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TRANSVERSAL PROJECT FOR MIGRANTS

INTRODUCTION

The Transversal Project for Migrants (No. 2018-1-FR01-KA202-048007) is funded by the European
Commission, under Erasmus+ Programme, Strategic Partnerships for vocational education and
training. It has duration of two years, from September 2018 until August 2020, and a consortium of
seven organisations:
 ITG Conseil, France
 IASIS, Greece
 Center for Social Innovation, Cyprus
 Mindshift Talent Advisory, Portugal
 Business Foundation for Education, Bulgaria
 Solidaridad Sin Fronteras, Spain
 Bahcesehir Universitesi Foundation, Turkey

Migrants' Toolbox is the third intellectual output (IO3) of the project and includes set of tips,
recommendations, practical guides, specific fact sheets. This intellectual output aim to directly help
migrants to think, to act, to assert their rights, and to be helped if necessary, to undertake remedial
actions in response to situations inequality suffered or hidden (identification of the brakes and
concrete and credible solutions), and to identify and develop their transversal skills, capitalizing on
their experiences and also on cases and examples of concrete success.
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TERMS OF REFERENCE

EQF

The European Qualification Framework is a translation tool that helps understand and
compare qualifications awarded in different countries and by different education and
training systems, structured in eight levels

EQF level 5

EQF level 5 qualifications are designed to up-skill individuals already in employment and
provide them with advanced technical, transversal and/or management skills

Hints

An exhortation to put the learning into practice

Knowledge
(level 5)

It is specialised, factual and theoretical knowledge within a field of work or study and an
awareness of the boundaries of that knowledge

Learning
outcomes

Learning outcomes are statements that describe significant and essential learning to be
achieved and can reliably demonstrate at the end of the training. In the EQF learnings
outcome are described in terms of knowledge, skills, responsibility and autonomy

Responsibility
and autonomy
(level 5)
Skills
(level 5)

Means to exercise management and supervision in contexts of work or study activities
where there is unpredictable change review and develop performance of self and
others
Represents a comprehensive range of cognitive and practical skills required to develop
creative solutions to abstract problems

’
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Unit a) PROBLEM SOLVING
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Transversal Skills for Migrants
Unit Title: Problem Solving
Subunit Title: Analytical Thinking
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1. Understand how
analytical thinking can
S1. Identify and deconstruct a problem using
help to understand a
analytical methods.
problem and find the
ways for its resolution.
S2. Define a pathway for solving a problem.
K2.

R1. Prepare autonomously
problem solving exercises
and activities.
R2. Share the knowledge
and skills acquired with
colleagues and/or trainees.

EOF LEVEL
5

Name of the
activity:
Type of the
activity:

SOLVE THE PROBLEM – AN ACTION PLAN
Group Workshop – Case Study
Social Enterprise Skills for Business Advisers (SESBA) Project:
http://sesbaproject.eu/en/

Reference:
Duration:

60 minutes

Number of
participants:
Description of the activity:

From 5 to 15

Step 1: Define the problem: participants choose one particular problem related to a social
issue. Then they should pay attention to the following factors and deconstruct the problem
as follows:
 Focus on how often the problem occurs and how severe it is
 Identify potential causes
 Identify any special circumstances impacting it
 Focus on the timeframe of the problem
 Think about how the participant respond to problems
 Ask some key questions to help define the problem
Step 2: Develop a plan for its solution: Firstly, it is important to do brainstorming for finding
solutions: listen to ideas of the participants, discuss them and build on them. Each
participant is encouraged to identify as many ideas for solutions as he or she can think. All
the ideas are discussed among the group, revised, rejected , expanded, etc. Those proposal
that best solve the problem are selected for closer review.
’

Here, the trainer must encourage and stimulate analytical thinking of trainees to propose
well-shaped problems and solutions.
Secondly, participants are asked to create a short plan to continue. This requires both
analytical and creative thinking for the development and identification of options, firmness
of decision and clarity on how to provide an effective implementation.
Step 3: Implement the plan: participants are asked to write down in a paper or a
paperboard the action plan with the following sections:
 Problem:
 Example and effects of the problem
o …
o …
 Possible solutions to the problem are:
o …
o …
Step 4: Evaluate solutions: participants, with the support of the trainer, will have to evaluate
all possible solutions. To do so, it is important to gather as much information as possible,
keep in mind that the solution can’t cause other unanticipated problems and it has to be
achievable. The process is as follows: 1) Evaluate the problem; 2) Gather information; 3)
Break the problem into parts; 4) Identify solutions; 5) select best solution; 6) Take action; 7)
Examine results; and 8) Test and review.
 Help trainees to consider and compare the 'pros and
cons' of each option: make them aware of the decisions,
consequences, factors, etc.
 The solution(s) must be well explained and structured by
Recommendations (for
trainees.
trainers of learners):
Appendix

’

Transversal Skills for Migrants
Unit Title: Problem Solving
Subunit Title: Analytical Thinking
KNOWLEDGE

SKILLS

At the end of the unit the learners will be able to
K1.
Have
extended
S1. Apply this tool to show trainees how problem
knowledge on the use of
can be solved using structured methods and in
analytical thinking tools
groups.
for solving problems.
K2.
Understand
the
importance of preparing
well-defined tools

RESPONSIBILITIES
R1. Carry out this
activity in any kind of
work-training
environment.
R2. Prepare welldefined tools for
problem solving
adapted to the needs
of learners.

EOF
LEVEL
5

Name of the
activity:

PROBLEM SOLVING CHECKLIST

Type of the
activity:

Self-administered survey/checklist

Reference:

The Happy Manager: https://the-happy-manager.com/articles/problemsolving-activity/

Duration:

45 minutes

Number of
participants:
From 1 to 10
Description of the activity:
This question checklist is a simple but effective problem solving activity. It’s straightforward
to use and easy to adapt to any specific circumstance.
Using a set of structured questions encourages both broad and deep analysis of your
situation or problem.
This tool uses a question hierarchy: “what” broadly states the situation or problem and
“why” is arguably the most powerful question you can ask. Asking “why” forces you to
consider the significance of the problem and thus the nature of your response. Next you
should use “how”, “where”, “who” and “when”. These questions are designed to both
deepen and broaden analysis.
When combined into a question checklist, they become both a tool for analysing and solving
problems, and the basis for an action plan.
’

The following checklist can be shown directly in a slide or drawn on a whiteboard or
flipchart:
• What is the problem?
• What are the facts?
• What would happen if no decision was mode o
• What do I need in order to find a solution

WHAT
WHY

• Why did the problem arise?
• Why do I want to achieve a solution?
• Why do I need to find a solution or way forwar

HOW

• How will the situation be different?
• How relevant is the information I am gathering
• How can I find out more?
• How can I involve relevant people

WHERE

• Where did the issue arise?
• Where does it impact?
• Is the "where" important for the problem/solu

WHO

• Who is affected by the problem?
• Who cares about this situation?
• Who is involved/Who should be involved?
• Who needs to be informed?

WHEN

• When did the issue arise?
• When do we need to act?
• By when must it be resolved the problem?

Subsequently, decide what you intend to do next, subject to what is discovered in the
analysis and feedback. End with actions to be completed, either in summary, or in
preparation for any subsequent meeting. Ensure these are SMART – specific, measurable,
attainable, relevant, time-bounded.




Recommendations (for trainers
of learners:
Appendix

’

Schedule one or more sessions with participants,
to generate ideas about the problem or situation.
Starting with the “what” questions, discuss all the
responses and agree a common understanding of
the situation or problem.
Flip chart the feedback.
Repeat the activity for each of the primary
questions. This may be easier in small groups or
teams, for more complex situation.

Transversal Skills for Migrants
Unit Title: Problem Solving
Subunit Title: Creative thinking
KNOWLEDGE
K1. Learn the steps to
define a problem

K2. Learn what a
creative problem
solving is

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
S1. Practice the steps of creative problem R1. Apply creative - problem
solving process
solving steps

S2. work collaboratively and listen to
other's ideas

R2. Share the knowledge and
skills acquired with colleagues
and/or trainess

S3. Express and explain ideas

EOF LEVEL
5

Name of the activity: Creative steps of problem solving
Type of the activity:
Practical activity+
https://www.humorthatworks.com/how-to/20-problem-solvingReference:
activities-to-improve-creativity/

Duration:

50 - 60 minutes

Number of
participants:
Description of the
activity:

Not specific
Based on the five problem solving steps (Define the problem,
Brainstorm Ideas, Decide on a Solution, Implement the Solution and
Evaluate solutions), trainers will do games and dynamic activities for
each phase of the problem solving. For the sake of demonstration,
they will use the same example for each exercise. Trainer/s will
encourage participants to suggest a problem they have to deal with
or s/he can suggest one instead. For example: Bad relationship
among two workmates or desire to change job.
Step 1
Newspaper Headline – Try writing your problem as if it were a
headline in a newspaper. You can write it as if the problem still
exists, or as if the problem was solved. Try Tabloid headlines for

’

even more creative ideas.
Step 2
Dumbest Idea First – Hold a contest to get the dumbest idea out
first. Trainer should encourage everyone to think of the absolute
dumbest possible solutions to the problem. After you have a long
list, go back through and see which ones maybe aren't so dumb and
maybe can helpd to solve the problem.
Step 3
Idea Trial – When you can’t get agreement on which solution to
choose, have the proponents of each idea represent them in
“court.” Go through opening arguments, call witnesses and allow
closing statements. Have the project board choose the winner.
Step 4
End in Mind – To create your plan, start with the end in mind and
work backwards. Establish key points and dates in reverse order,
starting with the end (evaluation of the project) and ending with
today.
Step 5
Word on the Street – Conduct “word-on-the-street” type interviews
with members of your team, asking them how they felt about all the
process of creative problem solving.
Conclusion - circle time: trainer will ask participants: Do you agree
with the final result of the team work? Do you consider that your
solution is creative? Have you learnt the steps of creative problem
solving? Do you think you will be able to apply the steps in your
daily life?
Number of
participants:
Description of the
activity:
Recommendations
(for trainers of
learners:
Appendix

’

Based on the five problem solving steps (Define the problem,
Brainstorm Ideas, Decide on a Solution, Implement the Solution and
Evaluate solutions), trainers will do games and dynamic activities for
each phase of the problem solving. For the sake of demonstration,
they will use the same example for each exercise. Trainer/s will
encourage participants to suggest a problem they have to deal with
or s/he can suggest one instead. For example: Bad relationship

among two workmates or desire to change job.
Step 1
Newspaper Headline – Try writing your problem as if it were a
headline in a newspaper. You can write it as if the problem still
exists, or as if the problem was solved. Try Tabloid headlines for
even more creative ideas.
Step 2
Dumbest Idea First – Hold a contest to get the dumbest idea out
first. Trainer should encourage everyone to think of the absolute
dumbest possible solutions to the problem. After you have a long
list, go back through and see which ones maybe aren't so dumb and
maybe can helpd to solve the problem.
Step 3
Idea Trial – When you can’t get agreement on which solution to
choose, have the proponents of each idea represent them in
“court.” Go through opening arguments, call witnesses and allow
closing statements. Have the project board choose the winner.
Step 4
End in Mind – To create your plan, start with the end in mind and
work backwards. Establish key points and dates in reverse order,
starting with the end (evaluation of the project) and ending with
today.
Step 5
Word on the Street – Conduct “word-on-the-street” type interviews
with members of your team, asking them how they felt about all the
process of creative problem solving.
Conclusion - circle time: trainer will ask participants: Do you agree
with the final result of the team work? Do you consider that your
solution is creative? Have you learnt the steps of creative problem
solving? Do you think you will be able to apply the steps in your
daily life?

’

Transversal Skills for Migrants
Unit Title: Problem Solving
Subunit Title: Analytical thinking
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
S1. Analyse
R1. Consider causes,
K1. Establish priorities
information.
consequences and solutions
of a problem
K2. Reflect on alternatives
S2. Compare
alternatives
K3. Select alternatives
S3. Design an R2. Make decisions
action plan
individually and in groups.
S4. Discuss
about
solutions of a
problem

EOF LEVEL
5

Name of the activity:
Type of the activity:
Reference:
Duration:

Number of participants:

Escape from Earth
Scenario. Performance technique
www.chakarov.com

20 minutes

3 -5 participants

Description of the activity: The aim of the activity is to examine the issues involved in
analytical thinking and to illustrate the importance of having a framework within which
problems may be examined and solved.
It is the 23rd Century and you are being pursued by a squad of Androids from the
Federation Against Expressionism, Individuality and Non-Conformism for your active
participation in gratuitous hedonism. You have therefore decided to leave this planet in
your space-mobile and head for the Octagon Galaxy. It is rumoured that this galaxy

’

contains planets with communities and life-forms that resemble those found on earth in
the late 20th century. You have decided that you will gather together a number of likeminded individuals who are willing to undertake this journey, as well as key resources
that you will need.
However, the questions to be answered are:
 Who do you take with you and why?
 What resources will you need?
 How will you get there?
 How will you survive?

Recommendations (for trainers of learners):
Appendix

’

Encourage participants to explain their
answers and provide with pros and cons of
their choices to provoke discussion.

Transversal Skills for Migrants
Unit Title: Problem Solving
Subunit Title: Creative thinking
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1. Learn how to S1. Identify and deconstruct a problem
R1. Consider causes,
describe a problem using corporal expression
consequences and solutions
creatively
of a problem
K2. Understand which
situations affect
people/social groups
collectively
K3. Define a collective
pathway for solving a
problem

S.2 Express ideas verbally

R2. Empower in reaction to
unfair situations

S3. Work in team
R3. Make decisions

EOF
LEVEL
5

Name of the
activity:
Type of the
activity:
Reference:
Duration:

Image theatre
Forum theatre, scenario. Performance technique
https://dramaresource.com/image-theatre/
70-90 minutes

Number of
participants:
10 - 15 people
Description of the activity: the Image theatre is a performance technique based on a
revealing theme of a situation of oppression or problem that concerns the group (migrants:
for example, difficulty in finding a job), chosen by it in a unanimous manner. Participants will
learn to represent creatively a situation of oppression and propose changes in social reality in
the most effective way possible
1. A participant will relate a difficult experience of oppression (discrimination, difficulty to

’

find a job… etc) and s/he will act as a sculptor of the other participants to represent that
situation of oppression. That is, s/he must use the body of others and model them precisely
to sculpt a set of statues related to each other in a fixed image (even if this presupposes
movement), so that s/he makes visible to all the real image of the situation selected and,
this, without giving any verbal indication that overlaps the visual language.
2. The sculptor directs each of the movements of the statues in order to build a frozen image,
without movement as if it were a sculptural frieze. People who act as statues should not be
chosen for their role in their daily lives, as they do not represent anything other than
themselves. This first individual representation offers a psychological (individual) view of
oppression.
3. When the sculptural group is finished, participants will debate about the representation of
the problem: “Do you agree with the representation of the problem?
At first, each one expresses her/his opinion verbally in relation to this first figure that
represents the situation of oppression. Then, in silence, each participant can partially or
completely modify the statues until the sculptural group is accepted by all, so that it
represents the collective image on the subject treated. This group representation offers a
social vision of oppression and it is a collective work.
4. Analyse the causes of the conflict. The image must show both poles of the conflict in order
that the participants can understand well what the origin is, in order to propose alternative
solutions.
5. The first sculptor then makes another set of statues, which offer his ideal solution to the
problem, which therefore reveals the ideal image. The phase of dynamization will show how
it is possible to move from the collective real image (oppressive) to the ideal image. Each
participant has the possibility to propose his /her transition image, the important thing is to
make the demonstration about the statues without using verbal indications and then analyse
the feasibility of the change.
Recommendations (for
trainers of learners:
Appendix

’

Be sure that it is possible for the trainer to support some
participants regarding emotional issues that may appear
related to the situation of oppression represented.

Transversal Skills for Migrants
Unit Title: Problem Solving
Subunit Title: Creative thinking
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
to S1. Analyse information.
R1. Consider causes, consequences
and solutions of a problem

K1. Learn how
organise priorities
K2. Understand which
situations affect
people/social groups
collectively

S2 Express ideas verbally

K3. Define a pathway for S3. Teamwork
solving a problem

R2. Negotiate and cooperate with
others.

R3. Make decisions individually
and in groups.

EOF
LEVEL
5

Name of the
activity:
Type of the
activity:

Lost at the sea
Scenario. Performance technique
https://www.mindtools.com/pages/article/team-building-problemsolving.htm
25-40 minutes

Reference:
Duration:

Number of
participants:
5 per group (at least 2 groups)
In this activity, participants must pretend that they've been shipwrecked and are stranded in
a life boat. Each team has a box of matches, as well as the following objects:
 A mosquito net
 A can of petrol
 A water container
 A shaving mirror
 A sextant

’












Emergency rations
A sea chart
A floating seat or cushion
A rope
Some chocolate bars
A waterproof sheet
A fishing rod
Shark repellent
A bottle of rum
A VHF radio

Participants must agree which items are most important for their survival and put them in
order. To do so:
1. Each participant will spend 10 minutes on their own to rank the items in order of
importance, using the lost at sea" ranking chart” sheet (every participant will have one,
see below).
2. Each team will have a further 10 minutes to confer and decide on their group rankings.
Once agreed, they should list them in the third column of their sheets.
3. Each group compares their individual rankings with their collective ones, and consider
why any scores differ. Did anyone change their mind about their own rankings during
the team discussions? How much were people influenced by the group conversation?
4. Then, each one read out the "correct" order, collated by the experts at the US Coast
Guard (from most to least important):
 Shaving mirror. (One of your most powerful tools, because you can use it to
signal your location by reflecting the sun.)
 Can of petrol. (Again, potentially vital for signalling as petrol floats on water
and can be lit by your matches.)
 Water container. (Essential for collecting water to restore your lost fluids.)
 Emergency rations. (Valuable for basic food intake.)
 Plastic sheet. (Could be used for shelter, or to collect rainwater.)
 Chocolate bars. (A handy food supply.)
 Fishing rod. (Potentially useful, but there is no guarantee that you're able to
catch fish. Could also feasibly double as a tent pole.)
 Rope. (Handy for tying equipment together, but not necessarily vital for
survival.)
 Floating seat or cushion. (Useful as a life preserver.)
 Shark repellent. (Potentially important when in the water.)
 Bottle of rum. (Could be useful as an antiseptic for treating injuries, but will
only dehydrate you if you drink it.)
 Radio. (Chances are that you're out of range of any signal, anyway.)
 Sea chart. (Worthless without navigational equipment.)
 Mosquito net. (Assuming that you've been shipwrecked in the Atlantic, where
there are no mosquitoes, this is pretty much useless.)
 Sextant. (Impractical without relevant tables or a chronometer.)

’

Item

Step 1

Step 2

Your
Individual
Ranking

Your
Group
Ranking

Step 3
Coast
Guard
Ranking

Step 4

Step 5

Difference
Between
Step 1 & 3

Difference
Between
Step 2 & 3

Your
Score

Team
Score

A mosquito net
A can of petrol
A water container
A shaving mirror
A sextant
Emergency rations
A sea chart
A floating seat or
cushion
A rope
Some chocolate
bars
A waterproof sheet
A fishing rod
Shark repellent
A bottle of rum
A VHF radio
Totals

Recommendations (for
trainers of learners):
Appendix

’

After everyone has finished the exercise, invite your teams
to evaluate the process to draw out their experiences. For
example, ask them what the main differences between
individual, team and official rankings were, and why. This
will provoke discussion about how teams arrive at decisions,
which will make people think about the skills they must use
in future problem solving exercises.

Transversal Skills for Migrants
Unit Title: Problem Solving
Subunit Title: Creative thinking
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1. Reflect on how S1. Use the concept of creative thinking
R1. Promote a self-learning
to solve a problem
approach for solving a problem
K2. Select the best
options to solve the
problem
S2. Identify creative ideas from others.

R2. Deal with current problems that
affect oneself.

S3. Explore other ways of solving a problem

EOF
LEVEL
5

Name of the
activity:
Type of the
activity:

Reference:
Duration:

Resting your mind for problem solving
Self-learning. Self-assessment
https://www.skillsconverged.com/FreeTrainingMaterials/tabid/258/articleType/
ArticleView/articleId/1178/categoryId/116/Boost-Creativity-Using-the-6-StepProblem-Solving-Technique.aspx
60 minutes (in different days)

Number of
participants:
1-5
The idea of resting the brain is about silencing your conscious thought in order to unleash the
power of your unconscious thought for solving a problem in a creative way. Below there is a 6Step Problem Solving Technique described here to strengthen the creative thinking of a person.
It is designed to help our minds work at peak performance.
Participants will think about a social problem: unemployment, bias, prejudices, inclusion
problems, etc.

’

1. Prime Your Mind
Work intensely on the problem. Gather and process as much data as you can, i.e. from books,
articles, videos. Sketching and visualising the problem may help a lot.
2. Release and Expose
Release yourself from thinking effort by doing something completely different, feeding your mind
with a diverse set of ideas not necessarily related to what you were investigating, i.e. visiting a
museum, browsing the web for any other topic, watching a video, etc.
This step should be a light activity. You are not after finding a solution to a specific problem at
this moment. Let your mind wander and create associations on its own.
3. Change Perspective to a Person
Go back to the problem and think about it again and integrate whatever new ideas you have
come up with into your notes. This acts as warm up for this step. Change your perspective to
another person and see how that person would have approached the problem, for example: a
politician, a friend, your father/mother, a role model (dead or alive).
4. Play
Having worked on the problem, take a 15 minutes break. Watch or read something funny, but
don’t fall into procrastination, it is very important to continue working on the problem
afterwards.
5. Change Perspective Across Fields
Think of another field to create an association between two fields. To do this, apply the “is like”
rule; “A is like B”. Think how the problem is solved in the second domain and how you can apply
it to your own domain.
The two domains need to be equivalents so that the is-like statement makes sense and can lead
to new associations.
Examples:
 “Preventing any act of discrimination is like a house holder contracting a house
insurance”.
 “Designing a shoe is like designing a mattress.”
This will help you to compare your problem with other ways of solving another problem.
6. Exercise Your Idea Muscle
Once you have solved your problem, don’t wait until another problem comes up before you
exercise your creativity skills again. Keep generating ideas, about anything, to exercise your
creativity and problem-solving skills.

Recommendations (for
trainers of learners):
Appendix

’

The aim is to stay mentally fit. Like a muscle, creativity gets
better by exercising it. Encourage participants to turn
themselves into an ‘idea machine’ by constantly engaging in
creative thinking.

Transversal Skills for Migrants
Unit Title: Problem Solving
Subunit Title: Analytical thinking
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
S1. Analyse information.
R1. Decide a solutions of a
problem

K1. Select options
K2. Establish priorities

S2 Express ideas verbally

R2. Make decisions
individually and in groups.

S3. Compare choices

EOF
LEVEL
5

Name of the
activity:
Type of the
activity:
Reference:
Duration:

The Trolley Problem
Scenario. Performance technique
https://www.wabisabilearning.com/blog/critical-thinking-exercises-blow-studentsminds

20 minutes

Number of
participants:

3 -5 participants
Description of the activity: It is presented an ethical and moral dilemma that involves
ethical codes. Participants must make their choices. When working in groups,
participants can discuss and explain their choices.
Situation 1: There is a trolley coming down the tracks and ahead, there are five people
tied to the tracks who are unable to move. The trolley will continue coming and will kill
the five people. There is nothing you can do to rescue the five people except that there
is a lever.

’
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If you pull the lever, the train will be directed to another track, which has only one person
tied to it. You have two choices:
a) Do nothing and the five people will die
b) Pull the lever and save the five people, but let one person die.
Analyze the situation.
Which solution would you choose and why?
Consider this similar situation:
Situation 2: There is a trolley coming down the tracks and ahead, there are five people
tied to the tracks who are unable to move. The trolley will continue coming and will kill
the five people. However, in this situation, you are standing on a bridge above the train
tracks and you can see the train coming.
There is a man standing next to you, who is so enormous and heavy that if he places
himself in front of the oncoming train, it will hit and kill him but the train will stop. So
you have two choices
a) Do nothing and the five people will die.
b) Push the big guy down the bridge. He will be killed but will stop the trolley and save
the five people.
Analyze the situation.
Which solution would you choose and why?
Do you see similarities with the dilemma before? Compare the choices.

Recommendations (for
trainers of learners):
Appendix

’

Encourage participants to explain their choices and provoke
discussion.
Invite participants to reflect about their analytical skills.

TRANSVERSAL PROJECT FOR MIGRANTS
Unit b) DECISION-MAKING

’

TRANSVERSAL PROJECT FOR MIGRANTS

Activity 1.
Transversal Skills for Migrants
Unit Title: Decision-making
Subunit Title: Manage decisions

KNOWLEDGE

K1. Learn what a decisionmaking process is.
K2. Understand why decisionmaking is important in
contemporary labour market.
K3. Learn the different steps
of decision-making.
Name of the activity:
Type of the activity:

Reference:
Duration:
Number of participants:
Description of the activity:

SKILLS
At the end of the unit the learners will be able to ...
S1. Learn how to identify the need for a
decision-making.
S2. Practice the steps of decision-making.

RESPONSIBILITIES

R1. Learn how to apply the
decision-making steps.
R2. Learn how to make
decisions effectively.

Decision-making in 7 easy steps
Tips and Recommendations
Concordia University of Saint Paul
(https://online.csp.edu/blog/business/decision-makingprocess)
60 minutes
Not specific
In order to form the basis of training on decision-making,
this activity aims at providing a theoretical background of
the necessity and the usefulness of making effective
decisions.

Recommendations:

This activity can be the first activity of the users’ training
on decision-making.

Appendix:

The 7 steps of decision-making can be found in IO4.
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Activity 2.
Transversal Skills for Migrants
Unit Title: Decision-making
Subunit Title: Manage decisions

KNOWLEDGE

SKILLS
At the end of the unit the learners will be able to ...

RESPONSIBILITIES

K1. Learn that there are
more than one possible ways
to make decisions.

S1. Try to make decisions by using different
styles.

R1. Take other people's
interests into consideration
while making decisions.

K2. Get familiar with
different decision-making
styles.

S2. Discover which decision-making style
suits them best.

R2. Take responsibility of the
decisions they make.

Name of the activity:
Type of the activity:

Reference:

Duration:
Number of participants:
Description of the activity:

Decision-making Styles
Imaginary scenario
Malhotra, S. (2018). 4 styles of decision-making: A
leader's guide. Available at:
https://study.com/academy/lesson/decision-makingstyles-directive-analytical-conceptual-andbehavioral.html
60 minutes
Not specific
The contemporary labour market is as demanding as ever
before, making it very difficult for employers and
employees to take effective and ethical decisions. This
activity aims at making learners recognize the different
possible ways of making decisions. The users should read
the scenario and try to reflect on their personal decisionmaking style, based on the questions given at the end.

Scenario:
The scenario takes place in a super market located in a
European capital city, which is owned by a family of
migrants from an Asian country and sells both local and
imported products. Their business has been affected by
the general financial crisis, which is going on in the whole
country. As a result, their sales have dropped and they
have to work long hours to make enough money to cover
the business’ expenses.
During the past few months, a lot of migrants from African
countries have moved to the neighbourhood, and many of
them have visited the super market. However, it is difficult
for them to communicate with the owners, since they do
not speak the local language, and they are not so
’

competent in English either. Apart from that, they have
been asking for products from their home country, and the
owners promised to explore the possibility of importing
such products. However, they need to invest quite a big
capital in order to make such a move, and the result is
uncertain. In particular, they need to spend much time on
finding suppliers and making a deal to buy products at a
low price and be able to sell them at a competitive price in
order to attract new customers. They also need to spend
quite a lot of money to buy new products, which they
cannot be sure that they will be able to sell.
There has been a suggestion to hire a migrant from Africa,
who also speaks English and the target language, and who
will be able to communicate with new customers, and
maybe suggest new products, based on the customers’
needs. However, this would mean that they would have to
pay one extra salary, and they are not sure that they could
afford that.
Therefore, they are about to hold a meeting to decide
about their options. The thing is that, despite being a
family, they have different personalities and characters, as
well as different ways of thinking and decision-making.
Step 1: The family meeting starts with a description of the
situation. Each family member describes the situation
from a different perspective.
Step 2: Each family member makes suggestions based on
their decision-making styles.
Step 3: There are some conflicts between family members.
Step 4: The family discusses all options and tries to make a
decision.
Step 5: The family manages to make a decision, despite the
fact that every member has their own opinion and
decision-making style.

Roles:
Fictional character 1: The directive decision-maker. This
person works out the pros and cons of a situation based
on what they already know. They are very rational and
have a low tolerance for ambiguity. Their decisions are
rooted in their own knowledge, experience, and rationale,
rather than going to others for more information.
Fictional character 2: The analytic decision-maker. This
person examines much information before taking action.
They will seek information and advice from others to
confirm or deny their own knowledge. They have a high
tolerance for ambiguity and are very adaptable, but they
like to control most aspects of the decision process.
Fictional character 3: The conceptual decision-maker. This
person takes a social approach, including creative thinking
and collaboration, and considers a broad array of

’

perspectives. They are achievement-oriented and like to
think far into the future when making important decisions.
Fictional character 4: The behavioural decision-maker.
This person tries to make sure everyone works well
together. They are group-oriented and try to make sure
that the group is given the options available to them. From
there, the group discusses the pros and cons of each
choice.

Reflective questions:
 Do you identify with any of the decision-making styles?
 Do you have one specific decision-making style, or do
you follow different approaches depending on the
situation?
 What are the challenges of making a decision based on
different people’s decision-making styles?
 What are the benefits of taking different opinions into
consideration?
 How feasible is it to combine different decision-making
styles in order to make an effective and ethical
decision?
 What is the main conclusion of the scenario?
 Which skills have you acquired by learning the different
decision-making styles?
Recommendations:

This activity can be the second activity of training on
decision-making.

Appendix:

The 4 styles of decision-making can be found in IO4.
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TRANSVERSAL PROJECT FOR MIGRANTS

Activity 3.
Transversal Skills for Migrants
Unit Title: Decision-making
Subunit Title: Manage decisions

KNOWLEDGE

K1. Learn that decisionmaking is a complex process,
affected by different factors.
K2. Understand the impact of
personality, values, and
societal expectations on
decision-making.

SKILLS
At the end of the unit the learners will be able to ...

RESPONSIBILITIES

S1. Learn how to identify the factors which
affect decision-making.

R1. Make effective everyday
decisions.

S2. Reflect on their own decisions and learn
how to control the

R2. Be efficient in handling
everyday situations.

Effective and efficient decision-making
Name of the activity:
Type of the activity:
Reference:

Duration:
Number of participants:
Description of the activity:

Case study
O’Neil, E. (2016). Effective and efficient decisionmaking. CA Today. Available at:
https://www.icas.com/ca-today-news/5-decisionmaking-methods.
60 minutes
Not specific
Due to the general financial crisis which is going on in
most countries, numerous individuals and families are
moving abroad to find better working and living
conditions. The current activity aims at helping learners
understand the motives behind migration and the
factors which contribute to a person’s decision to leave
their country. Reflective questions are included.
Scenario:
The scenario takes place in a European country, which
has one of the lowest rates of employment and
development. A family with 4 members is discussing the
possibility of moving abroad for work. The father and
the mother are around 45, highly educated and very
experienced. The father has recently experienced a
salary cut and the mother was fired one year ago, and
did not manage to find another job. The daughter is 16,
she is a very good student and she wishes to study at
University. The grandmother is almost 70, she has a lot
of health issues, and she has experienced a pension cut.
Step 1: The family discusses the current situation in the
country.
Step 2: Each family member expresses their thoughts
about moving abroad.

’

Step 3: Each member approaches the situation from a
different perspective.
Step 4: The family discusses all options and tries to
make a decision.
Step 5: The family manages to make a decision, despite
the fact that every member has their own opinion and
decision management process.

Roles:
Fictional character 1. Listening to others: The father is
asking for the input and opinions of the others before
making a decision, following a collective reasoning and
democratic approach. In particular, he knows that
moving abroad would be easier for his wife, who is
desperate for finding a job, than for his mother, who is
old and doesn’t like changes. Nevertheless, with an
approach like this he should manage the risk of
becoming dependent on others to make decisions for
him, since he is the only one who has a job and a salary,
despite the cut.
Fictional character 2. Doing research: The mother
follows a data-driven approach, which means finding
out as much information as possible. She has been
looking for a job both in her country and abroad for
many months now, and she is trying to consider all the
factors involved, which in turn will make it a lot easier
to predict the outcome of a choice. She is aware of the
fact that she could get a job with a higher salary abroad,
but at the same time she is worried that the living cost
would be much higher than in her country.
Fictional character 3. Trusting one’s instincts: The
daughter thinks that time is precious and that she
should make a decision for her future ‘here and now’,
following a 'gut reaction' approach. She has been
watching her parents, relatives and friends complaining
for the general financial situation –even crying- for a
long time now, and she knows for sure that she doesn’t
want to study and work in such circumstances.
Fictional character 4. Weighing the options: The
grandmother is old and tired and doesn’t like the idea
of moving in her age. However, she realizes that she
deserves better living conditions and medical care, and
she wants the best for her children and grandchildren.
In this way, she estimates the advantages of every
possible outcome, while she is trying to sort out the
priorities of a decision.

Reflective questions:
 Have you gone through similar situations in their
lives?

’

 Is there one possible way to make a decision under
such circumstances?
 Would such a collective decision be affected by
other factors, e.g. gender?
Recommendations:
Appendix:
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This activity can be the third in the row.
The tips for effective and efficient decision-making can
be found in IO4.

TRANSVERSAL PROJECT FOR MIGRANTS

Activity 4.
Transversal Skills for Migrants
Unit Title: Decision-making
Subunit Title: Manage decisions

KNOWLEDGE

SKILLS
At the end of the unit the learners will be able to ...

K1. Learn from each other’s
experiences.

S1. Identify the positive and negative
outcomes of a decision.

K2. Understand that every
decision may have both
positive
and
negative
outcomes.

S2. Take into consideration the possible
negative consequences of a decision before
making it.

Name of the activity:
Type of the activity:
Reference:
Duration:
Number of participants:
Description of the activity:

Recommendations:
Appendix:
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RESPONSIBILITIES

R1. Take responsibility of the
negative outcomes of their
decisions.
R2. Show empathy to people
who have made wrong
decisions.

Sharing experiences
Story telling
60 minutes
Not specific
After getting familiar with the steps and styles of
decision making, and after acquiring skills for effective
and efficient decision-making, the learners will be
more willing to share their life experiences. Each of
them can tell a short story to their friends about the
decision they have made in their life, which had
positive and/ or negative outcomes. Their friends
should listen carefully and provide feedback. This selfreflection process will be a source of exchanging tips
and recommendations for making decisions
responsibly and efficiently.
This activity can be the closing section of the first
Subunit.
-

Activity 5.
Transversal Skills for Migrants
Unit Title: Decision-making
Subunit Title: Act responsibly
KNOWLEDGE

K1. Learn that gathering
enough information is crucial
before making any decision.
K2. Understand that decisionmaking can be a challenging,
yet rewarding process.
Name of the activity:
Type of the activity:
Reference:
Duration:
Number of participants:
Description of the activity:

SKILLS
At the end of the unit the learners will be able to ...

RESPONSIBILITIES

S2. Identify all possible challenges before
making a decision.

R1. Define a problem before
making a decision.

S2. Face any difficulties that may occur in
decision-making.

R2. Have confidence in
decision-making.

Addressing challenges in decision-making
Compare and contrast
Concordia University of Saint Paul,
https://online.csp.edu/blog/business/decision-makingprocess
60 minutes
Not specific
Decision-making can be quite challenging, since it is an
individual process which can be affected by a lot of factors,
both internal and external. An important external factor is
the available information, which however can be affected
by the individual’s personal search and evaluation of the
input. The activity includes 2 similar cases which the
learners should compare and contrast in order to
understand how important it is to have adequate
information in order to make effective decisions.

Version 1:
An IT company is facing financial problems in its country,
especially since the taxation system has changed.
Therefore, the owner is considering the possibility of
transferring the company abroad.
Reflective questions:
 Is it possible to make an effective decision given all the
above facts?
 Are the information above adequate to make a
decision?
 Do you think that maybe the information is too little to
lead to a decision?
 What decision would you make based on the facts
above?

Version 2:
An IT company is facing financial problems in its country,
especially since the taxation system has changed. The
’

owner was forced to reduce the salaries of many
employees and ask from some others to work overtime,
but this attitude has affected the employees’ performance
and job satisfaction. Many of the employees are
experiencing emotional stress and physical burnout, and
they are spreading negative rumours about the company.
Therefore, the owner is considering the possibility of
transferring the company abroad, in a country with a
better taxation system. One of the main suggestions is to
go to a country where IT is under development and there
are not many IT companies there, so the competition will
be quite low. However, the living cost is higher, so the
owner will be paying higher bills, such as electricity, and
will have to give higher salaries to the employers and/ or
offer them a competitive relocation package. Apart from
that, the existing market in that country might not be ready
for such a big company to operate, so it is a risky decision
to make. Nevertheless, the official language of that country
is the same as in the owner’s country, so this will make
things quite easier when it comes to communication,
recruitment and general function. Some of the employees
even have relatives in that country, so they might be
interested in moving close to them. Despite that fact, the
bureaucracy in the possible relocation country is huge, and
it might take months to move the company there and start
operating. This country is considered a good option
though, because it has a similar culture and lifestyle and
the employees will be able to adapt easily. In spite of the
same culture, it would be difficult for some of the
employees to move, because of family or other obligations.
Reflective questions:
 Is it possible to make an effective decision given all the
above facts?
 Are the information above adequate to make a
decision?
 Do you think that maybe the information is too much
to handle?
 What decision would you make based on the facts
above?
Recommendations:
Appendix:
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This activity can be the first one of the second Subunit.
Possible challenges in decision-making can be found in
IO4.

Activity 6.
Transversal Skills for Migrants
Unit Title: Decision-making
Subunit Title: Act responsibly
KNOWLEDGE

K1. Get familiar with the rules
of ethical decision-making.
K2. Understand that a
decision has short and longterm consequences.
Name of the activity:
Type of the activity:
Reference:

Duration:
Number of participants:
Description of the activity:

SKILLS
At the end of the unit the learners will be able to ...
S1. Investigate whether the decision
involves a choice between a ‘’good’’ and
‘’bad’’ alternative.
S2. Choose the ‘best’ possible solution
among many.

RESPONSIBILITIES

R1. Admit that a decision was
wrong or did not work out the
way it was expected to.
R2. Take full responsibility of
their decisions and the
consequences.

Ethical decision-making
Tips and recommendations
Velasquez, M., Moberg, D., Meyer, M.J., et al. (2009). A
Framework for Ethical Decision Making. Markkula
Center for Applied Ethics at Santa Clara University.
Available at: https://www.scu.edu/ethics/ethicsresources/ethical-decision-making/a-framework-forethical-decision-making/
60 minutes
Not specific.
The learner will study the ethical rules which should be
followed before a decision-making. Afterwards, they will
be asked to think of a decision which they will soon be
called to make, and given relevant tips in the form of
questions:
 Which option will produce the most good and
do the least harm? (The Utilitarian Approach)
 Which option best respects the rights of all
who have a stake? (The Rights Approach)
 Which option treats people equally or
proportionately? (The Justice Approach)
 Which option best serves the community as a
whole, not just some members? (The Common
Good Approach)
 Which option leads me to act as the sort of
person I want to be? (The Virtue Approach)
After thinking about it, they will share their thoughts
and potential decisions in a joint discussion with their
Friends or family.

Recommendations:
Appendix:
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This activity can be the second of this Sub-unit.
A framework for ethical decision-making can be found
in IO4.

Activity 7.
Transversal Skills for Migrants
Unit Title: Decision-making
Subunit Title: Act responsibly
KNOWLEDGE

K1. Learn the PLUS model for
decision-making.
K2.
Understand
the
usefulness of planning a
decision-making carefully.
Name of the activity:
Type of the activity:

Reference:

Duration:
Number of participants:
Description of the activity:

SKILLS
At the end of the unit the learners will be able to ...
S1. Practice their decision-making skills.
S2. Apply the PLUS model in everyday life
situations.

RESPONSIBILITIES

R1. Choose between an easy
decision and an ethical one.
R2. Inspire each other to make
ethical decisions.

The PLUS of decision-making
Work task
Forsey, C. (2018). How to Practice Ethical Decision Making
at Work. Available at:
https://blog.hubspot.com/marketing/ethical-decisionmaking
60 minutes
Not specific
Decision-making is a process which requires personal
responsibility, as well as following some ethical rules. The
activity aims at training the learners on a functional model
of ethical decision-making, following some certain steps
and answering some crucial questions.
Work task:
The learners should imagine that they are Third Country
Nationals (TCNs), who have moved to a European city a
few months ago. They are currently working at a
warehouse. They work long hours and their salary is not
satisfying, given their high cost of living. While looking for
a better job, they had an offer for a job with a higher salary,
but they are not sure whether the job is suitable for them.
They haven’t discussed the possibility for a salary raise
with their supervisor. They have signed a legal contract,
according to which they do not have the right to work
either full or part time at any other company in parallel
with their job in the warehouse. Furthermore, they should
give their company a month’s notice in case they plan to
quit. However, since they are not sure about the new job,
they are thinking to start working there in parallel, during
evenings and weekends, without a contract and without
insurance, in order to make a good decision and pick the
job which best suits them.
The learners should make a hypothetical decision based on
the PLUS Model (Forsey, 2018):
P = Policies and Procedures (Does this decision align with
company policies?)

’

L = Legal (Does this decision violate any laws or
regulations?)
U = Universal (Is this decision in line with core values and
company culture? How does it relate to our organizational
values?)
S = Self (Does it meet my standards of fairness and
honesty?)

Reflective questions:
 How often do you encounter similar situations in your
everyday life?
 Is it easier to guide others on how to make decisions,
rather than making decisions yourself?
 Is the PLAN Model functional? Can it be applied in
everyday situations?

Recommendations:
Appendix:
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This activity can take place individually or in groups of
learners.
The PLUS model for decision-making can be found in IO4.

Activity 8.
Transversal Skills for Migrants
Unit Title: Decision-making
Subunit Title: Act responsibly
KNOWLEDGE

K1. Wrap-up the knowledge
they have acquired from this
Unit.
K2.
Understand
the
complexity and importance
of decision-making.

SKILLS
At the end of the unit the learners will be able to ...
S1. Apply the acquired knowledge in
everyday life.
S2. Set a good example of ethical decisionmaking.

RESPONSIBILITIES

R1. Recognize the contribution
of other people in their
decision-making.
R2. Develop a personal ‘kit’ of
decision-making skills.

Name of the activity:
Type of the activity:
Reference:
Duration:
Number of participants:
Description of the activity:

Self-reflections and closure
Tips and recommendations
60 minutes
Not specific
On completion of the Unit, learners are asked to
reflect on the knowledge, skills and competences they
acquired and inspire each other to design their future
based on ethical, effective and efficient decisions.

Recommendations:
Appendix:

This activity should be the last in the row.
-
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TRANSVERSAL PROJECT FOR MIGRANTS
Unit c) TEAM WORK

’

TRANSVERSAL
TRANSVERSAL PROJECT
PROJECT FOR
FOR MIGRANTS
MIGRANTS

Transversal Skills for Migrants
Unit Title: Team Work
Subunit Title: Networking - Activity 1
KNOWLEDGE

SKILLS

K1. Have knowledge on
methods that can be
used individually or in
groups that aims to
promote self-awareness S1. Apply this method/technique in their personal
and
better or work life with other migrants.
understanding of the self
and how he/she can
think or behave in
different contexts.

RESPONSIBILITIES
R1. Demonstrate this
activity to other target
groups and try to
integrate it in other daily
conditions to strengthen
the individual’s
communication skills and
how these skills can be
applied to a group
context.

EOF LEVEL
5

Name of the
activity:

Type of the
activity:

Express yourself
Self-direct activity that can be used individually, in order to beneficiaries get to
know better and deeper their needs and thoughts. This type of questions can be
practical and useful in a team group, as a starting point during a discussion and as
an icebreaker game in a group of participants that do not know each other.

Duration:

20- 30 minutes

Number of
participants:
Self-direct activity
Description of the activity:
Step 1: Take a paper and a pen and answer the following questions:
- If you could eliminate one thing from daily routine, what would it be and why?
- What is the best gift anyone’s ever given to you?
- What is the first thing you think of when you wake in the morning?
- If you could visit any place in the world where would it be and why?
- If you had one extra hour of free time a day, how would you use it?
- What is something you can do better than anyone else you know?
Step 2: Now, rethink about the answers that you gave in the previous step, by adding the
variable: “What would you answer if you have to discuss these questions with one another,
unknown person?” Please, rephrase the written-previous answers, wherever is necessary. After
reviewing your answers, think about these questions:
’

-What did you change and why?
-Do you believe that you change the way you behave when you deal with unknown people?
-The answers that you gave, represent you and your thoughts or represent something that is
not you and you just express it for making a good impression to your interlocutor?
-What do you change in the way you collaborate with others, when you are in a team?
In a face to face- group setting:
-The trainer can use this activity for smaller groups or events
because too many people can make it difficult!
- The trainer can start by giving the attendees the wrong
name tags and task them with finding the person with their
name.
(Here the trainers should use A4 papers, in which the
participants' names should be written on them.) When they
have found the right person they must answer 3 questions to
get the name tag back and then this will continue until
everyone has the correct name tag.
(The 3 questions can be open questions that the participant
will choose, or the trainer can use 3 of the above questions
Recommendations (for trainers -For Step 1 –according to the description of the activity-, the
of learners IO4)
trainer can add more questions.
The theoretical background of the benefits of Networking techniques and the
importance of expressing ourselves in order to be more active in our social life, is
Appendix
available on IO4.
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Transversal Skills for Migrants
Unit Title: Team Work
Subunit Title: Networking -Activity 2
KNOWLEDGE

SKILLS

RESPONSIBILITIES

K1. Have knowledge on
techniques
they
enhance
team S1. Apply these technique in work and
collaboration
and everyday conditions for pedagogical and
communication
entertaining reasons.
between the members
of a group.

R1. Integrate this technique
also in other conditions with
different target group.

EOF LEVEL
5

Name of the
activity:

"Dixit Storytelling game"

Type of the
activity:

Storytelling activity

Duration:

40 minutes

Number of
participants:
Self-direct activity
Description of the activity:
For this activity you should use the Dixit game.
Step 1: Leave different kind of dixit cards on the floor, walk around and select two cards that
you think represent you the most as personality.
Step 2: Now, try to create a story, by using these two dixit cards and in which you should
describe what your values, your beliefs, who are you as a personality through this story that can
be one experience or one memory that these two cards remind you.
Step 3: Please, follow the instructions above, to create your own story:
-You can write it in a paper, or you can record it, but it is important to imprint it somewhere in
order to be able to review it;
-be coherent;
-have a start and an end point;
-have a tittle;
-it's necessary to be used two dixit cards, in one common story.
Step 4: Review the story and try to share it with someone else. You can use dixit game also with
’

others in order to exchange personal stories and experiences.
The trainers can use this activity on a team session by using
the following instructions:
-Leave different kind of dixit cards on the floor and ask from
the participants to walk around and select two cards that they
think represent them the most as personalities.
-Each member should show to the others the selected card
and he/she should explain this choice, in a few words.
-For the debriefing part, the trainers can ask:
Q1: Is it difficult to create a story by comparing creativity and
personal perspectives?
Q2: How was your collaboration between each other?
Recommendations (for
Q3: Did you find common or different elements with your
trainers of learners-IO4)
team members?
The theoretical background of the benefits of Networking techniques and the
importance of expressing ourselves in order to be more active in our social life, is
Appendix
available on IO4.
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Transversal Skills for Migrants
Unit Title: Team Work
Subunit Title: Virtual Collaboration -Activity 1
KNOWLEDGE

SKILLS

K1. Have knowledge on
S1. Make use of the benefits of Virtual
the meaning and the
collaboration and try to integrate them in every
importance of Virtual
day work and life conditions.
Collaboration.

RESPONSIBILITIES

R1. Demonstrate this
activity with others, as a
team activity.

EOF LEVEL
5

Name of the
activity:

"What is Virtual Collaboration?"

Type of the
activity:

Self-directed activity for introducing and raising awareness about the meaning of
Virtual Collaboration.

Duration:

30-40 minutes

Number of
participants:
Description of the activity:

Self-directed activity

Step 1: Take two minutes to think about, what is virtual collaboration? Do you know examples
of virtual collaboration types?
Step 2: Now, open a virtual resource, that you know, which is used for promoting virtual
collaboration (for example Skype). Give 5 minutes to search its settings, how is that working,
what are its benefits or probably the disadvantages of this resource.
Step 3: In a paper, write down the advantages, the disadvantages and the benefits of Virtual
Collaboration.
Step 4: In this stage, when you done with your notes please check, how many elements of the
following did you include as the strength points of virtual collaboration? Underline the
common sentences that you have already include them in your notes.
-Eliminates the distance barrier for facilitating the collaboration process in professional or
personal everyday life.
-Virtual collaboration increases team skills, loyalty and 'closeness' in team members, as they
actually have to make an effort to stay in touch.
’

-Virtual collaboration frees up time.
- Virtual collaboration is economical friendly.
-You can have a personal or a professional contact with others, by keeping in touch and by
creating a trust relationship.
-Virtual collaboration requires immediacy and reliability between the individuals, who
collaborate with each other through virtual resources, in order to ensure the effectiveness and
the validity of the results.
Step 5: You can check the following link for raising your awareness regarding the importance
and the role of virtual resources within the collaboration process:
https://www.youtube.com/watch?v=pwlBAfwG0zE

In this activity the trainers can ask from the teams to discuss
about the advantages and disadvantages of the virtual
collaboration process. The participants can use flipcharts,
markers or pens for imprint their thoughts and their personal
opinions and for exchanging their perspectives with the
members of other teams. The aim is to inform the
participants about the useness of Virtual Communication
Recommendations (for trainers process and how the virtual resources can facilitate the workof learners, IO4):
life requirements of the individuals.
Appendix

The theoretical background of Virtual Collaboration can be found on IO4.
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Transversal Skills for Migrants
Unit Title: Team work
Subunit Title: Networking- Activity 3
KNOWLEDGE

SKILLS

K1. Have knowledge on
networking definitions S1. Make use of “schmoozing” for making
and similar terms, such as networking more practical and attractive to others.
“schmoozing”.

RESPONSIBILITIES
R1. Try to explain and
to share the meaning of
“schmoozing” with
others for facilitating
the networking process.

EOF LEVEL
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Name of the
activity:
Type of the
activity:

“Schmoozing”
Self-directed activity that aims to demonstrate to the participants useful
information regarding Networking definitions and terms, such as “schmoozing”.

Duration:

20 minutes

Reference:
https://www.communityinclusion.org/pdf/networkingmanual_F.pdf
Number of
participants:
Self-directed activity
Description of the activity:
Step 1: Read the following text regarding the Networking term of “schmoozing” and answer the
following questions:
“Making networking a part of your everyday life includes schmoozing. Schmoozing is a casual
talk that is often gossipy or ingratiating. Engaging people and broadening networks involves an
ability to talk with people, but more importantly, being an effective schmoozer. Some people
are born socializers, while others have a more difficult time being outgoing. Developing a
network requires that an individual reaches out and talks to people. Schmoozing skills can be
developed.”
Step 2: Now, you can answer the following questions:
What are some things we can say to people to get friendly conversations started? (write your
answer)
______________________________________________________________________________
________________________
The correct answers/suggestions are:
• Start with a greeting and a smile
• Comment on the activity
• Compliment the person
How can you tell if a person isn’t interested in talking? (type your answer)
’

The correct answers/suggestions are:
• No eye contact
• No smile
• Looks busy
What are some friendly ways to end a conversation? (type your answer)
______________________________________________________________________________
________________________
The correct answers/suggestions are:
• “Very nice to meet you”
• “Take care”
• “Talk to you soon”
The text and the questions/answers retrieved from:
https://www.communityinclusion.org/pdf/networkingmanual_F.pdf (page 140)

Recommendations (for trainers
of learners-IO4):
Appendix

The trainers for the implementation of this activity in a group
setting can:
-use the following text and do not explain what is the
“schmoozing” term ;
-divide the members in teams regarding the number of the
participants;
-ask them to try to think about and update the information
provided regarding the “schmoozing” in order to create a
definition about this term.
-Then the trainers can ask from each team to record in A4
papers (or in flipcharts, with pens, markers, etc.) some basic
rules regarding the Networking process, including the term
of “schmoozing”.

The theories related to Networking definitions, are available in IO4.

’

Transversal Skills for Migrants
Unit Title: Team work
Subunit Title: Networking- Activity 4
KNOWLEDGE

SKILLS

Have knowledge on the Apply these rules in their personal contacts for
basic Networking rules.
empowering their networking skills.

RESPONSIBILITIES
Demonstrate these
networking rules to
other contexts for
improving the
communication process.
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Name of the
activity:

“Testing my Network skills”

Type of the
activity:

Self directed activity for testing and evaluating the network skills by learning
basic network rules that can be applied in every context.

Duration:

20 -30 minutes

Number of
participants:

1 person

The available sentences (in the description of the activity-step 1) retrieved from:
https://www.proprofs.com/quiz-school/story.php?title=test-your-networkingReferences:
skills
Description of the activity:
Step 1: It is time to test your network skills by reading and asking the following questions, which
are some of the basic rules for creating your own (personal or business) network.
 Question (Q) 1: What are you doing after you have established a common interest with
your interlocutor and believe you would like to spend more time talking to this person?
 Answer (A) 1:



Q2: Based on your experience, what are the characteristics of a good conversationalist?
A2:_____________________________________________________________________
_________________________



Q3: How do you behave if you are networking and someone latches onto you and
follows you everywhere?
’



A3:_____________________________________________________________________
_________________________




Q4: How you should start a conversation with someone at a networking function?
A4:_____________________________________________________________________
_________________________

Step 2: Now you can read the correct answers and compare them with your personal answers:
 A1: After you have established a common interest and believe you would like to spend
more time talking to this person, you should set an appointment to meet with them at a
later date or you ask for their business card and permission to call in a few days.
 A2: The best conversationalists are people who can ask others interesting questions, by
meaning to do the least amount of talking and to be able to draw others into the
conversation.
 A3: If you are networking and someone latches onto you and follows you everywhere,
you should excuse yourself, indicating that you have to do something important.
 A4: You should start a conversation with someone at a networking function by asking
them casual questions, regarding sports, weather, common interests, pets, etc.
The trainers can apply this activity in a group context, by
creating 4 groups –one for each question- and by asking from
the teams to create one presentation regarding their
Recommendations (for trainers concepts. In this way they can understand better and extend
of learners-IO4):
the Networking rules.
You can find more information related to Networking rules, in Intellectual
Appendix
Output 4.

’

Transversal Skills for Migrants
Unit Title: Team work
Subunit Title: Virtual Collaboration-Activity 2
KNOWLEDGE

SKILLS

Have knowledge on
virtual communication Apply these virtual communication rules during
rules that can create a a virtual presentation for ensuring the attention
successful
virtual and the interest of the participants.
presentation.

RESPONSIBILITIES
Demonstrate these rulessecrets to others, who are
going to use any kind of
virtual communication
resources.
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Name of the
activity:

“True of False”

Type of the
activity:

Self-directed activity for empowering the competencies of the migrants,
regarding the importance and the utility of Virtual communication resources.

Duration:

20-30 minutes

Number of
participants:
1 person
Description of the activity:
Step 1: Evaluate the following sentences with T, if you believe that they are true, of with F, if
you believe that they are false.
S (sentence) 1: Email participants ahead of time with details of what you expect from them. ___
S2: Schedule important virtual presentations early in the day because your energy will be
higher. ___
S3: Go into ‘presenter’ mode and write a script to use when you present virtually.___
S4: In a virtual presentation use detailed information for clarifying the objectives of your
presentation. ___
S5: At the beginning of your virtual connection, use a clear agenda, about what are you
planning to talk about.___
S6: Do not use examples and stories from real life, because they can get away from the key
issues of the discussion.___
S7: Do not use engaging and powerful voice, because this be a sample of rudeness and
arrogance.___
S8: Take care when you show your face, by making sure that your face isn’t in shadow.___

’

Step 2: Check the correct answers:
S (sentence) 1: Email participants ahead of time with details of what you expect from them.
_T__
S2: Schedule important virtual presentations early in the day because your energy will be
higher. _T__
S3: Go into ‘presenter’ mode and write a script to use when you present virtually._F__
S4: In a virtual presentation use detailed information for clarifying the objectives of your
presentation. _F__
S5: At the beginning of your virtual connection, use a clear agenda, about what are you
planning to talk about._T__
S6: Do not use examples and stories from real life, because they can get away from the key
issues of the discussion._F__
S7: Do not use engaging and powerful voice, because this be a sample of rudeness and
arrogance._F__
S8: Take care when you show your face, by making sure that your face isn’t in shadow._T__
Step 3: Now, you can read the following article “12 keys to delivering great virtual
presentations” (link here: https://blog.speak-first.com/12-keys-to-delivering-great-virtualpresentations) , for understanding clearly the secrets of a successful virtual connection.

The trainers can use the following link: https://blog.speakRecommendations (for
first.com/12-keys-to-delivering-great-virtual-presentations
trainers of learners-IO4):
also for group discussion in a face to face setting.
You can find more information regarding Virtual communication rules, inside
Appendix
Intellectual Output 4.

’

Transversal Skills for Migrants
Unit Title: Team work
Subunit Title: Virtual Collaboration- Activity 3
KNOWLEDGE

SKILLS

Have knowledge on the
stages of a successful Apply these stages in a real context, during a
virtual
connection- meeting or a virtual connection with others.
meeting.

RESPONSIBILITIES
Demonstrate these stages
to others for improving the
discussion process during an
online meeting by using
virtual resources.
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Name of the
activity:

“Put the sentences in a row”

Type of the
activity:

Self-directed activity aimed to inform the individual about the stages of a virtual
connection (or virtual communication stages)

Duration:

References:

20-30 minutes
The information of the activity retrieved from:
https://www.cbsnews.com/news/3-stages-of-successful-virtual-meetings/

Number of
participants:
1 person
Description of the activity:
Step 1: The following sentences are describing with the most clear and understandable way the
virtual communication process before, during and after a meeting. Read the following
sentences and put them in a row:
-Check with your team what work and what didn’t, for making sure that next time the
conditions will be better.
-Have a goal and an agenda.
-Summarize next steps.
-Get the right participants.
-Set up the next meeting.
-Practice your virtual resource for being sure that is working appropriately.
-Take some notes.
-Stay on track, as agreed on the initial agenda.
’

Step 2: The correct row of the sentences is:
1. Have a goal and an agenda
2. Get the right participants.
3. Practice your virtual resource for being sure that is working appropriately
4. Stay on track, as agreed on the initial agenda.
5. Take some notes.
6. Summarize next steps.
7. Set up the next meeting.
8. Check with your team what work and what didn’t, for making sure that next time the
conditions will be better.
Step 3: For more information you can check the following link:
https://www.cbsnews.com/news/3-stages-of-successful-virtual-meetings/
The trainers can use the following article (link here:
https://www.cbsnews.com/news/3-stages-of-successfulRecommendations (for
virtual-meetings/ )for group discussion, in order to clarify the
trainers of learners-IO4):
virtual communication stages.
The theoretical background regarding this activity is available in Intellectual
Appendix
Output 4.

’

Transversal Skills for Migrants
Unit Title: Team work
Subunit Title: Virtual Collaboration- Activity 4
KNOWLEDGE

SKILLS

Have knowledge on Apply these virtual tools in everyday
basic virtual tools.
requirements.

RESPONSIBILITIES
Demonstrate these tools to
others in order to inform
them about virtual resources
and how they can be applied
to other contexts.
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Name of the
activity:

“Virtual communication resources”

Type of the
activity:

Self-directed activity aimed to inform the individual about virtual collaboration
tools-resources that can be applied to a work environment or for personal use.

Duration:

20-30 minutes
The information of the activity retrieved from:
https://www.clariantcreative.com/blog/online-collaboration-tools-for-virtualteams

References:

Number of
participants:
1 person
Description of the activity:
Step 1: Please underline which of the following virtual communication resources do you know?
Teamwork Projects
Basecamp 3
Google Docs
Slack
Trello
Wrike
Redbooth
ProofHub
Flow
Quip
Glip
Azendoo
’

Step 2: Now, underline which of the following virtual communication resources do you use in
your everyday or business life?
Teamwork Projects
Basecamp 3
Google Docs
Slack
Trello
Wrike
Redbooth
ProofHub
Flow
Quip
Glip
Azendoo
Step 3: Use the following link: https://www.clariantcreative.com/blog/online-collaborationtools-for-virtual-teams for learning how to use all these resources, via informative tutorialsvideos that explain each resource separately. Then, choose the one that fits you better and use
it in your everyday or work context.
The trainers can use the link here:
https://www.clariantcreative.com/blog/online-collaborationtools-for-virtual-teams for group discussion or for
demonstrating available and effective tools/resources to the
teams, for personal or professional use.
-The link can be added as an extra information at the end of
any other activity related to virtual collaboration, for equipping
Recommendations (for
the participants with virtual tools that can be applied to their
trainers of learners-IO4):
everyday requirements.
Appendix
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Transversal Skills for Migrants
Unit Title: Resilience
Subunit Title: Flexibility and adaptability to changes
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

S1. Cope with situations of change
K1. Know your own
attitudes
and S2. Identify their skills for adaptation and
R1. Attitude for coping
strategies for coping flexibility in fast-changing work conditions. with change
with change
EOF LEVEL
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Name of the
activity:
Type of the
activity:
Reference:

What has happened to the consultant
Group exercise which aims to observe the performance of work tasks in an
unusual and suddenly changing situation
http://possibilitychange.com/managing-change/
Between 1,5 and 2 hours, depending on the absence of the consultant from
the room.
1 hours observation on the work tasks
30 -60 min group discussion

Duration:
Number of
participants:
Small groups (up to 10-15 people)
Descrpition of the activity: This tool needs specific conditions of application and special
equipment. It is well to be used when participants are taking a two-day training course, so it
can be used during the second day of the training or when have already done one or more
activities. It is important for this exercise to provide a camera in the room to conduct the
session, as well as additional room to allow the monitoring on what is happening in the room.

’

Step 1. At the beginning, participants start with a conventional training session where the
facilitator announces the purpose of today's meeting and explains that a specific topic would
be considered. If the participants and the facilitator do not know each other, they represent
themselves, then the teacher gives materials to them with the clear instruction that they will
be used quite actively during the session. At that moment a consultant’s collaborator
interrupts the lesson, whispers something to the consultant that changes his/her face. The
consultant says to the participants that urgently he/she needs to go out for a while, because
of an emergency problem. However, all they need to stay and wait for him/her to return and
in the meantime they need to start the session by themselves, in the best way they are able
to. The consultant explains that all objectives and materials for today's theme are in their
files/hand-outs. He/she does not know how long it would take for him/her to get back, but
when he/she does get back he would like to find everyone in the room.
Any subject can be chosen when applying this approach with the participants. Each facilitator
can choose a topic, suitable for the context of the group and develop appropriate support
materials that may allow participants to work alone, but require a discussion and teamwork
with others.
Step 2. The consultant goes out of the room, but actually goes into the next room, from
where he/she can observe the reactions and behaviour of the participants on a previously
installed monitoring camera with sound output in the next room. This allows the consultant to
observe how the participants cope with the change. He could get back at any time if he
considers that the situation becomes unfavorable, but the recommended time to be absent is
from at least 1 hour.
Step 3. When the facilitator returns after his absence it is important to start a discussion. He
announces that his leaving has been part of the exercise. The discussion is about how they
acted and how they felt when he was out, etc. Important observations that he/she has made
are discussed, as well as how participants generally act in rapidly changing situations, how
they react to the changes. A connection between the mode of response in this situation and in
life in general is made. The facilitator guides each participant to reflect and evaluate their own
flexibility and adaptability skills during a changing situation.

Recommendations (for
trainers of learners:
Appendix

’

This exercise is appropriate to be done by more experienced
facilitators that can be flexible during both the exercise and
the discussion, so that maximum useful information can be
derived about coping with rapidly changing situations.

TRANSVERSAL PROJECT FOR MIGRANTS

Transversal Skills for Migrants
Unit Title: Resilience
Subunit Title: Flexibility and adaptibility to changes
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

K1. Know one's own
attitudes
and S1. Identify and implement ways to be
strategies for coping more flexible and adaptable
with change

R1. Ability to cope with
the process of change

EOF LEVEL
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Name of the
activity:
Type of the
activity:

Personal plan for adaptation to the workplace
Individual exercise that can also be applied in a group context
https://www.libertystaffing.ca/blog/how-to-adapt-to-a-new-officeenvironment
60 min

Reference:
Duration:
Number of
participants:
There are no limits
Descrpition of the activity:
Step 1. The trainer introduces the participants to the exercise by suggesting them to think or
discuss in groups about the following questions:
• What were your first impressions when you started your latest job?
• What bother you the most?/ What bothered you the most?
• Do you have/ Did you have all the necessary information about your responsibilities and

’

duties, the organization, its rules and procedures and the team?
• Do you have/Did you have a mentor or did you know whom to address your questions? If no,
how did you react to that?
• What are the specific "issues" you have to deal with?/ What were the specific “issues” you
had to deal with?
• What are the specific steps and actions you need to take/you can take, in order to adapt
more quickly to the new workplace?/ What were the specific steps and actions you needed to
take/you could have taken, in order to adapt more quickly to the new workplace?
• What are your main resources for easy adaptation? (people, knowledge, skills, qualities) /
What were your main resources for easy adaptation? (people, knowledge, skills, qualities)
Step 2. After the discussion or after the individual answers to the questions described above,
the participants receive a form (see appendix) in which they have to develop their personal
plan for adaptation to the workplace.
Step 3. The participants have the opportunity to discuss with the trainer their personal plan
for adaptation and receive support if difficulties arise in filling some of the fields.

Recommendations (for
trainers of learners:
Appendix

’

This exercise is appropriate for people who have just begun a
new job or for those who are about to change their jobs. The
questions in step 1 will be asked for whichever the situation
is. In the first case, the participants impressions, needs and
difficulties that they share for their new job will be
considered. If they have yet to change their jobs, the
participants will develop a plan for adaptation to the
workplace based on their personal experience at the last
change of job.

Transversal Skills for Migrants
Unit Title: Resilience
Subunit Title: Flexibility and adaptibility to changes
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

K1.
Know
about
personal
attitudes
S1. Identify and implement ways to be
towards
change
more flexible and adaptable
(values, beliefs, fears,
etc.)

R1. Ability to cope with
the process of change
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Name of the
activity:
Type of the
activity:

Professional values
Self- reflection exercise
https://www.linkedin.com/pulse/matching-personal-values-organizationalwhat-theory-ian-boreham/
30 min

Reference:
Duration:
Number of
participants:
There are no limits
Descrpition of the activity:
Step 1: First, you ask the group to list the 12 things they value the most about their jobs anything from the work itself, to their colleagues, to their office space - encourage them to be
as broad in their thinking as possible, but also to choose the most critically important factors.
As a convenience, they can use the list of values in the appеndix.

’
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Step 2. Once they're finished, ask them to prioritize the "job satisfiers" into three groups "Important" (which are things that are important, but, if gone, wouldn't cause too much
difficulty), "Very Important" (one step up the scale) and "Critically Important" (things without
which the job would become horrific). The lists get written in a concentric circle that you ask
them to draw with the "Critically Important" factors in the core circle.
Step 3. Ask all participants (or some of them) to share out loud the 12 most important factors
in the work place for each one of them and how they have arranged them. Discuss the
differences in the choices of different people and what are the reasons for them.
Step 4. Work individually with some of the participants or with the entire group, to discuss
towards which lack of values they can be flexible and adaptable. You can use the following
questions as guidelines:
- With which of the values that you have stated, you can make a compromise and with which
you can't? What does it depend on?
- Are there values which are important for you, but you could be flexible, in case they are not
values of the company you work for? Describe how do you imagine showing flexibility for
these values?
- To what work conditions, different than those you have described as "Critically important"
would you adapt? In what circumstances? What would this look like?
- What conclusions did you reach in the end of this exercise?
The trainer presents participants with the idea that there are
values and work conditions in which one can be flexible and
others in which it is difficult to make a compromise. It is
important to make a discussion in such a way that in the end
of the exercise the participant/participants will have more
awareness of the conditions to which they could adapt,
despite the fact that they do not correspond to their
Recommendations (for
personal values and those conditions they would be looking
trainers of learners:
for in each workplace.
Appendix

’
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Transversal Skills for Migrants
Unit Title:
Subunit Title:
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1. Know one's own S1. Identify the skills for coping with a
reactions to change
situation of change

R1. Manage their
resistance to change

EOF LEVEL
5

Name of the
activity:

“Cross your arms”
Icebreaker activity designed to help participants/employees deal with natural
human resistance to change, to question why people fear change, and to
encourage a more productive attitude towards change.

Type of the
activity:
Reference:
Duration:
10 min
Number of
participants:
There are no limits
Descrpition of the activity:
Step 1. Ask trainees to cross their arms. When they are comfortable, ask them to cross their
arms the other way. Once they’ve done this, ask them why the second attempt might have left
them feeling uncomfortable, even though it’s basically the same action.
Step 2. Steer the conversation towards specific changes being made or were made within
participants's organizations. Examine how tricky it is to cross arms in different positions and
equally how tricky it is to cope with change. Show understanding that the necessary changes
may be uncomfortable at first.

Recommendations (for
trainers of learners:
Appendix

’

This exercise is suitable for the beginning of the training
session, to help introduce participants to the topic of coping
with change. It can also be used to move from a theoretical
to a practical part or to liven up the participants.

Transversal Skills for Migrants
Unit Title:
Subunit Title:
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1. Know one's own
S1. Implement ways to be more flexible and
reactions and attitudes
adaptable
to change

R1.Ability to cope with the
process of change

EOF LEVEL
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Name of the
activity:
Can do company
Type of the
activity:
A warm up group exercise
Reference:
Duration:
30 min
Number of
participants:
Minimum 8 participants
Descrpition of the activity:
Step 1. Divide participants into groups and have them come up with an idea for a company
such as candy bars for cats or water bottles for dogs. Assign members of each group to specific
job functions like designing, marketing, distributing, etc. Have each “mini-company”
collaborate and prepare a presentation on their product and business plan.
Step 2. After 10 minutes, change the dynamic of the group by moving participants from one
group to another, change specifications for the final presentation, and share important
information to only one member of each group.
Step 3. Depending on how much time the trainer has, they can repeat the changes or spread
them out throughout. After the allotted time has been used, the trainer can ask each group to
present their ideas and if it is suitable to pick a winner.
Step 4. After the exercise is over, follow up with an open discussion on how teams were able
to adapt to changes and what benefits came from their new members or new specifications.
Be sure to go over how they were able to do so.

’

Recommendations (for
trainers of learners:
Appendix

’

The idea of this exerces is to provoke participants to be
flexible. It can be used to introduce participants into the
topic of coping with change.
The trainer can give guidance for the ideas of the company
to be based on the business sector where the participants
are working.
The discussion can be based on previous experience of the
participants in coping with change.

Transversal Skills for Migrants
Unit Title: Resilience
Subunit Title: Stress Management at the work place
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1. Know one's own S1. Apply different types of strategies for
strategies for coping coping with stress situations, including
with stress situations
situations in the workplace

R1. Develop personal
strategies to respond to
stress at the workplace

EOF LEVEL
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Name of the
activity:
Type of the
activity:
Reference:
Duration:
Number of
participants:
Descrpition of the activity:

"Stress Prescription"
Self-reflection exercise
30 min
There are no limits

Step 1. Give participants the "Coping Strategies" handout (see Appendix) and ask each one of
them to independently answer each question. Give them direction that they can use the
information about the different types of coping strategies.
Step 2. Ask them to share in the group what unhealthy coping strategies they have discovered
that they are using and what are the consequences from that?
Step 3. Continue the discussion by discussing whether they have found opportunities to
change the stress situations and what could help them do that? What are the healthy
strategies they are using or they can use in order for them to be able to better cope with such
situations and what are the resources that they need in order to be able to do so? Can they
share about the barriers that stand in their way of using healthy strategies for coping with
stress situations?

’

Recommendations (for
trainers of learners:
Appendix

’

The aim of this exercise is to help participants gather
information about their personal strategies for coping with
stress situations. With the help of the group they will be able
to enhance their knowledge about the ways in which people
deal with different stress situations and become aware that
other people also "struggle" with some unhealthy coping
strategies.
If the facilitator decides it is suitable, he could add some
additional questions for the group discussion.
See Sheet 2

Transversal Skills for Migrants
Unit Title: Resilience
Subunit Title: Stress Management at the work place
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1. Gain knowledge
S1. Recognize the importance of stress
about the sources of
regulation
stress

R1. Develop personal
strategies to respond to
stress at the workplace
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Name of the
activity:

Juggling with balloons
A warm-up exercise to prepare for the topic of stress management. It
demonstrates how easily we can become overwhelmed and how stress can
build up.

Type of the
activity:
Reference:
Duration:
30 min
Number of
participants:
Groups of all sizes, especially large groups
Descrpition of the activity: This exercise constists of two parts, each one containing several
steps.

Part I.
Step 1. The facilitator can start by talking about sources of stress or overwhelm OR he/she can
just launch into this exercise to warm people up and get them engaged at the beginning of the

’

workshop.
Step 2. The facilitator split the participant into groups of 3-5 people (can be very random, it
doesn't matter) and gives balloons and pens out so that every group has a balloon and a
suitable pen.
Step 3. The facilitator gives to the groups just a few minutes, asks them to write their sources
of stress or overwhelm on the balloons. Optionally, to ensure everyone is heard he/she could
suggest that the balloon is passed around the group for each person to write an item on there
before it passes to the next person (like a talking stick).
Step 4. When the time is up, the trainer asks one person from each group to read out what is
on their group's balloon. Tip: It's good if the trainer , then write these out on a blackboard,
flipchart or slide as people read them out. This makes the audience feel validated and helps
spot patterns and common issue or themes.
Step 5. Once all the groups have read out their balloons, discuss common themes. What does
the audience notice about the overall list of stress or overwhelm items? What are they
surprised is on there? What is missing from the list?
Part II.
Step 6. The facilitator asks for 3 volunteers to come up to the front with their group's stress
balloon.
Step 7. One volunteer starts by hitting and trying to keep their balloon in the air. The trainer
gives the volunteer another balloon and asks them to keep 2 balloons in the air. Finally, gives
them a 3rd balloon to keep in the air. Once they stop the facilitator asks the person a following
questions: "What did you notice about that exercise?", "How did it feel?". The trainer asks the
group: "What did you notice as observers?"
Step 8. The trainer asks the other volunteer to have a go with first one balloon, then two and
then three. THIS TIME, the facilitator specifically asks the other volunteers to help keep the
balloons in the air. And then asks, "What was it like to have help?", "How did it FEEL to have
help?" and finally asks the group "What did you notice as observers?"
Step 9. The trainer reflects with the group on what they learned from this exercise about
stress, overwhelm, juggling many things at once, getting and asking for help.

’

If the facilitator wants to save time he/she can cut out the
writing on the balloons part and go straight to Part 2 - the
balloon juggling exercise to demonstrate overwhelm.
If the facilitator wants to focus on prioritization as a way to
cope with stressр when juggling the balloons, he/she could
instead gives the volunteer 3 balloons each representing a
different priority item on their task list - and ask them to
juggle as before, then asks what they learned about
prioritising

Recommendations (for
trainers of learners:
Appendix

Equipment Needed: Balloons, pens to write on balloons with
(ie. not ballpoint or smeary felt-tip - something that will stick
and not pop the balloon!).

Transversal Skills for Migrants
Unit Title: Resilience
Subunit Title: Stress Management at the work place
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1.
Know
the
R1. Implement personal
S1. Apply principles and techniques for stress
techniques for stress
strategies to prevent stress
prevention at the workplace
prevention
at the workplace

EOF LEVEL
5

Name of the
activity:
"Stress prevention"
Type of the
Self reflection exercise for recognizing the role that prioritization plays in stress
activity:
prevention in the workplace
Reference:
https://www.joinforge.com/tree-of-time-management/
Duration:
30 min
Number of
participants:
Groups of all sizes
Descrpition of the activity:
Step 1. The facilitator introduces the concept of stress management to the participants.
Through the brainstorming method he generates all ideas and strategies that participants have
’

shared about stress prevention and stress management. If the idea of prioritization as a
possibility to prevent stress in the workplace is presented during the brainstorming, then the
facilitator develops it further with the following steps. But if that idea is missing, the facilitator
introduces it as a topic of the next exercise.
Step 2. The facilitator gives to the participants the Tree for Prioritization (see the appendix) to
help them prioritize. He/she asks them to use a list of tasks that relate to their job
environment (for example, these could include, “stocking shelves,” “answering a customer’s
question,” “greeting a customer,” etc). The trainer asks participants to then prioritize each task
based on:
• Fire: high urgency/high importance
• Earth: high urgency/low importance
• Water: high importance/low urgency
• Wind: low urgency/low importance
Step 3. The facilitator ask people to share about their Tree of prioritization. He/she compare
how each person answered the tasks. This demonstrates the different priorities people have
both at work . For example, one person may think answering a customer’s question is more
important than stocking shelves, while another may think that cleaning the shelves is more
important than greeting a customer.
Step 4. The facilitator asks the participants to share in which section they have the biggest
number of tasks. A discussion is carried out about the tasks with high priority and whether, if
most of the tasks are urgent that doesn't increase the stress at the workplace. As a result, ways
are being sought for the number of these tasks to be reduced.

Recommendations (for
trainers of learners:

This exercise helps to realize where the participants are
currently focusing their attention versus where they should
be better prioritizing.
The facilitator can talk more about the idea of Stephen Covey
about the prioritization of tasks and how this can help reduce
stress. Additional questions can be added for group
discussion.
• Fire: high urgency/high importance
• Earth: high urgency/low importance
• Water: high importance/low urgency
• Wind: low urgency/low importance

Appendix

’

Transversal Skills for Migrants
Unit Title: Resilience
Subunit Title: Stress Management at the work place
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to
K1. Recognizes the
S1. Recognize the importance of regulation of
reasons leading to the
stress at the workplace
stress at the workplace.

R1. develop and implement
personal strategies to
respond to stress at the
workplace

K2. Knowledge about
the
techniques
to S2. Apply some methods and techniques to
regulate stress at the regulate stress at the workplace
workplace

EOF LEVEL
5

Name of the
activity:
"Resilienceman" LTD
Type of the
activity:
Role play game
Reference:
Duration:
2 hours
Number of
participants:
6 – 10 participants
Descrpition of the activity:
Step 1. The trainer introduces the participants with the role play by telling them a little bit
about the company whose employees they are going to represent during the role play.
"Resilienceman Ltd is a family business operating in the clothing industry. The company

’

manufactures menswear from leisurewear to formal suits. Currently, the company has 37
employees. Nine of them are white-collar employees (CEO, senior vice president, marketing
manager, quality manager, production manager, and four designers), and other employees
work for production. Company’s financial administration, property maintenance and repairs
have been outsourced. The company was established in 1960. Its founder is about to retire, and
therefore the company is facing a change of generation. The owner’s son is about to continue
as the company’s CEO and owner.
During the last few months it has become evident that many of the company’s employees
suffer from work-related stress. The company’s CEO has discussed the problem with an outside
specialist, but wishes to try and solve company’s stress-related problems at this stage without
help from the outside. Therefore, he has decided to form a working group from the company’s
employees. The working group’s goal is to identify the causes for work-related stress, to
evaluate their significance, and to draft an action plan to rectify the situation. To achieve these
goals, the working group has access to the tools received from the outside specialist."
Step 2. The trainer cast the roles (see the app. 2) and give to the participants the wroking
group's task: to identify the causes for work-related stress, and to evaluate the significance of
these causes, as well as to decide on actions to be taken, and to draft an action plan to rectify
the situation. The participants receive all tools for the purposes of the role play: Scenario,
Roles tasks, Stress related hazards, Anticipating stress related hazards, instructions for
brainstorming and prioritization and Action plan and they carry them one after the other in the
way they have been described.
The game ends after all given tasks are completed.
Step 3. After all tasks have been completed, the facilitator asks the participants to share the
results of their mutual work.
The discussion explores the questions related to the personal experiences of the participants,
the knowledge and the experience they have acquired. The questions might be such as:
- How did you participate in the role play? Did you manage to provide all your suggestions and
comments or not? What was the reason?
- How did you feel in the role you were playing? Did you find something similar between your
role and a real situation in the workplace?
- What did you learn about stress management?
- How can you use this experience in real life situations?
-

Recommendations (for
trainers of learners:
Appendix

’

The facilitator observes the execution of the role play and
points out interesting moments and behaviors that can be
used in the final discussion.
Additional questions can be used during the discussion.
See worksheets below

TRANSVERSAL PROJECT FOR MIGRANTS
Unit e) CREATIVITY
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Transversal Skills for Migrants
Unit Title: Creativity
Subunit Title: Curiosity
KNOWLEDGE
Reflect on what the
creativity-curiosity
connection is
EQF level 5
Name of the
activity:
Type of the
activity:

SKILLS
At the end of the unit the learners will be able to ...
n/a
n/a

RESPONSIBILITIES

Exploring the curiosity–creativity connection
Case study / Self-direct learning
adapted from:
www.psychologytoday.com/us/blog/our-innovating-minds/201707/creativity-whatscuriosity-got-do-it
www.huffpost.com/entry/why-curiosity-is-the-key_b_10764428
1h

Reference:
Duration:
Number of
participants:
Description of the
activity:

Individual
By completing this activity, you will be able to reflect on what is the connection between
creativity and curiosity.

Introduction
Curiosity may have killed the cat, but it fuels high levels of creativity in us. In fact,
curiosity has been found to be just as important as intelligence in order to succeed and
navigate our increasingly complex world.
Perhaps that's why author Elizabeth Gilbert, who wrote an excellent book about
creativity called Big Magic: Creative Living Beyond Fear (not to mention one of the
bestselling books of our time Eat, Pray, Love), says that following our curiosity instead
of our passion is the real key to an interesting and creative life. This approach leads to
creativity because it enables us to lean into uncertainty with a positive attitude - relaxing
and opening our minds to new ideas, skills, and ways of solving problems.
As Albert Einstein said, "I have no special talents. I am only passionately curious."

’

TRANSVERSAL PROJECT FOR MIGRANTS

Developing curiosity is like building any other new skill or habit - it takes repeated
practice. This instinct came naturally to us as children, when we had curiosity coursing
through our bodies, excitedly exploring new experiences. However, as we get older, we
often lose this sense of novelty and exploration. We tend to favour certainty, security,
and a simple way of making sense of the world. Ironically, it is only once we become
adults that our brains are developed enough to process new discoveries and turn them
into concrete ideas and strategies.
In order to spark new levels creativity as adults, we need to get back in touch with our
childlike curiosity. We need to observe, explore, ask questions, and again venture into
the unknown. Opening our minds in this way will help us thrive in our current jobs and
secure new opportunities. Curiosity is one of the top traits employers are looking for
when making hiring decisions, because it is a key indicator of other great workplace
qualities such as empathy, creativity, innovation, and the ability to learn quickly.
Questions for reflection
1) What sorts or sources of information should you more fully explore before
launching into the idea generation phase of your creative endeavours?
2) Are you allowing your curiosity enough curiosity?
3) Are you "boxing in" your curiosity too much, or too soon?
4) Or to use a different metaphor: Are you giving the reins of your curiosity the
"creative slack" it needs?
5) Look again at the photograph at the top of this activity. Think of the cat's
quizzical look, his head-tilted attention toward something outside the
photograph. He is not so absorbed in his box house that he isn't also curious
about something more. What's the "something more" that you should be
attentively exploring?
Analyse your answers to these questions and reflect about where you need to improve
yourself regarding curiosity.
Recommendations
(for trainers) – O4:

This case study can be introduced in face-to-face training, and after individual
resolution, participants can then discuss results in peers, and then present conclusions
to the group.

Appendix:

n/a

’

Transversal Skills for Migrants
Unit Title: Creativity
Subunit Title: Curiosity
KNOWLEDGE

SKILLS
RESPONSIBILITIES
At the end of the unit the learners will be able to ...
n/a
boost an attitude of curiosity

n/a
EQF level 5
Name of the
activity:
Type of the
activity:

How to develop curiosity
Tips/Self-direct learning
adapted from:
https://www.quarterlife.co/home/cultivating-curiosity-how-to-get-it-back-if-youvelost-it
https://www.forbes.com/sites/forbesagencycouncil/2017/11/15/five-ways-tocultivate-curiosity-and-tap-into-your-creativity/#6e130cc51fd6
1h

Reference:
Duration:
Number of
participants:
Description of the
activity:

Individual
By completing this activity, you will be able to cultivate your curiosity.
Introduction
Where did our curiosity go?
So, life is busy and there’s no time, but cultivating more curiosity in your life is important
for self-growth and to become a lifelong learner. You may find a new passion or interest
along the way. Here’s some ways to spark that journey again:
Read

Read a new genre will introduce new writing styles, ideas,
experiences, knowledge and perspectives.
Read expands your perspective, create empathy and spark
new ideas.
Pick up a new genre, ask a friend for a recommendation and
embed a reading routine into your day. Start with 10
minutes a day.

Ask

Ask the people around you what they are interested in - you’ll
uncover some really interesting topics.
Make a habit of understanding why you’re doing something before
you do it and ensure others around you do the same.
Make it a regular practice to ask clarifying questions if you ever
have the slightest inkling that you and someone you’re
communicating with aren’t seeing eye to eye, for whatever reason.
Being curious leads to trying new things which comes with taking
risks. Sometimes things won’t work out, and that’s okay.
When that failure is punished or framed negatively it can hinder
the motivation to try again. Using the growth mindset, celebrate
all experiences positive (traditionally a ‘win’ or ‘success’) and
negative (traditionally ‘failure’ or ‘losing’) as learning experiences
where your curiosity got you new skills and experiences along the
way.
The tendency to work quickly and break things is great in some
scenarios but horrible in others. Slow down, and start to schedule

Celebrate
‘failure’

Take your time

’
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blocks of time to simply think about solutions, and use your
curiosity to look at things from new angles and mentally play out
multiple potential solutions.
While this kind of thinking may be easier for some people than it is
for others, this is something we should all aspire to make time for.
Break routine
Enrich yourself in a new environment can open you up to take
notice of new sights, sounds, smells, experiences and discoveries.
Walk somewhere without direction and find the way yourself.
Walk a new way to work or have breakfast in a new suburb.
Our brains have evolved to ignore common things once we feel
safe (otherwise we'd be in information overload) so on the usual
routines our brains actively block out stimuli. When we break our
routine we notice new things as we are less on auto pilot, more
present and aware.
This activity can be done as a group dynamic, in teams of two, each one takes one tip,
reflect on it and then share with the rest of the group.

Recommendations
(for trainers of
learners):
Appendix:

n/a

’
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Transversal Skills for Migrants
Unit Title: Creativity
Subunit Title: Curiosity
KNOWLEDGE
n/a

SKILLS
RESPONSIBILITIES
At the end of the unit the learners will be able to ...
identify ways to cultivate curiosity and tap
n/a
into creativity

EQF level 5
Name of the
activity:
Type of the
activity:

SCAMPER Hunt
Guided Imagination/Self-direct learning
adapted from:
www.psychologytoday.com/us/blog/our-innovating-minds/201707/creativity-whatscuriosity-got-do-it
www.huffpost.com/entry/why-curiosity-is-the-key_b_10764428
1h

Reference:
Duration:
Number of
participants:
Description of the
activity:

Individual
By completing this activity, you will be able to build on your curiosity and explore your
curiosity.
Introduction
The SCAMPER technique, for one, uses a set of directed, idea-spurring questions to
suggest some addition to, or modification of, something that already exists. It has also
received much attention as a learning tool that fosters awareness, drive, fluency,
flexibility, originality, and curiosity.
SCAMPER provides a ‘hip-pocket’ tool; i.e., an unplanned method of developing
appropriate questions on an impromptu basis. The changes that SCAMPER stands for
are:
 S = Substitute, comes up with another topic that is equivalent to the present topic
 C = Combine, adds information to the original topic
 A = Adapt (e.g., alter, change function, use part of another element)
 M = Modify (e.g., increase or reduce in scale, change shape, modify attributes)
 P = Put to other uses (e.g. identify the possible scenarios and situations where this
topic can be used)
 E = Eliminate (e.g., remove elements, simplify, reduce to core functionality)
 R = Reverse (e.g., turn inside out or upside down)
This activity can be done as a group dynamic, in teams of two or more.

Recommendations
(for trainers of
learners):

’

Appendix:

SCAMPER Hunt
Search for and locate the following:
SCAMPER
S Substitute

C

Combine

A

Adapt

M

Modify

P

Put to other
uses

E

Eliminate

R

Reverse

Typical questions
Something that can serve
as a substitute for
something else
Something that has been
combined for a new
purpose
Something that has been
combined for a new
purpose
Something that has been
adapted for use
Something which has
been modified
from
nature
Something which was put
to use in a way it was not
intended
What can be created from
turning it upside down,
backwards, inside out?

First solution

Other solution

Analyse your first answers to these questions. Then provide other solution to the same
questions. Then reflect about where you need to improve yourself regarding curiosity
and creativity.

’
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Transversal Skills for Migrants
Unit Title: Creativity
Subunit Title: Innovation
KNOWLEDGE

SKILLS
At the end of the unit the learners will be able to ...
n/a
n/a

Reflect on what the
innovation-creativity
connection is
EQF level 5
Name of the
activity:
Type of the
activity:

RESPONSIBILITIES

Innovation-creativity: a special relation
Case Study / Self-direct learning
adapted from:
https://keydifferences.com/difference-between-creativity-and-innovation.html
https://www.techbullion.com/how-are-creativity-and-innovation-related/
1h

Reference:
Duration:
Number of
participants:
Description of the
activity:

Individual
By completing this activity, you will be able to reflect on what is the connection between
creativity and curiosity and major differences.
Introduction
Although different, when we put together creativity and innovation, a new world can
emerge. So, let´s reflect a little about each one:
Creativity is the characteristic of a person to generate new ideas, alternatives,
solutions, and possibilities in a unique and different way, the ability to conceive
something unpredictable, original and unique. It must be expressive, exciting
and imaginative.

-

People often connect creativity to artists. However, the truth is that
creativity is the power which all humans carry within
themselves. Every time we manage to find a connection
between seemingly unrelated things and use that connection
in order to develop something new that is creativity. It is not
genetic but can be developed if someone keeps on learning and
comprehending things with a rare and exclusive perception.
Innovation, on the other hand, is an act of application of better solutions that
meet new requirements or new ideas that creates some value for the business
organization, government, and society as well. Better and smarter way of doing
anything is innovation, as is applying existing market needs that nobody yet
managed to see through. It could be the introduction of a new: a) technology;
b) product line or segment; c) method of production or simply, an improvement
in the existing product.
It is closely tied to creativity, for instance, putting creative ideas into
action is an innovation, whose consequences should be
positive.
It is of two types: evolutionary and revolutionary.

To sum up, we can compare both:
’

Item
Meaning

Process
Quantifiable
Related to
Money
Consumption
Risk

Creativity

Innovation

The creation of new
ideas, imaginations and
possibilities
Imaginative
No
Thinking something new
No

The introduction of
something new and
effective into the market
Productive
Yes
Introducing something
new
Yes

No

Yes

Reflection questions
6) In what situations or contexts do you feel particularly innovative?
7) Reflect and try to identify what are the circumstances, as much detailed as you
can, that boost your ability to innovate.
8) How often do you give yourself the opportunity to do something different in
your workplace?
9) When was the last time you tried to be innovative?
10) If you have given up doing so, try to identify why this happened and what can
you do to overcome it.
Analyse your answers to these questions and reflect about what you can do to work on
your ability to innovate, namely what is stopping you from being more innovative.
This case study can be introduced in face-to-face training, and after individual
resolution, participants can share their own perspectives, and then in group, try to
identify major conclusions, namely, common circumstances that boost innovative
attitude and reasons why people stop having an innovative attitude.
n/a

Recommendations
(for trainers) – O4:

Appendix:
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Transversal Skills for Migrants
Unit Title: Creativity
Subunit Title: Innovation
KNOWLEDGE
n/a

SKILLS
RESPONSIBILITIES
At the end of the unit the learners will be able to ...
n/a
practice innovation

EQF level 5
Name of the
activity:
Type of the
activity:

Bringing innovation into my life
Tips / Self-direct learning
adapted from:
https://www.themuse.com/advice/10-ways-you-can-innovate-at-work-every-singledayno-matter-how-boring-your-job-title
1h

Reference:
Duration:
Number of
participants:
Description of the
activity:

Individual
By completing this activity, you will be able to bring some innovation into your
workplace, in a daily basis.
Introduction

There are some tips and tricks almost anyone can adopt to keep innovation
muscles strong and ready to go. And like any muscle group, the more you
practice it, the stronger, better, and more unstoppable it becomes. Remember
that, being innovative, your actions will likely inspire others to join.
Here are some things you can do on the job to make it easier to be more
innovative. These may seem trivial, but together they force you to see the world
in a new way. And that’s what innovation is all about—seeing opportunity where
no one else can.
 Get a Buddy
Innovation rarely happens in a vacuum. Pick a colleague you feel comfortable
with and make yourselves accountable to each other. Encourage him or her to
keep trying new things, whether it’s trying a new place for lunch, pitching an
idea in an unorthodox manner, sharing articles that inspire, or just doing some
old-fashioned brainstorming. It’s better—and easier—together.
 Flip Your Assumptions
We all have things we do with our eyes shut. It’s part of what makes us excel at
our jobs, but also part of what blinds us to opportunities. Over the course of the
day, identify all the tasks you do without thinking. Take a moment to talk about
how you could do them differently. Sometimes it won’t work (spell check might
always be the best way to proofread your work). However, it will often lead you
to find a new way of doing the same old thing.
 Bring it to Life
Stop talking and start building! Put your thoughts into words, your words into
pictures, and your pictures into prototypes. When people can see your idea,
’

they’re less likely to forget it and much more likely to take it seriously and
become involved in its development and bullet-proofing. Even a bad drawing is
better than no drawing.
 Ban Things
Though it may sound counterintuitive, having constraints and parameters
actually inspire innovation by forcing you to think dynamically and creatively. As
an exercise, start banning things and exploring the implications. Ban words, ban
resources, ban your primary target market, ban your default communication
tools, and watch your creativity take off. Often, the ideas you settle on will likely
be watered down versions of your initial suggestions, but the point of this
exercise is to spark new thoughts on how to do the same old things.
 Ask Yourself “What Would My Hero Do?”
When you’re stumped with a problem you can’t make any headway on, call in
the big guns. Keep a list near your desk of some of your favourite creative forces.
Then, when a problem strikes, consult your list and ask yourself what they might
do to solve it. Considering how Willy Wonka would solve a packaging challenge,
how Coco Chanel would tackle a communications issue, and how Salvador Dali
would take on streamlining a supply chain can be very enlightening.
The Task
After reading these tips, reflect a little about which do you already use in your life and
which you don’t. Then, bearing in mind the objective of getting a more innovative
attitude in your workplace, define a plan using some of these techniques.
This activity can be introduced in face-to-face training, and after individual resolution,
participants can share with the group, their points of view: what each one feels more
challenging about carrying an innovative attitude.

Recommendations
(for trainers) – O4:

Appendix:

n/a
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Transversal Skills for Migrants
Unit Title: Creativity
Subunit Title: Innovation
KNOWLEDGE

SKILLS
RESPONSIBILITIES
At the end of the unit the learners will be able to ...
create an innovative mindset
n/a

n/a
EQF level 5
Name of the
activity:
Type of the
activity:

Storyboard, a creative technique
Storyboarding/Self-direct learning
adapted from:
https://blog.hubspot.com/marketing/creative-exercises-better-than-brainstorming
1h

Reference:
Duration:
Number of
participants:
Description of the
activity:

Individual
By completing this activity, you will be able to explore a creative tool that might help to
solve problems in an innovative way.
Introduction
If you're trying to design a process, storyboarding can help you see where your collective
understanding of a problem supports or conflicts with a proposed solution, and where
more thought/research is needed.
By developing a visual story to explore the problem at hand as a narrative, you will be
able to see how ideas interact and connect to form a solution.
Sticky notes are your friend. Take a few minutes to write out your ideas. These don't
have to be complete thoughts -- physically pinning up quotes, pictures, user info, and
the like can help you see new relationships between different components.
Once you have a group of sticky notes to work from, start arranging them on the board
as a progression: first this, then that. Organizing your ideas as a continuous series will
help you see new connections and eliminate extraneous material that doesn't support
your end goal.
The Task
Identify a problem you have (it might be a simple one, in your workplace or in other
context) and, using this tool, try to design a process that you think might help you to
solve it in an innovative way.
This activity can be introduced in face-to-face training, and after individual resolution,
participants can share with the group, difficulties they felt and strategies they follow in
their cases.

Recommendations
(for trainers) – O4:

Appendix:

n/a
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Transversal Skills for Migrants
Unit Title: 5 Agility
Subunit Title: Proactivity
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

K3. relate proactive agility and new
ways of working/ management

S3. generate and evaluate
different perspectives and
scenario

R3. overcome
situations and
hypothesis
R4. decide on
the best
alternative to a
situation
including
analyse of
changes

EQF LEVEL
5

Name of the activity:
Type of the activity:
Reference:
Duration:

3 chairs of reflexion
This activity is a role play that can be work in a goup of a
minimum of 3 people, no mederation is necessary
10 to 30 mn

Number of participants:
From 3
The 3 chairs méthod: that of the"dreamer'realistic' and finally 'critical'. First ask participant
to put on a paper an innovative idea or a dream that is going to be discussed within the
group.
Step 1: You should placed three chairs next to each other, each of which offered him a
different perspective.
- Chair 1 for the dreamer,

’
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- Chair 2 for the realist,
- Chair 3 for the critic.
Each participant sits on each chair in turn and evaluates the idea propose by them with
objectivity and realism.
Unwinding:
You can organise this activity in 3 phases to give each idea a fair chance: Participants first put themselves in the dreamer's chair. The idea is submitted to the
participants in order to note all the positive thoughts that come out of it. When it is
impossible to find others, we move to chair two.
- The participants then put themselves in the chair of the realist in order to raise practical
questions: the budget, the phases of achievements, the feasibility...
- Finally, the participants sit in the chair of the critic who analyzes the facts objectively and
analyzes the risks, without taking care of the rest.
In conclusion, the group decides whether to keep the idea and implement it, or to consider
a new one.
Advantage: This technique avoids judgment and pushes
Each idea is analysed to the end. Each idea has a chance to be selected, the result of
brainstorming is neutral, because the result of a collective reflection. As everyone plays a
role, the discussion is thus more open than if everyone remained "himselfor himself"
This exercise is suitable once the training
session and the group is already well
working. t could be as well used at the
very begining as an ice breaker, to help
participants to speak freely and without
judgement the topic of coping with
change. It can also be used to help
Recommendations (for trainers of learners:
participants to listen to each others.
Appendix
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Transversal Skills for Migrants
Unit Title: 5 Agility
Subunit Title: Proactivity
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

K1. describe easily the situation

S1. identify ways to become more
proactive at work

R1. commit to
express a sense
of initiative

EQF LEVEL
5

Name of the activity:
The Morning page
Type of the activity:
Reflexion activity to conduct at home and to discuss with the group
Reference:
Duration:
20 mn each morning, plus discussion within the group
Number of participants:
no maximum, no minumum
Descrpition of the activity:
The first track defended by all experts in terms of inspiration and creation, is that everything
that is to be created already exists. To overpass this "idea", all we can do is to develop the
receptivity and the openness to what could be created or what could be developped
(innovation but also jus changement in everyday life...).
Step 1: to do this, an exercise consists of writing every morning as soon as we wake up
several pages or words of everything that goes through your heads.
Step 2: take your prettiest notebook, plan 20 minutes ahead of you, and let yourself be
carried away by the ideas, the thoughts that follow. Don't try to write something structured
or interesting. Write simply, and above all persevere until your page are filled. Even if at first
you have the feeling of writing banalities, after a few days, gradually these superficial and
banal thoughts will give way to a deeper inspiration, and your creativity can finally express
itself freely.
Step 3: ask "learners" to give a feedback of this experience and try with them or within the
group to check with them if those "ideas" can be put into action, in terms of new job
opportunities or field of activities (meaning creation of companies for instance).

Recommendations (for trainers of learners:
’

Step 4: Debriefing part: The trainers should
ask:
-Is it difficult to develop an idea by
comparing creativity and personal
perspectives?
-How is it possible to use this exercise in

everyday life?
-Did you find common or different
elements with your team members?

Appendix

’

Unit Title: 5 Agility
Subunit Title: Proactivity
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

S2. use concepts of active
K2. recognise effective changes management, teambuilding,
or
different
approaches adaptability, empathy, selfregarding a situation
analysis, decision making in
situation

R2. be responsible of
adaptation of teams within
the job process

R4. decide on the best
alternative to a situation
including analyse of changes

EOF LEVEL
5

Name of the activity:

Type of the activity:
Reference:
Duration:

Watch out my environment
Group discussion activity which promote sharing values,
perceptions and personal perspectives between the
members of a team.
from 20 to 60 mn

Number of participants:
At least 3 participants
Description of the activity: Giving a topic for discussion, for example "The ideal work for
you"
Description of the activity:
Step 1: Taking the topic of the ideal job, divide members of the team in small groups,
Step 2: Ask them to watch outside
Step 3: Ask them to describe what they see in terms of job opportunities and perpectives.
It can be because of the people they see, the building around or the general environment.
Give them 20-30 minutes to put this on a flipchart or on a paper.
Step 3: Then ask them to present their finished flipcharts in front of the other teams.
Alternative could be to ask individualy trainees to go around the city during one or two hours
and to do the same exercice.
Look out the window, what doyou see? Describe it quickly in ten ways different! The
’
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tree?Green, lush, tall, rough, beautiful, swaying - get that creativity flowing as you force
your brain to throw out a few descriptive words

Recommendations (for trainers of learners:
Appendix

’

Step 4: Debriefing part: The trainers should
ask:
- What did you find most interesting on
sharing and expressing your thoughts about
the ideal job for you?
- What did you learn from your
environment?
- Did you find common elements with your
interlocutors?
- Do you believe that you have new
perspectives?

TRANSVERSAL PROJECT FOR MIGRANTS

Transversal Skills for Migrants
Unit Title: 5 Agility
Subunit Title: Proactivity
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

S2. use concepts of active

K2. recognise effective changes
management, teambuilding,
or
different
approaches
adaptability, empathy, self-analysis,
regarding a situation

R2. be able to adapt
oneselves to a
situation.

decision making in situation

K3. relate proactive agility and
new ways of working/
management

S3. generate and evaluate different
perspectives and scenario

R3. overcome situations
and hypothesis

EOF LEVEL
5

Name of the activity:
Type of the activity:
Reference:
Duration:

“Thinking outside the box“
this activity is an ice breaking activity that can be used at home or

Number of participants:
Descrpition of the activity:

5 to 10 mn
from 1

The goal of the puzzle is to link all 9 dots using four straight lines or fewer, without lifting
the pen and without tracing the same line more than once.
Step 1: ask participant(s) to put 3 line with 3 points each,
Step 2: tell participant(s) to link all 9 dots using 4 straight lines or fewer without lifting the
pen and without tracing the same line more than once
Step 3: give them 5 to 10 minutes, tell them that if necessary they can start from the
begining as much as they want
The solution is in annex. The purpose of
this exercise is to help learners to think
outside of the box. Which mean to think
outside the limits given by the
environment, cultures or own barriers…
lines or dots are not barrier, they are
Recommendations (for trainers of learners:
just dots and lines.
Appendix
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Transversal Skills for Migrants
Unit Title: 5 Agility
Subunit Title: Mobility
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

K1. trust others and adapt S2. analyse transversal
yourself to a changing competences required for
global mobility
environment
S4. generate strategies

R1. evaluate situation and put
objectives into action
R2. search for best solutions
including outside the present
environment
R3. overcome situations and
hypothesis

EOF LEVEL
5

Name of the activity:

Type of the activity:
Reference:
Duration:

Number of participants:
Descrpition of the activity:

Mine field
this activity is a gaming activity where people In the conception of
Agility and flexibility, people needs to be capable of adapting
themselves to other ways of thinking and very often to different
ways of. This is as well a team building exercises.
45 to 60 mn

a from 6 people & one moderator

2. “Mine Field”: an exercise where one participant must trust the other to guide him or her
threw a minefield. A team building exercises showing that in a teamwork, that it is very
important to trust each other and that roles will change in a working team.
Equipment can be very random, from a large item such as chairs to small items bean bags,

’

whatever you have
Objective: Navigate the mine field blindfolded with the help of one mentor.
Step 1: organisator should spread different objects (anything you have) throughout the
playing area.
Step 2: create two team and explain the rules; they need to work with the team and cross the
mine field while not seeing (blind folded), they will have to cross one by one from each team.
THey be guided through the “asteroid field” without walking into any objects, listening only
the voice commands of their “mentor”.
Theoretically, the guides can only use the words forwards, backwards, left, right and stop. If
the learner with the blind-old walks into an object the guide performs a quick fitness exercise
and then they switch role and start other, but we can be flexible about this point.
Step 3: debreefing with the players (It is a game in which one can see the possibility of solving
a problem with a whole group of strangers. Forming of a system – is one of the most
important steps of agility. After the process it will be useful to discuss which strategies have
been used and which of these attitudes lead them in a success or dead ends.)
Progression (optional 1)
You create two separate groups from your attendees and tell each group to take their places
on each narrow border of the area. You blindfold one group and tell the other group to
navigate the blindfolded group by talking to pass through the mines without stepping on /
touching them. The groups have a limited time in order to accomplish the goal of letting
“everyone” passes. The navigator group should stick in their places; they cannot approach to
the other group or they cannot trespass in the area.
be aware of surity and ask participant to act smoothly and with care.
Recommendations (for
trainers of learners:
Appendix
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Transversal Skills for Migrants
Unit Title: 5 Agility
Subunit Title: Mobility
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

K1.
recognise
conceptual blocks

personal

S1. explore new alternatives

R1. evaluate situation and put
objectives into action

S2. analyse transversal
K2. list added values of mobility competences required for global
within the carrier development mobility

R2. search for best solutions
including outside the present
environment

K3. reflect on career mobility as
S3. redefine aims and objectives
professional solution

R3. overcome situations and
hypothesis

S4. generate strategies

R4. search for best solutions
including outside the present
environment

EOF LEVEL
5

Name of the activity:

All in the same boat

Type of the activity:
Reference:
Duration:

Reflexion activity to help participant to anticipe different phases of mobility

Number of participants:
Description of the activity:

form 30 to 45 mn
Minimum one, but this could be organised in a role play.

Step 1: ask participants to choose which crew member best fits their mindset in relation to the
subject to be treated.
Step 2: ask participants to explain their choice, using the image expresses one's feelings and makes
sharing richer.
Step3: ask participants to identify the main difficulties they should overcome to reach the island,
the main obstacles, the main success. Here, they can work on the "roap map basis". What should i
do to reach my objective. Thinking mobility in terms of carrier development.

’
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Step 4: using post it, sort out the idea in big ITEMS (motivition, fear, dreams, objective, past, future).
Step 5 : debreefing cession
Alternative : this exercise can also be done at home, you give the map, you ask the same question
and you provide the document with the 6 items you ask you learner to use. If at home, this exercise
should last maybe 30-45 mn. You can organise debreefing during the next cession.
Appendix/ see annexed document

Recommendations (for trainers of learners:
Appendix

’

Through the metaphor of the boat, you will
take your participants on a trip, help them
express their feelings, project themselves
into the future, work on the team and build
a roadmap, just that! The use of the image
is particularly interesting to free speech and
develop creativity.

Transversal Skills for Migrants
Unit Title: 5 Agility
Subunit Title: Proactivity
KNOWLEDGE

SKILLS

RESPONSIBILITIES

At the end of the unit the learners will be able to

K3. reflect on career
mobility as professional
solution

S3. redefine aims and objectives

R3. overcome
situations and
hypothesis

EOF LEVEL
5

Name of the
activity:
Type of the
activity:
Reference:
Duration:

MY PASS
Activity to give the opportunity to learners to express yourself creatively
and to express dreams and objectives
from 1 hours to 2 hours

Number of
participants:
individual exercise / can be done as well in a classroom inside a group
Descrpition of the activity:
Step 1: The facilitator explains to the participants that the passport is a symbol related to travel
that represents the evolution of each one on the path of life. He distributes the material to
form the future passport. He explains to participants how to fill out the headings
Step 2: the participant draws (or sticks his photo) and describes his "physical characteristics".
Step 3: the participant represents, for example, "What I know how to do," "My favorite
dessert," "My favorite game," "My dream" ... / These common themes can be replaced with
"My Motto," "My Qualities," "My Skills," "My Strengths," "What Do I Want to Learn?" "What
would I like to improve?" ...
==> Step 2 and 3 can be done at home (homework)
Step 4: Participants present one of the leaflets of the passport. At the time of presentation,
participants, two by two, tell each other an element of their passport. They then present each
other's passports to the large group.

’

Recommendations (for trainers of
learners:
Appendix

’

The facilitator will ask the participants about the
creative phase: did they enjoy it? Have they
encountered any difficulties? He asked whether or not
it was easy for them to speak positively or negatively
about themselves.
He invites each participant to state an aspect that he
has discovered in another and that has marked him. He
offers to explain himself. It encourages participants to
ask questions, to seek to learn more, so that they can
discover themselves more...
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TOOLBOX- ANNEX
TRANSVERSAL MODEL
FOR MIGRANTS
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IO3- Balance of competences
WHY DO I HAVE TO DO A PROFESSIONAL BALANCE SHEET?
Whether this exercise seems superfluous
or tedious, we highly recommend it. Of
course, this will cost you little time at the
beginning but please consider it rather like
one investment... It will allow you to see
yourself clearly, help you to better describe
your professionals’ skills, identify your
motivations, understand your choices...

A review of the past, analysis of the present, but
above all construction of the future.

It will most probably as well avoid you to
commit a lot of errors, like to send
curriculum vitae in all azimuths. It should
help you to clearly decide to whom you
address your curriculum vitae. The More,
you address it to appropriate person, the
more chance you have to reach your
goals…

Conducting a competency check will allow you
to act instead of reacting, to be proactive and
to reflect in terms of added Value...

Identification one project professional who will
be at the square - furnace your Skills, your
values, your expectations but who will also
consider the reality of the market, sector,
Environment...

WHO ARE YOU?
Here is a list describing traits of personality in which you do recognize yourself. Checkthe one cross, then ask someone, you know to fulfill it as well (describing you). It can be
one or several people of your (family and/or co-workers).
PERSONALITY
TRAITS

I SEE
MYSELF

X SEES
ME

Y SEES
ME

Z SEES
ME

PERSONALITY TRAITS I SEE
MYSELF

harsh

Involved

ambitious

impulsive

anxious

Initiatives (taking)

calm

Introvert

Combative

self-master

trusting

Methodical

Conscientious

obstinate

cynical

optimistic

Resourceful

patient

devoted

perfectionist

well disciplined

Persistent

discreet

positive

Dynamic

fast

efficient

realistic

emotional

sensible

energetic

careful

level-headed

Spontaneous

reliable

deliberate

X SEES
ME

Y SEES
ME

impatient
The 5 key words that characterize
who you are:

Possible discrepancies between your
perception and that of others:

In your opinion, this is because:

1. ……………………………….…...............

…………………………………........……….

………………........………………………….

2. …..…………………………………...........

………………………………………........….

…………………........……………………….

3. ………..…………………………..…........

………………………………………........….

…………………........……………………….

4. ………..…………………………...........…

………………………………………........….

…………………........……………………….

5. ………..…………………………..….........

………………………………………........….

…………………........……………………….

Z SEES
ME

EVERYONE's HAS AN INTELLIGENCE FORM?
Sure, but try to characterize yours with the terms below. As well as
before, ask your entourage.
INTELLIGENCE TRAITS

I SEE MYSELF

X SEES ME

And SEES ME

Z SEES ME

The 3 key words that
characterize you are:
1. ……………………………….….......

analytical
learns easily
has a lot of memory
bright

2. …..…………………………………..
3. ………..…………………………..…

consistent
attentive
creative

Possible divergences
between your perception
and that of others:

critical
draft mind

………………………………………….

imaginative
intuitive
slow

………………………………………….
………………………………………….

methodical
nuanced
objective
organized

………………………………………….
In your opinion, this is
because:

detail-oriented
think almost
planner

………………………………………….
………………………………………….

precise
sure, of his judgment
synthetic

………………………………………….
………………………………………….

The purpose of this balance sheet is to value yourself. But don't minor it by modesty or
by excess of pride. This balance is only valid for the sincerity you show in establishing
it.

MY INTERACTION WITH OTHERS
What is my relationship style with others? How do you see that what that I'm included in company?
From same, choose among the features following:
MY BEHAVIOR

I SEE MYSELF

X SEES ME

And SEES ME

Z SEES ME

The 5 words Key for you Are:

amicably
ambitious
friendly
Attentive
autonomous
authoritarian
talkative

1. ……………………………….….......
2. …..…………………………………..
3. ………..…………………………..…

warm
clear in its guidelines

4. ……………………………….….......

communicates well
competitive

5. …..…………………………………..

easy contact
cooperative
reliant
diplomat
distant
callous

Possible discrepancies
between you and others:

listens a lot
emotional
flexible
frank
generous
self-employed person
loyal

………………………………………….
………………………………………….
………………………………………….

technician
leader of men

………………………………………….

motivates well
scruffy

………………………………………….

open to discussion
Participatory
Persistent
Persuasive
persnickety
punctual
musty

How can these differences
be mitigated?
………………………………………….

respectful/hierarchy
responsible

………………………………………….

secret
sensitive to humor

………………………………………….

silent
sociable
susceptible
emotionally stable

………………………………………….
………………………………………….

CONCLUSION

Does your self-image coincide well enough with
that of the others you? If Yes, I do., so much
better, you are probably enough well in your
skin and in your life, relatively balanced. If not,
ask yourself the reason to these divergences. In
what type of situations «does it your way»

or do you put yourself in front of yourself?
What do you think? Features go you help in
your life professional future or current? Which
one’s risk to be limited? And above all, that can
you do to get the remedy? Dress up, I’m my day
honestly after the Finding, a plan Action.

MY QUALITY AND MY STRENGH ARE THE FOLLOWING:

POINTS PROBLEM CAN I MET AT WORK: POSSIBLE ACTION PLAN TO CHANGE THIS:

WHAT DID YOU REALIZED UNTIL NOW?
Look at your professional past

Even if you're very young, you're bound to have one. You're going to have certainly done of the
"small jobs" during the holidays or during internship: exploit them at the maximum. The first will
testify your curiosity, your resourcefulness, your flexibility, your opening mind. The second will
show, in addition to your worry making it happen you to know, this that you have realized, learned,
carried out. First, list them all in the following format:
COMPANY
(NAME,
LOCATION,
SECTOR)

ACTIVITY

MAIN
OBJECTIVE

Responsibilities

MEMORY OR
INTERNSHIP
REPORT

WHAT HAVE YOU
LEARNED ABOUT
YOURSELF

WHAT KNOW YOU
ACQUIS?

Internships or even experience at home are crucial for beginners as they are a gateway to active life.
Between two young people just leaving the University, recruiters will lean towards that who, having
carried out internships, will know put in exergue its experiences in company...
Now follow up with an in-depth analysis of each position. You're going to have certainly accomplished
actions whose you are proud of, either because they're were difficult, either because that you've been
particularly brilliant, inventive. Find some more (3 to 8 per position and depending on its duration).

Detail them as follows:
My function: ................................................................................................
At (company): ........................................................................
Problem or starting situation (to explain the context of your intervention, the difficulties present, the
goals to be achieved):
...................................................................................................................................................................
...................................................................................................................................................................

Actions taken by you (alone or as a team; responsibilities taken by you Personally, it's not employed
one turn active with "I"):
...................................................................................................................................................................
....................................................................................................................................................................................

Achievements or results (express in genus if possible, in quantifiable terms):
....................................................................................................................................................................................
....................................................................................................................................................................................
Qualities
expressed
by
yourself
in
these
circumstances
(4
or
5keywords):
...................................................................................................................................................................
....................................................................................................................................................................................

It would be wise now to see what significant you have achieved in your life personal.
Education, family, sport, leisure, associative life...
 What do you think?
 Experiences tell yourself willingly to your friends the evenings for one good table?
 Choose those who are not those you can tell but as well those which are exploitable in a
professional context. A previously, follow a plan identical:
o Start point
o Shared experience,
o Results obtained,
o Qualities demonstrated.

PERSONAL REALISATION EXEMPLE
The takeover of a junior undertaken in a school

SHARED
Starting point
The junior company was supposed to
place students in the works to telephone
relaunch. It was not very efficient
(revenue: 25,000 Swiss francs).

- Telephone relaunch and visit of

all companies that have
cooperated in the past, carrying
out a platelet advertising.
- Sending mailing to canvass
other potential customers.
- Setting goals for junior
companies and registered
students.

Results
50 students placed on average per
weekend, turnover multiplied by
15 in one year.

QUALITY
DEMONSTRATED
Team management, dynamism,
persuasiveness,
orientation
results.

ANALYSIS YOUR PROFESSIONAL OR PERSONAL REALISATIONS: DETERMINE THE
COMMON KEYS FACTORS OF YOUR SUCCESS.
Make the following table:
TYPE OF SITUATION/PROBLEM WHERE
YOU HAVE SUCCEEDED

WHAT DID YOU DO TO MAKE A
DIFFERENCE?

WHAT MAJOR QUALITIES DID YOU
USED?

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

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

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

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

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

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

WHAT DID YOU DO?
This logically derives from your preferences, your motivations and determines your interests.

AUSCULT YOUR PREFERENCES
THE PROFESSIONAL ENVIRONMENT THAT YOU WANT OR LIKE (CHECK THE RIGHT BOX)
multinational company

n yes

n no

large Swiss company (more than 250 people)

n yes

n no

small or medium-sized Swiss business (10 to 250 people)

n yes

n no

micro-enterprise (up to 10 people)

n yes

n no

framing function

n yes

n no

specialist function

n yes

n no

assistant function

n yes

n no

consultant-independent position

n yes

n no

(strong) growth sector

n yes

n no

traditional sector

n yes

n no

other peculiarities: ............................................................................................................

n yes

n no

ACTIVITY SECTORS THAT YOU PREFER OR KNOW (CHECK THE RIGHT BOX)

n nature and environment

n art and culture

n engineering and computer science

n food industry

n tourism, hotels

n natural sciences

n textile and clothing

n advice, audit, expertise

n humanities

n insurance

n social work, education, health

n banks and financial institutions

n building, public works, real estate

n sales, trade, distribution

n communication, publicity, leisure

n industry and technical crafts

n transport and security

n import - export

THE POSITION THAT YOU HOLD OR YOU WANT TO HOLD (CHECK THE RIGHT BOX)

n organization and methods

n public relations

n marketing

n production

n after-sales service

n human resources

n technical

n maintenance and safety

n accounting

n Logistics

n purchases

n international relations

n legal

n finance

n computer

n audit

n commercial

n advertising

n research and development

n administration

n direction

Activities THAT YOU LOVE OR PLEASE
Choose from the verbs below that attract you the most;
Surround them and then check the main verbs as soon as a family verb has been surrounded.
n OBSERVE

perceive - guess - feel - test - examine - measure

n ANALYSE

compare - relate- differentiate - deduce - weigh - evaluate

n INTERPRETE

explain - define - understand - describe - represent

n SOLVE

find solutions - improve - criticize - redirect - flatten - set up

n SYSTETISE

organize - coordinate - control - correct – develop procedures

n PLANIFY

plan – set strategies - set goals – develop programs

n ADMINISTRE

manage, delegate - supervise - lead - draw up a budget

n LEAD A TEAM

drive - maneuver - impose - manipulate - advise

n INNOVATE

invent - design - adapt - develop

n IMAGINE

visualize - conceptualize – represent yourself

n SYNTHETYSE

to assemble and combine in an original way - catalyze

n CREATE

draw - write - sculpt - give an original interpretation

n SUPPORT

help - help - be open and attentive to others - inform

n UNDERSTAND THE PROBLEMS of OTHERS

listen - put yourself in the place of - give confidence - helpfully advise

n PRESENTE

write - talk - communicate

n PERSUADE

convincing - teaching - inspire - influence - motivate

n ARBITRATE

reconcile - negotiate - intervene - settle a dispute

n ORDER

sort - distribute - calculate - classify

n MAKING it

build - make - assemble - make

n START THINGS

adapt - adjust - finish - try - adjust

n DO WORK

handle - use - control

n MAINTAIN

repair - tinkering - renovating

n SERVE

take care - help - offer its services

n PLAY A ROLE

improvise - dance - swim - participate in a show

n EXPLORER

learn - discover - travel - search - find

n FACE A CHALLENGE

take risks - achieve a performance - compete - compete

n BE RECOGNIZED

be accepted - be complimented - succeed socially - increase its prestige

Write a personal summary of your preferences: ....................................................................................................................................

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

EXAMINE YOUR MOTIVATIONS
You want to make a living of course, like everyone else, but still ...

COMPETENCY BILAN

WHAT DOES WORK MEAN TO YOU? (CHECK WHAT'S FOR YOU)

n

a means of exercising responsibilities

n

a way to make a lot of money

n

personal commitment

n

a way to support myself (and my family's)

n

an investment

n

a constraint

n

how to prepare for the future

n

security

n

a way to value myself

n

a necessity

n

a tool for social promotion

n

other: .........................................................................

WHAT DO YOU ACCEPT? (CHECK THE RIGHT BOX)
frequent travel

n yes

n no

far-flung travel

n yes

n no

irregular schedules

n yes

n no

irregular working days

n yes

n no

numerical targets to be met

n yes

n no

salary at the commission

n yes

n no

fixed salary - commission

n yes

n no

participation in social/social obligations

n yes

n no

another: .......................................................................................................................................

n yes

n no

DEFINE YOUR EXIGENCES (CHECK THE RIGHT BOX)

n

high salary

n

large margin of autonomy

n

fair pay

n

varied tasks

n

Pleasant work environment

n

travel in Europe

n

attractive social benefits

n

Travel abroad

n

promotion opportunities

n

work with clear, measurable, measured goals

n

opportunities for lifelong learning

n

affinity of character with the superior

n

Important responsibilities

n

varied work

n

regular schedule

n

quiet and regular work

n

a la carte schedule

n

stressful work

n

teamwork

n

another: ..............................................................................

Write a personal summary of your preferences: ..................................................................................................................

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

RESUME OF YOUR BALANCE SHEET
FILL THE CI-DESSOUS SCHÉMA IN REPORTANT:
YOUR QUALITY

YOUR KEY SKILLS

YOUR PREFERENCES

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

PURPOSE OF THIS SELF-BALANCE SHEET
-

Get to know you better;
Determine 3 to 5 key skills that characterize you;
Find out your motivations
Be aware of the activities you are interested in;

- Determine what type of business, sector you
want to integrate.

These answers allow you to:
- Justify and reinforce arguments that you can use in your CV or
cover letter;
- Get a better idea of your project in terms of the type of
function you're looking for.

TRANSVERSAL PROJECT FOR MIGRANTS

Is it better to realize this exercise yourself or with a specialist?
The two approaches are not opposed but complementary.
Self-diagnosis’s not obvious; it requires willpower, patience, consistency, honesty, one
certain distance by report to self.
Doing it by establish professionals is one longer gate (because it usually lasts for several
weeks), it is more costly (because you must pay for counselling sessions). But analysis is
most of the time deeper realized
Counsellors, usually psychologists or business trainers, help you to relate all the
information you give about yourself, such as a puzzle to Build. They establish one link
between your private life, your professional life, your basic trainings, your professional
trainings, your social life, your center of interests, your values, your motivations, your
personality.
First, they analyze your application and the objective behind it:


would like to take stock of where to go during a transition phase of your life: between
school and the labor market, between two jobs? It is it will be a matter of the none
balance sheet-orientation.



do you want to be in relation to the labor market, a certain industry, a specific
profession? It will be in your balance sheet.



do you need to discover your qualities and generic skill’s, the ones you can transpose
from one domain to another, in order to discover a new niche, a new professional
target? It will be questioned in your balance sheet skills part.
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