvious to get at the facts, even
when not asked to do so
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* Creates opportunities or minimizes potential
problems by anticipating and preparing for
these in advance

* Anticipates needs in different situations and
takes appropriate action

* Requires minimum supervision and is self-
directed within the scope of his/her
accountabilities

o‘ . assoclation _» 2 %
- I — b youth ‘\‘/ greenwayss: @
Co-f i b i A3

CHNRY

the European Union



e,
Co-funded by
the European Union

Judgment
Definition
Demonstrates the ability to make decisional

authoritatively and wisely, after adequately considering
various available courses of action.

Behavioural Indicators

* Weights a considers alternative available actions before
selecting a method for accomplishing a task or project

e Refrains from “jumping to conclusions’ based on no or
minimal fact-based or data-based information; takes
time to collect facts before decision-makin
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Balances needs and desires with available
resources and constraints

Recognizes when to escalate appropriate or
specific situations to the next higher level of
expertise

Considers the impact of an action or decision on
customers and the institution

Listens to both sides of any story before making a
commitment or taking action
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Leadership

Definition

Develops and uses effective strategies, change
management and interpersonal skills to influence

others toward the accomplishment of identified
objectives

Behavioural Indicators

» Solicits input of others who are affected by plans,
actions or proposed changes

* Develops and uses subtle, positive approaches or
strategies to influence others
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Serves as a role model to others, demonstrating
commitment and a vision of challenging goals and
objectives

Is approachable and establishes rapport with
employees

Establishes measurable and achievable results
expectations

Holds self and others accountable for achieving
established performance expectations

Communicates a vision to pull others through a
changing environment effectively
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Planning/Organizing

Definition

Establishes a systematic course of action for oneself or
others to ensure accomplishment of a specific

objective. Determines priorities and allocates time and
resources effectively.

Behavioural Indicators

e Sets priorities with an appropriate sense of what is
most important

* Realistically anticipates obstacles when planning
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Tracks progress and completion of activities to accomplish
stated objectives

Manages time effectively to accomplish what needs to get
done

Works effectively under short deadlines

Modifies planned actions when necessary to achieve
desired results

Plans with an appropriate and realistic sense of the time
demand involved

Converts or translates objectives into workable activities

Develops systems to organize workflow to ensure quality,
precision and timeliness of outputs
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Teamwork
Definition
Willingly cooperates and works collaboratively toward

solutions that generally benefit all involved parties and
accomplish group objectives

Behavioural Indicators

* Asks for the input of group members and encourages the
participation of all

* QGives credit and recognition to those who have contributed

 Demonstrates interest in helping others solve problems and
accomplish work objectives

. FoIIows up on inquiries and requests from peers and co-
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Participates actively in accomplishing group goals, doing his
or her share willingly

Shares information and own expertise with others to
enable them to accomplish group goals

Works to develop consensus in pursuit of group goals

Acknowledges and works through conflict in a productive
way; shares concerns and differing opinionsin a
constructive, positive way

Respects and is tolerant of differing opinions and those
who hold them

Obtains cooperation of others for whom one has no direct
supervisory responsibility
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Valuing Dlver5|ty

Definition

Creates an atmosphere of valuing and accepting others
Behavioural Indicators

e Gets insight from others about issues and
opportunities before making decisions

* Directly confronts any prejudicial or disrespectful
behaviour or comments

* Helps to identify and works to change organizational
policies that may be contrary to statement on diversity

* Pursues inclusion of those with different backgrounds

In -day interactions
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Examines one’s own thought and language for
assumptions and stereotypical responses

Establishes relationships with people who are
different form oneself

Seeks to understand the individual person rather
than seeing the person as a representative of a
group

Values the involvement of employees who have
abroad base of experience and backgrounds as an

asset
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Networks in the local and professional communities to
attract diverse people who share common values

Gives feedback openly and respectfully to others
whose different behaviours and values affect their
credibility and effectiveness, identifying alternatives to
help people use their differences effectively and not
alienate others

Accommodates different personal styles that are
effective in accomplishing desired outcomes

Demonstrates support of organizational policies and
practices that enhance diversity
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Exercise
Defining personal competencies
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What is work ethic?

* Work ethic is an attitude of determination and
dedication toward one’s job. Those with a
strong work ethic place a high value on their
professional success. They exhibit moral
principles that make them outstanding
employees in any position.
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Work ethic characteristics

* Employees with a strong work ethic exhibit a
particular set of values and behaviours. These
characteristics make them stand out as highly
coveted team members and praise-worthy
employees.
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Reliability

Employees with a strong work ethic are very reliable. You can
expect these individuals to be on time for shifts and meetings.
They meet their deadlines and offer quality work. A reliable
co-worker makes an excellent teammate because they
contribute fairly to projects.

Dedication

Part of a good work ethic is commitment and dedication to
the job. They know how to focus on tasks without being
distracted. These employees usually work until they finish
their duties. They stay with one company for long periods.
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Discipline

* Discipline is an essential part of showing a good work
ethic. Highly disciplined employees show
determination and commitment to the job. They strive
to meet or exceed expectations and seek opportunities
to learn new skills and improve their performance.

Productivity

* A strong work ethic translates to outstanding
productivity. Productive employees often have a higher
output than their counterparts. They complete projects
early and do more than the minimum requirements.
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Cooperation

* A good work ethic is something that employees
often spread to those around them by
cooperating willingly on projects. They show
good teamwork and readily assist others when
needed.

Integrity

* Professional integrity means holding oneself to
high moral principles. Those with a strong work
ethic also have outstanding integrity. They’re

honest, polite and fair to others. |
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Responsibility

 Demonstrating a strong work ethic requires a keen
sense of responsibility. Those who are ethical and
responsible hold themselves accountable for their
actions. They will accept the blame for errors they’ve
contributed to and proactively work to fix these issues.

Professionalism

 Employees with a good work ethic almost always
maintain their professionalism. They exhibit a
professional attitude clear in the way they dress, speak
and carry themselves. They’re respectful, focused,
organized and neat.
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Work ethic skills for your cover letter

* Your cover letter gives you some flexibility to
discuss your work ethic in more detail. Mention
skills associated with a strong work ethic, such as
your dependability and discipline. Mention that
you’re seeking a job that will challenge you and
provide room for growth. This lets your
prospective employer know that you want to
work hard to do an outstanding job.
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Work ethic skills for the job interview

 The interview is the best place to show your
work ethic. You can exhibit the essential
values associated with a good work ethic
throughout the interview process by:

* Arriving promptly before the interview
* Dressing professionally
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Giving a firm handshake and making eye contact
Speaking respectfully to your interviewer

Responding honestly to difficult questions, such
as why you’re leaving your current job

Providing examples of your integrity, such as an
instance where you made a mistake but admitted
to it and took steps to remedy the error

Mentioning your willingness to work long hours
to get the job done
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How to present your
competencies to others
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* When applying of employment you must
present a CV (Curriculum Vitae) and Cover
Letter or Motivation Letter

* This term is accepted by all employers but in

general, in the past it was called a personal
biography.

 Many forms of CVs exist (examples)
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There are two main types of CV

e Skills-focused CV — useful for career changers,

school leavers or people with gaps in work
history.

* Work-focused CV — useful for showcasing work
experience and for people progressing to the
next stage in their career.
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Make your CV easy to read

* Recruiters take 15-20 seconds to scan your CV
the first time. If you make a good impression,
they'll read your CV more closely.
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To make your CV look good:
— use a black, easy-to-read font in one size
— use short sentences and break up blocks of text
— use bullet points to list information
— keep the tone formal
— avoid abbreviations, slang or jargon
— avoid photos or images
— have strong headings
— keep your CV to two pages.
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e Save your CV as both a Word document and a
PDF. An employer may need either one of
these file formats.

* Label your CV files with your name, the
application date, and the job you're applying
for.
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What to put in your CV

A CV must include:
e Name and contact details

e Technical and Personal skills
 Qualifications and education
* Work, and community and volunteer experience

» References/referees (you can include referees or
note that referees are available on request).
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A CV could also include:

* an objective and personal statement
* achievements

* Interests

e job-specific information (for example, a
teacher would put their teaching philosophy
in their CV).
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What not to put in your CV

Don't put:

a photo

coloured or fancy fonts or design

your date of birth or age (optional)

your marital status, religion or bank account details
too much text and bad spelling

a funny or rude email address

interests that are not relevant to the job

lies about your experience and skills
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Name and contact details
Include:

* first and surename (this should be in large and bold
text)

* Postal address, including area code

* Phone number

 E-mail address

Optional:

e Job hunting profile link, such as LinkedIn

* Your professional website or Youtube channel link.
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Make sure that:

* Your email address is work-appropriate, for
example, name.surname@email.com

* Your phone voicemail message only gives your
name and a request to leave a message.
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Objective and personal statement

 An objective gives brief details about the type of work and
role you would like and the industry you want to work in.

e A personal statement gives the employer an idea of who
you are in three or four sentences.

You can include:

* what you're currently doing for employment or education
 what attracted you to the job you're applying for

e your reason you're applying for this job

e your career goals.

Both an objective and a personal statement are optional and
sit under your contact details.
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Skills

* The skills you put in your CV should be the same
skills listed in the job advertisement.

Technical skills
* |Include a technical skill section in your CV to list
skills such as:
— driver's licences
— languages
— computer programmes.
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Examples of writing about personal skills in your CV

In a skills-focused CV, list the skills from the job
advertisement with examples of how you've used
those skills. This should be at the top of your CV.

e Strong communication skills
* member of XXX School debating team

e chaired the XXX Support committee for two
years.
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In a work-focused CV, describe your skills in
your work history.

e 2015-2017 Customer Services Representative,
in XXX

 Demonstrated strong communication skills
when advising customers on car insurance.

)
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Work history and work experience
List your most recent jobs or work and volunteer experience

first. Your work history needs to include:
the name of the employer

the job title/role

where the job was located

start date and end date.

Beneath this, list the tasks you performed. Also list any

achievements.
If you change jobs in the same organisation, include both

job titles/roles.

You don't need to list all your work hlstory @p your CV
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* Use action verbs to describe your work history

and skills.
* These are words like demonstrated, managed,

lead, developed, organised.
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Gaps in your work history?

If you have gaps where you haven't been in paid
work:

— use a skills-focused CV

— showcase skills you've learned on your break such
as planning, budgeting, caring for family members

— include work experience and volunteer work in
your work history

— explain the reason for big gaps in your_cover letter.
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Qualifications

List your qualifications or education in the qualifications
section of your CV. You can include:

e Levels or other school qualifications

* School, university attended

e Certificates, diplomas or degrees

* Micro-credentials and short work-related courses
 Work-based training

* Professional development courses, conferences and
workshops

e Online courses.
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Format of qualifications section
List the newest or most relevant qualification first.
Include:

* name of the course or qualification you
completed

* name of the course provider
 where you studied

e start and finish date of your training or study, or
the year you graduated.
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Achievements

Include an achievements section in your CV if you have
important achievements that aren't covered in the
skills or work history sections.

You can include such things as:

* awards and commendations

* successfully completed projects

* important contributions to the community.

For each example, note what the achievement was, and
when and where you achieved it.
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Interests (optional)
If you do, make sure you:

* include interests that show skills that
employers are looking for such as leadership

skills

Avoid common interests such as watching TV or
going out with friends.
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Referees

Referees talk to employers about your skills, work history and
personality.

* You need at least two referees. One referee should be your current
manager, team leader or work experience supervisor.

Other referees could be a:
 former employer

e sports coach

* teacher or principal

* respected community leader.
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Referee contact details should include their:
* first and surname

* job title

e organisation they work for
e phone number

* email address
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Exercise
Writing your CV
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 Ateam is a specific group of people

 ATEAM IS A SMALL NUMBER OF PEOPLE
WITH COMPLEMENTARY SKILLS WHO ARE
COMMITTED TO A COMMON PURPOSE,

WORK OBJECTIVES AND APPROACH THEY
THINK IS ACHIEVABLE.

* |In ateam, people are interdependent in the
process of achieving the goal
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Why teamwork?
* Because it solves the problem in the right way

* Because it shortens the total time of problem
solving

* Because it creates a synergistic effect
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Teamwork is one of the most successful
methods for:

* Reducing biocracy

* Troubleshooting,

* Increasing motivation and productivity,
* Improving quality
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Not every group of people working together
needs to be a team

Employees in organizations form a working group

A work group consists of 3 - 20 people gathered
around a common business task

The difference between a work group and a team
is also reflected in the difference between a
traditional and a team approach to work.
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Traditional Approach
Manager gives guidelines
Technology and task orientation
Rules and discipline

Secrecy

Decision making from above

Static structure

Individual achievement
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Team Approach

* Personal initiative

* People orientation

* Trust and cooperation

* Information flow

* Decisions are made by working people
* Variable structure

* Group achievement
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Project team - focused on the implementation of
a specific task/project

Self-managed team - the team is also part of the
organizational structure

Parallel team - loose team with mutual
knowledge of team members

Virtual teams - some of the members are
physically dislocated and communicate with
others virtually
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Creators - Creators of ideas

Leaders - Coordinator, one who manages
Implementers - Practitioner / Operative
Contractor of final works - final works
Assessor - evaluator

Corrector/Repairer - makes the necessary
corrections and gives the final form
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e "Six Thinking Hats" is a technique that helps
you look at important decisions from different

points of view.

* |t helps to stimulate creativity, avoid group
thinking in teamwork, but it can also lead you
personally to think outside the usual
framework.
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De Bono talks about the benefits of having different thinking
styles in a team, using the method of multi-colored hats.
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White Hat - Deals with facts and figures, is neutral and
objective. Has a disciplined mind, developed sense of
directness, does not offer interpretations.

Red Hat - It is a hat for emotions. This thought approach
covers everything from simple emotions (fear, dislike) to
more complex ones (judgment, intuition, aesthetic
feelings).

- It is a hat that covers the positive and
constructive, interested in making things happen. He sees
advantage and value in situations and people It symbolizes

opti possibilities.
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Green hat - Symbolizes development, creative thinking
and the value of a creating ideas. Creates new concepts
by breaking traditional thought patterns. The wearer of
this hat is useful in searching for alternatives.

Blue Hat - Defines problems and shapes questions.
Responsible for conclusions, insight into the whole
picture, takes care of compliance with the rules.

Black Hat - Identifies mistakes, recognizes things that
carry danger. People do not look for evidence that
contradicts their opinions, but this member s
necessary in the team.
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* Hats can be changed, discarded, exchanged,
taking care that everyone wears the appropriate
hat at a certain stage of the project (work).

* "|f you want to be a real leader, you have to adapt
your style and think about good cooperation with
your team members, taking into account their
abilities, and not always expecting them to adapt

to you!?"
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Team management entails:

* Harmonization

* Coordination

* Deciding

* Creating and maintaining trust

* Ensuring the necessary resources
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An effective leader should:

* Demonstrate integrity

* Be clear and consistent

* Create positive energy

* Manage agreements and misunderstandings
* Encourage and train

e Share information with team members
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The team leader has a role similar to a coach in a sports club

Main role is to build trust, to clearly clarify what the team
needs to achieve and what is expected of each team member

Balanced direction of action in three different areas: Results,
Processes and Relationships

Exhibits a very high level of emotional intelligence, especially
the competence of emotional intelligence from "social skills*
domain.

High communication skills, ability to resolve conflicts and the
ability to conduct all kinds of negotiations.
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Problems of Team Work
Team goals/objectives

* |nappropriate, set too high or too low

e Team members are not sufficiently
informed

Cf ddby
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* Team members accept information
formally, without understanding,

forgefully or stick to their priori ies
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Motivation

e Team leader classifies all team members in the
same motivational group

 The material/financial reward model is not
encouraging

 Team members do not feel safe and free (loss of
job, salary, etc.)

* Group motivation is not developed
* Disregarding people's personalities
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e Lack of cooperation and complementarity among
members

* Professional roles do not have equal starting status

e Everyone closes into their own separate space ("l did
my job, and others are not my problem".)

Balance of specific team roles

* The team leader failed to reconcile the excessive
differences among members

 The desired structure of specific team roles is not
defined and the team does not have necessary people
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Team creativity and innovation
 The team "plays it safe"

* Thereis no shared creativity
* No new knowledge

* No innovations are introduced in the current way of
working

Participation of members in important tasks

* Thereis too little or too much involvement of team
members in managing the work
 Tea bers participate too little in degigion-making
Y —al 8 e ‘\‘/ greenways: Kal %
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Initial characteristics of the team
* The team is too small or too big
* Professional knowledge is not fit for purpose
e Real or formal authorities hinder joint action

)
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Leading people in a team

Members do not receive feedback on their work

The leadership style is not suitable for the composition,
tasks and specific situation

Inappropriate attitude towards group norms

The leader does not sufficiently know his associates
and their knowledge, skills and qualities

A formalized relationship between the leader and team
members
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Communication in the team
* People refrain from saying what they really think

* The team listens poorly and is interested in the
opinions of others

* Individuals rise above teams, and monologue
prevails in communication

* There is no open conflict of opinion
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Effective Team Work

People listen to each other
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Most decisions are made by consensus

Teamwork requires maximum use of
members' resources

Teamwork is encouraged with flexibility and
sensitivity to the needs of others and
creativity are encouraged
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Teamwork relies on the team's ability to examine
its tasks and maintain functions as well as to
constantly learn

Teamwork is enhanced by a favourable
organizational atmosphere

Teamwork depends on trust and open
communication

Teamwork depends on each individual's strong
sense of belonging to the group
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Team Characteristics

Purpose
Empowerment
Relationship
Flexibility

Optimal Performance
Recognition

Morale
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Exercise

Based on your CV and defined skills —
define your roles in a team
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Job Interviews
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An invitation to an interview means that you
have successfully presented yourself to the
employer through the documents you have
already sent (CV and motivational letter).
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Different types of job interviews
e Panelinterview
e Traditional interviews

* Situational - behavioural interview
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* Review everything you wrote in your job
application.

 Read the brochure and job description again.

* Some interviewers may ask you a problem
that you should solve.
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* The interview is actually a situation in which
you are given the opportunity to "sell"
yourself in the best way.

* As the interview draws to a close, you will be
given the opportunity to ask some questions.

* Intelligent listening is very important.
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Regardless of the fact that you have already provided
most of the evidence of your own competences in your

application, the employer will want to hear from you in
person.

The most frequently asked questions are:

* Why did you apply for this job?

 What are your weaknesses / bad qualities?
* How will you fit into our team?

Do you work well under pressure?

* How do you see yourself in five years?
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Going to a job interview is a very stressful situation. To avoid potential
inconveniences and errors, pay attention to the following:

Do your homework (inform about the company, products, etc.)
* Appearance is important

 Don't forget where you started

* Show confidence

 "Sell yourself" as best you can

* Silence is golden - don’t talk just for the sake of talking

* A two-way process

* Feedback
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Always be positive. Build a positive, optimistic attitude.

* Do not stress your negative sides

* While speaking, maintain eye contact with the
interviewer, this will help you communicate.

 Make it clear that you know who you are and what you
want.

* Be prepared to recognize simple questions that require
short and clear answers.

 Don't pretend to know something you don't;

e Speak clearly and not too quickly, do not gesticulate
excessively

* Avoj ificiality in behaviour and speech@ »
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You might be given a test to take.

* The tests allow the individuals performing the
selection to predict the most likely behaviour
of the candidate in the potential job.

* Tests reduce the subjectivity of the assessor to
the smallest possible extent.

* Tests enable comparison between different
candidates.
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* Your test data can only be seen by the manager
and the HR department.

* All candidates whose biographies are satisfactory
will take tests, if the selection process provides
for it.

e Tests are most often given in situations where
there are many candidates, when it is precisely
determined which abilities or skills are required
for the successful work performance, or when it
is determined by company rules.
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Go prepared

Listen carefully to instructions

Clarify ambiguities

Read the questions carefully

Pay attention to where and how answers are entered

Don't waste time on difficult questions, if you don't
know them, other candidates probably don't either

If you get tired, feel free to relax for a few minutes, to
regain your concentration, even if someone is watching
you while you work, work as if no one is there.
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Exercise
You are invited to a job interview
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Summary and comments on the
interviews
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Thank you for your attention
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